Three Pillars

JOB DESCRIPTION

	Job Title

PM RN House Manager 
	Department

Nursing

	Reports To

Director of Nursing
	Review Date

11/14/2018
	 FORMCHECKBOX 
  Exempt

 FORMCHECKBOX 
  Non Exempt

	I have reviewed and agree to the contents of this job description

(Signature & Date)


I. Position Summary:

Assume responsibility for supervision and evaluation of nursing care for the Masonic Center for Health and Rehabilitation residents including Hickory Suites and Riverside Lodge as requested.  Actively manage and participate in the admission/discharge process.  Along with the all RN Managers, supervise and evaluate licensed and non-licensed nursing personnel.  Assist the physician in giving pertinent medical attention and care to residents in a family like atmosphere. Respond in emergency situations to assure resident/staff safety and security.

II. Principle Accountabilities:

	
	Frequency
	Weight (%)

	A.
	Resident Care 
	Daily
	30%

	1.
	Maintain timely, accurate charts/records as required by regulations and facility policies and procedures.
	     
	     

	2.
	Complete or assign completion of nursing care, performing all duties of a staff RN when necessary.
	     
	

	3.
	Report or coordinate reporting changes in patient’s conditions and needs to physician and Director of Nursing; including obtaining and transcribing orders as needed.
	
	

	4.
	Assist with follow up of all doctor rounds.
	
	

	5.
	Assist and delegate with nursing participation in care plan family sessions for more complete input and follow through on all shifts.
	
	

	6.
	Accept department on-call responsibilities as needed.
	
	

	7.
	Identify, propose, and coordinate specialized clinical programs per facility need or as delegated by DON.
	
	

	8.
	Coordinate with nursing personnel from all shifts to assure continuity of care.
	
	

	9.


	Collaborate with other campus facilities (i.e. CBRF) with nursing assistance when necessary.
	
	

	10.


	Support and participate in all resident care programs.  Assure all staff are fulfilling their responsibilities in these program areas.
	
	


	
	
	Frequency
	Weight (%)

	B.
	Supervise Staff
	Daily
	25%

	1.
	Assist in the hiring and orientation of nursing staff.
	     
	     

	2.
	Assign duties to, train, develop, coach and supervise Registered Nurses, Licensed Practical Nurses, and Certified Nursing Assistants.
	
	

	3.
	Conduct fair, accurate and timely performance evaluations.
	
	

	4.
	Assist in the initiation, follow through and documentation of fair and consistent disciplinary actions.
	
	

	5.
	Know and follow existing lines of communication and authority.   Set an exemplary model for staff through professional appearance, treatment of employees and dedication to company goals.
	
	

	6.
	Maintain accountability for all tasks, duties or activities of nursing staff.
	
	

	7.
	Assist with development of nursing staff schedule.  Call in replacement help for absent nursing staff as needed and act in whatever capacity needed in order to fulfill department need.
	
	

	8.
	Operate within budget.  Hold department staff accountable for operating within budget. Oversee utilization of supplies to ensure cost containment efforts.  
	
	

	9.
	Coordinate with all managers in completing audit processes and coordinate development of training needs as identified in the auditing process.
	
	

	
	
	Frequency
	Weight (%)

	C.
	Admission Coordination
	Daily
	35%

	1.
	Assist Admission RN with coordination of resident admissions
	
	

	2.
	Evaluate and revise current admission process to ensure resident satisfaction and excellent customer service
	
	

	3.
	Assist with coordination of communication to all departments r/t admission time of residents
	
	

	4.
	Assure nursing documentation and assessments are completed and accurate at the time of admission
	
	

	5.
	Facilitate equipment needed for resident after admission
	
	

	6.
	Educate and mentor staff r/t admission process
	
	

	7.
	Be involved in pre-admission work ups and PASSAR screening when needed.
	
	

	8.
	Assist with duties for admission  to complete continuum of care for a new resident.
	
	


	
	
	Frequency
	Weight (%)

	D.
	Safety
	Daily
	5%

	1.
	Provide a safe environment residents and employees, participating in safety programs to prevent injuries and return to work programs for those injured on the job.
	
	

	2.
	Promptly investigate and follow through on all resident and employee incidents/injuries (including staff exposures), completing necessary clinical assessment, documentation, health care coordination and first aid as indicated.
	
	

	3.
	Be familiar with the operation and function of all equipment used in department.  Demonstrate and reinforce proper use by nursing staff.
	
	

	4.
	Follow safety, security, infection control (including Standard Precautions), and hazardous materials policies and procedures.  Perform all tasks to assure resident and personal safety and the protection of Three Pillars property.
	
	


	E
	Other Responsibilities
	Daily
	5%

	1.
	Assist the administrative staff in evaluating, reviewing and investigating family/resident complaints.
	
	

	2.
	Serve as back-up for the other RN Managers and DON as necessary.
	
	
	

	3.
	Make decisions based on factual information and logical conclusions.  Consider alternate courses of action and their consequences before acting.
	
	

	4.
	Participate with other departments to coordinate efforts to provide services that meet organizational needs.
	
	

	5.
	Achieve satisfactory performance in all performance evaluation areas.
	     
	     

	7.
	Keep current with job standards through in-service training, continuing education, personal and professional development.
	     
	     

	8.
	Continually seek opportunities for quality improvement as directed by administration.
	
	

	9.
	Actively recognize and appropriately respond to customer needs.
	
	

	10.
	Other duties as assigned by supervisor.
	
	



III. Qualifications:

1.
Minimum education, certification and/or licensure:  Licensed as a Registered Nurse in Wisconsin, BSN preferred. Must have valid CPR certification. 

2. Physical requirements: Walk or stand constantly, and able to squat, kneel, twist, sit and bend periodically.  Able to frequently push/pull objects weighing 60 pounds and occasionally lift and move objects weighing 100 pounds or more.  Visual acuity up to 100 feet.  Hearing ability within the high decibel range and the normal range of a voice.  Legible penmanship.

3. Mental requirements: Knowledge of OBRA, state and federal regulations as applied to long term care.  Able to plan, direct and supervise nursing care of the infirm aged.  Ability to direct, instruct and supervise licensed and other nursing personnel.  Handle hostile or emotionally upset residents, staff, etc.  Able to focus on fine detail with constant interruption.  Read, write and speak English fluently.

4.
Experience: Previous geriatric experience and two or more years supervisory experience.

5. Computer knowledge: Microsoft office. Ability to learn and use computer applications as they apply to job duties.

IV. Working Conditions:

1.
Exposure to bloodborne pathogens risk category: 
 FORMCHECKBOX 
 I  
 FORMCHECKBOX 
 II  
  FORMCHECKBOX 
 III

2.
Work primarily:  FORMCHECKBOX 
 Indoors
 FORMCHECKBOX 
 Outdoors
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