
 
 MISSION CITY COMMUNITY NETWORK - JOB DESCRIPTION 
 
Job Title:  Registered Nurse 
Department:  Back Office 
Reports to:  Director of Nursing 
 
General Summary: Assist providers with patient assessments; develop care plan for each case-managed 

patient; provide health care interventions including counseling, education, health 
promotion; create and implement a tracking system for follow-up; verify and provide 
referrals as necessary; provide home visits as necessary. 

 
  I.  Qualifications: 

A.  Education, Training, and Experience: 
1. Graduate of accredited School of Nursing, with valid California License.  B.S., MPH, 

PHN preferred. 
2. Experience in case management or sufficient nursing experience  as deemed by 

Medical Director or designee. 
B.  Special Skills and Special Abilities: 

1. Charismatic, with ability to elicit trust, while performing low-level counseling. 
2. Detail-oriented, with ability to keep logs and data. 
3. Some computer skills. 
4. Good charting and recording skills. 
5. Ability to work as a team member with providers, medical assistants, and other staff. 
6. Ability to communicate with patients, and patient's families. 
7. Ability to communicate with outside agencies in order to form a network of services 

for the patient. 
8. Ability to create tracking systems, informational/educational systems as necessary. 
9. Ability to learn new skills, as necessary. 

 10. Flexibility and ability to change. 
 11. Bilingual and culturally sensitive to needs of MCCN patient. 
 

  II. Duties and Responsibilities: 
A.  Assessment: 

1. Assist provider with patient risk assessment, as necessary. 
2. Provide assessments to high-risk prenatal patients according to program criteria. 
3. Develop care plans and intervention, with ability to track progress. 
4. Triage patients as needed.  

 B.  Pharmacy: 
  1.   Processing and dispensing medication. 
  2.   Educating patients on use of medication. 

3. Medication inventory control. 
C.  Counseling: 

1. Provide low-level counseling with patients and families, as needed. 
2. Provide appropriate information/education with supporting literature. 
3. Provide appropriate referrals, as necessary. 
4. Accurate documentation of patient interactions. 
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D.  Follow-up and Tracking: 
1. Develop and implement a method of tracking appropriate patients. 
2. Follow-up and chart patient progress and/or non-compliance. 
3. Provide appropriate follow-up sessions and document. 
4. Interface with appropriate agencies. 
5. Interact with providers, as necessary, to ensure quality care. 
6. Implement use of computer tracking system, as necessary. 

E.  Referrals: 
1. Update referral list as necessary. 
2. Contact potential referral sources and establish community network. 
3. Attend community meetings and seminars as necessary, and diffuses appropriate 

information to staff. 
F.  Literature: 

1. Organize appropriate literature to fit patient situation, in form of packets, etc. 
2. Oversee the ordering of appropriate literature and educational    

   aids. 
G.  Classes: 

1. Provide health education classes as necessary; on or off site. 
2. Develop curricula and oversee the development of curricula by Bachelors level 

Health Educator. 
H.  Supervision: 

1. Supervise appropriate staff, including orientation, training, evaluation, and exit 
interviews. 

2. Assist operations manager/nursing director with staff scheduling. 
I.  Other:  

1. Perform other duties deemed necessary by clinic executive director, medical director, 
director of nursing, and/or operations manager.  

 
III. Internal and External Communication: 

A.  Internal: 
1. Interacts with patients and families in an appropriate manner. 
2. Interacts with peers, staff, and various departments in an  appropriate  manner. 

B.  External: 
1. Interacts with outside agencies in a professional and appropriate  manner. 
2. Presents oneself and Mission City Clinic in a professional manner. 
 

IV. Fiscal Responsibility: 
A.  General: 

1. Facilitates cost containment by efficient use of time, resources, equipment, supplies, 
etc. 

 
 V.  Working Conditions: 

A.  Environment: 
1. Maintains a physically safe and clean environment. 
2. Reports unsafe conditions to supervisor. 

 
  B. Physical Demands: 

1. STANDING/WALKING: Workday consists of stand/walking on tile and cement 
Page 2 of 3    ________ 

           Initials   
 



floors while performing duties. 
2. SITTING: Workday may be spent sitting answering the telephone, calling out 

prescriptions and referrals. 
3. LIFTING:  Lifting may include up to 25 lbs. in moving equipment or assisting 

disabled patients.  Day involves lifting requiring a full range of motion. 
4. CARRYING: Day may include carrying objects weighing up to 25 lbs., this may 

include carrying charts and equipment. 
5. PUSHING/PULLING: Day may require pushing or pulling equipment, drawers, 

carts and exam table stirrups. 
6. CLIMBING:  Day may include climbing one flight of stairs. 
7. BALANCING:  Time may be required to use a footstool in retrieving supplies. 
8. STOOPING/KNEELING: Part of workday is spent stooping or kneeling to open 

drawers and gathering equipment. 
9. BENDING: Part of workday may be spent in bending at the waist picking up charts 

and assisting the clinician with procedures. 
10. CROUCHING/CRAWLING: None required. 
11. REACHING/STRETCHING: Part of time may require reaching or stretching to 

retrieve equipment or medications on shelves. 
12. HANDLING:  Hand and wrist movement is required part of the workday in holding 

charts and supplies. 
13. FINGERING Part of workday involves writing in the chart, receiving and sending 

messages and assisting the clinician. 
14. FEELING: Normal tactile feeling is required to perform all job duties, including 

taking pulses. 
15. THROWING: none required. 
16. TWISTING: Part of the day may be required in retrieving supplies or equipment. 
17. TALKING:  Average ability and fluency in English is required in communicating 

with patients, staff, and outside agencies, such as pharmacies and physicians' 
offices. 

18.  HEARING: Average ability is required in answering the telephone and performing 
all job duties (particularly taking blood pressures and using a stethoscope). 

19. SEEING:  Average ability is required to read and follow instructions and assisting 
patients. 

 
EMPLOYEE ACKNOWLEDMENT: 
I have read my job description and understand its contents. I agree to perform the duties and 
responsibilities to the best of my ability. If at any time I have questions about its contents, I will discuss with 
my supervisor any clarification. I have received a copy of this job description and understand that it will be 
used to evaluate my performance both on an ongoing basis and at regular intervals. 
 
 
________________________________  _________________________  _____________ 
Employee Name (Print)     Signature    Date 
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