Registered Nurse

Job description:

Summary: Assist licensed health care providers with daily tasks primarily in helping clients with medical
and health care needs by performing the following duties:

1. Render initial medical screening of patients and document appropriately in medical record.

2. Prior to each patient visit, confirm that all information, such as medical history records, lab and
diagnostic study results, referral reports and hospital/ER records are available for provider review.
Prepare and equip examination rooms for patient exams. Clean, sterilize, prepare and store medical
equipment and supplies used in the clinical area as well as dispose used equipment/supplies in keeping
with OSHA standards.

3. Participate in rooming patients as needed, collecting all pertinent information for office visits, taking
vitals, and communicating with the provider. Prepare patients for exams. Instruct patients regarding
procedures and test preparations according to planned procedures as directed by the provider. Assist
providers with examination and treatment of patients and document properly.

4. Perform lab work, obtain specimens, administer adult and pediatric injections/vaccines (intra-dermal,
subcutaneous and intramuscular only), conduct vision screenings, change dressings, remove
sutures/staples, assist with nebulizer treatments, administer EKGs and other like tasks under the
direction of the provider. Inform provider of diagnostic test results and document properly.

5. Draw blood, label specimens correctly, and spin-down and bag specimens. Complete lab
requisitions/orders accurately including appropriate provider’s name, patient information and insurance
documentation. Receive, sort, and review incoming lab results and forward reports to provider for review
and signature.

6. Call patients with diagnostic, laboratory and EKG test results as directed by the provider. Coordinate
patient follow-up appointments per provider orders. Ensure that diagnostic test results are filed in
patients’ medical records after PCP review and signature. Telephone prescriptions to pharmacies, make
appointments, and coordinate referrals between patient and outside agencies or the Referral
Coordinator as directed by the provider.

7. Maintain all logs (PAP, referral and immunization), inventories of laboratory supplies, medical supplies,
vaccines, and LARC inventory. Track any missing information as required. Participate in equipment
maintenance and quality control activities. Report violations.

8. Provide information to patients by answering questions and offering helpful and relevant literature.
9. Documents appropriately in the EMR to ensure all pertinent information is collected.

10. Respond to encounters, e-mails and faxes in a timely manner (48-72 hours). Answers the phonein a
professional and courteous mannetr.

11. Utilizes all pertinent functions of the phone system/computer system in directing calls to appropriate
staff and/or service areas, ensuring minimal transferring.



12. Communicates effectively with patients, patient care teams and other departments with
professionalism.

13. Responds appropriately to emergency situations.

14. Contact provider directly to advise of critical results provided by LabCorp. Notify provider of elevated
blood pressure/in house testing.

15. Maintains updated on policies and procedures and standing orders.
16. Knowledgeable of HIPAA privacy laws and strictly adheres to these standards

17. Participates in staff meetings and other activities or assignments as assighed by clinical management
and is responsible for information discussed. Act as preceptor to students.

18. Participate in Quality Improvement, staff meetings, outreaches and other activities or assignments as
assigned by supervisor. Act as preceptor to students.

19. Assist with patient assessments (if assigned)

20. Takes initiative to seek out tasks and duties or to assist others as necessary. (Examples: Compliance,
Quality, etc.)

Language:

e Spanish (strongly preferred)
License/Certification:

¢ RN License (required)

Benefits:
o 401(k)
e 401(k) matching
e Dentalinsurance
e Employee assistance program
e Flexible spending account
e Healthinsurance
e Lifeinsurance
e Paid time off
¢ Professional development assistance
e Referral program
e Tuition reimbursement
¢ Visioninsurance

Pay: $32.00 - $38.00 per hour



