POSITION DESCRIPTION

COUNTY OF LAPORTE, INDIANA

POSITION:


Director of Nursing
DEPARTMENT:

Health
WORK SCHEDULE:
8:00 a.m. – 4:00 p.m., M-F
JOB CATEGORY:

Unclassified
DATE WRITTEN:  January 2024 



STATUS:  Full-time

DATE REVISED:   





FLSA STATUS:  Exempt
To perform this position successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed in this document are representative of the knowledge, skill, and/or ability required.  The County of La Porte provides reasonable accommodation to qualified employees and applicants with known disabilities who require accommodation to complete the application process or perform essential functions of the job, unless the accommodation would cause an undue hardship.

Incumbent serves as Nursing Director for the La Porte County Health Department, responsible for directing all Nursing Division services, including program planning, development, implementation, and evaluation.  Incumbent shall also serve as the Chief Deputy.  
DUTIES:
Plans, directs, administers, and supervises activities of Nursing Division personnel, under the authorization of the Administrator, Health Officer, and Health Board.  Prioritizes and delegates work assignments, establishes specific work goals, provides training, develops and maintains personnel files, evaluates work performance, ensures proper completion of tasks and conformance with policy, maintains discipline, and recommends corrective action as warranted.

Represents Administrator, directing day to day activities in his/her absence.
Communicates frequently with Health Officer regarding current and evolving public health issues, recommendations, and laws.  Reports nursing activities on a monthly basis to Health Officer.

Assists Public Health Nurses with development of guidelines and collection of data and statistical analysis for nursing programs.  
Develops, updates, and administers administrative policies and procedures based on local, state, and federal laws for department programs, subject to approval of Administrator, Health Officer, and Health Board.

Administrates and coordinates programs, for example immunization clinics, for the La Porte and Michigan City offices, including scheduling, staffing, and planning programs and locations.  
Periodically analyzes division workload, assists the Administrator with recruiting and interviewing prospective nursing staff, makes hiring decisions, orienting new staff, planning and delegation work assignments, establishing work goals, training, mentoring, determining changes in responsibilities, evaluation performance, recommending personnel actions, keeping nursing staff informed of organizational developments, maintain discipline, and communicating/administering personnel programs and procedures.   

Assists Public Health Emergency Preparedness Coordinator with emergency preparedness planning, participates in multi-agency tabletop exercises, and develops and delivers education/training programs for emergency responder groups and healthcare partners. 

Prepares press releases regarding issues of public health importance, responds to media inquiries, and assists with risk communication messages during public health emergencies.

Consults with department Attorney regarding local, state, and federal laws as they apply to public health practice in the nursing field.

Supervises completion of progress reports on community health programs and federally funded projects, prepares monthly, quarterly, and annual reports, and presents report to local Health Board members quarterly.

Represents the department on committees in state, county, and region.  

Prepares and provides public speaking presentations as needed or requested.  Collaborates with other social service agencies to continually try and meet the health care needs of the people in La Porte County through county assessments, program planning, and evaluation.  

Coordinates activities with the Indiana State Department of Health Field Epidemiologist during outbreak investigations and with the Environmental and Food Sanitarian staff during investigations of public health importance.
Researches, assesses, develops, and evaluates new programs and ensures compliance with all applicable rules and regulations.  

Compiles and presents statistical and other reports as requested by the Administrator, Health Board, Indiana Department of Health (IDOH), committees, and other regulating agencies.  

Staffs clinics and assigns nursing staff to scheduled clinics and special clinics as needed.

Participates on various community boards and advisory committees for the purpose of disseminating information to the general public concerning public health programs and to support and assist in managing other community agencies.  
Assists in preparing and administering department budget, including attending County Council meetings, requesting transfers and additional appropriations. 

Writes grants for funding as needed and as available for programs for the Nursing Division, including Request for Proposals from the ISDH for Immunization Program planning and HIV Counseling and Testing program. Monitors the use of funding. 

Performs proficiency testing for lab test performed by the Department. Oversees the quality control program and quality assurance for Clinical Laboratory Improvements Amendments (CLIA). 

Develops and maintains Quality Assurance for Nursing Division programs. Ensures proper maintenance of clinic/office facilities in La Porte and Michigan City.  Monitors inventories and orders supplies as needed.

Coordinates and/or attends in-service programs and professional education workshops/training seminars as required. 

Holds regular meetings with Nursing Division staff. 

Maintains frequent contact with personnel and officials from other government agencies to resolve and coordinate operations of the Nursing Division.  Assists department personnel in resolving conflicts with members of the public as requested.  
Works with Health Officer, Administrator, and County Board to develop and review the current County health policies as related to nursing

Ensures staff’s training and certification requirements are met and updated as required.

Testifies in legal proceedings/court as necessary.

Performs duties of other department personnel in their absence or as needed.

Responds to public health emergencies on a 24-hour basis, responds to emergencies from off-duty status, and serves on call on a rotation basis.

Performs additional tasks as assigned by the Administrator.
I.  JOB REQUIREMENTS:
Master’s Degree in Nursing and current Indiana license to practice as a Nurse Practitioner or an Advanced Practice Nurse with a minimum of one (1) year experience, or an equivalent combination of education and experience  Possession of or ability to obtain Basic Life Support (BLS) certification.  
Must possess current, unrestricted Indiana CSR and be eligible for U.S. DEA certification.

Working knowledge of and ability to make practical application of public health laws and accepted

principles and practices of Public Health Nursing.

Working knowledge of health and social services available to County residents, and ability to coordinate services and facilitate referrals as appropriate.

Working knowledge of standard English grammar, spelling, and punctuation and ability to prepare

written reports as required.
Working knowledge of principles and practices of environmental health as it pertains to nursing.

Extensive knowledge of nursing principles and practices, and ability to evaluate the quality of nursing services and adhere to procedures, state laws, and County ordinances.
Extensive knowledge of departmental organization and functions and public health programs.   Knowledge and ability to develop new methods and techniques needed to extend existing programs and implement new programs.
Ability to plan, direct, administer, and supervise activities of Nursing Division personnel.  Ability to prioritize and delegate work assignments, establish specific work goals, provide training, develop and maintain personnel files, evaluate work performance, ensure proper completion of tasks and conformance with policy, maintain discipline, and recommend corrective action as warranted.
Ability to interview, make hiring decisions, and recommend personnel actions, such as promotion, transfers, or demotions.

Ability to prepare budgets and grant applications.

Ability to assist in the planning and evaluation of public health emergency preparedness programs.
Ability to develop effective working relationships with various County officials and with organizations of various types, and to organize community support to help solve public health problems.

Ability to cope with new and unique problems, and to conduct research as needed. 

Ability to apply knowledge of people/locations, plan/layout assigned work projects, and perform arithmetic calculations.
Ability to plan and present public speaking presentations.
Ability to properly operate standard office equipment, including computer, calculator, copy machine, fax machine, and telephone.
Ability to provide public access to or maintain confidentiality of department information and records according to state requirements.

Ability to comply with all employer and department policies and work rules, including, but not limited to, attendance, safety, drug-free workplace, and personal conduct.

Ability to effectively communicate orally and in writing with co-workers, other County departments, clients, accreditation and regulatory agencies, providers, community organizations, physicians’ offices, hospitals, laboratories, and the general public, including being sensitive to professional ethics, gender, cultural diversities, and disabilities. 
Ability to work alone with minimum supervision and with others in a team environment on several tasks at the same time, often under time pressure.
Ability to understand, memorize, retain, and carry out written or oral instructions and present findings in oral or written form.

Ability to effectively examine and screen individuals, assess needs, and provide appropriate information, treatment, assistance, and referrals.  

Ability to properly use various medical equipment including but not limited to stethoscope, sphygmomanometer, syringes, lancets, scanner, thermometer, and scales.

Ability to occasionally work extended, evening, and/or weekend hours and travel out of town, sometimes overnight, for meetings and training.
Ability to serve on 24-hour call and respond to emergencies from off-duty status.
Possession of a valid Indiana driver’s license and a demonstrated safe driving record.

As a result of the duties associated with this job, there is the potential of becoming exposed to blood borne pathogens and other potentially infectious diseases.  To safeguard employees and eliminate the liability placed on La Porte County, employees working in this position shall begin the three shot Hepatitis B vaccination and subsequent training within 10 days of their initial job assignment per OSHA 29 CFR 1910.1030(f)(2)(i).  The initial and two subsequent vaccinations shall be administered by the La Porte County Health Department and free of charge to the employee.  If the employee has previously received the three shot Hepatitis B vaccination, official documentation must be provided to the supervisor identifying the dates in which each shot was appropriately administered.  A Temporary Medical Declination may be made for a period of up to six months.  A Declination form must be completed, outlining the medical reasons for the temporary declination and forwarded to the Safety & Risk Manager.  Employees temporarily declining the vaccine are prohibited from performing any duties in which they may be exposed to a blood borne pathogen or other potentially infectious disease until they are able to begin/continue the series of vaccinations.  Failure to comply will result in termination of employment.

II.  DIFFICULTY OF WORK:

Incumbent's duties are broad in scope, involving many variables and considerations. Incumbent performs according to standard practices of the profession and department policies and procedures, exercising independent judgment in adapting to varying work environments, and determining appropriate treatment and referrals for individuals. 

III.  RESPONSIBILITY:
Incumbent works with considerable independence, with general objectives, program goals, and desired results indicated by Administrator and Health Officer.  Incumbent makes authoritative application of administrative guidelines concerning program development and resources needed for the specific agency.  Work is reviewed for overall soundness of judgment, with deviations from policy regarding administrative procedures and medical practices discussed with Administrator and Health Officer.
IV.  PERSONAL WORK RELATIONSHIPS:

Incumbent maintains communication with co-workers, other County departments, clients, accreditation and regulatory agencies, providers, community organizations, physicians’ offices, hospitals, laboratories, and the general public for the purposes of exchanging and explaining information, coordinating nursing operations, providing instructions to others, and providing health screening/treatment/education.
Incumbent reports directly to the Administrator and Health Officer.
V.  PHYSICAL EFFORT AND WORK ENVIRONMENT:
Incumbent performs duties in an office, clinic, and at various residential sites, such as patient homes and institutions. Duties may involve sitting for long periods, standing/walking for long periods, sitting and walking at will, keyboarding, reaching, bending, crouching/kneeling, close vision, depth perception, hearing sounds/communication, speaking clearly, handling/ grasping/fingering objects, pushing/pulling/lifting/carrying objects weighing over 50 pounds, and exposure to potentially hostile/violent persons. 

Incumbent is exposed to normal hazards associated with driving, and with public health nursing, such as communicable diseases and blood-borne pathogens, for which universal health precautions must be followed to ensure safety of self and others.

Incumbent occasionally works extended, weekend and/or evening hours, and occasionally travels out of town for home visits and conferences, sometimes overnight.

APPLICANT/EMPLOYEE ACKNOWLEDGMENT
The job description for the position of Director of Nursing for the LaPorte County Health Department describes the duties and responsibilities for employment in this position.  I acknowledge that I have received this job description, and understand that it is not a contract of employment.  I am responsible for reading this job description and complying with all job duties, requirements, and responsibilities contained herein, and any subsequent revisions.

Is there anything that would keep you from meeting the job duties and requirements as outlined?

Yes_____  No_____

_________________________________________


_______________________

Applicant/Employee Signature




Date

_________________________________________

Print or Type Name
health/don

