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FALLON MEDICAL COMPLEX
JOB POSITION/DESCRIPTION
Wardclerk / Certified Nurses Aid
GENERAL INFORMATION:  Listed below is an outline of the duties and responsibilities that you will be required to perform.  Even though your job description is broad, every effort has been made to make this outline as complete as possible.  However, we must emphasize that you may be required to perform other related duties and activities requested by your Department Manager or Supervisor.
PURPOSE OF JOB POSITION:  The primary purpose of your job position is to provide Skilled Swing, SWIC, and Acute Care patients with routine daily cares in accordance with current existing federal, state, and local standards, as well as FMC’s established policies and procedures, and generally acceptable Nursing Assistant practices, or  as may be directed by your supervisor.  The Wardclerk will be responsible to assist nursing staff and Health Information Management department with general clerical duties as described in Essential Functions below.
DIRECT REPORT:  Director of Nursing, Acute Care Clinical Supervisor, Long Term Care Clinical Supervisor and Charge Nurse
EDUCATION:  
· Must provide original Montana or out of state C.N.A certification.
· Must not be listed on any C.N.A abuse registries.

· Must provide an original skill checklist if already certified.

EXPERIENCE:  None. On the job training provided.
EQUIPMENT USE and SUPPLY FUNCTIONS: 

· Use only equipment you have been trained to use.

· Operate all equipment in a safe manner

· Use only the equipment and supplies necessary to do the job.  Don’t be wasteful.

· Report defective equipment to the Charge Nurse.

· Inform the Charge Nurse of your equipment and supply needs.

HOURS OF DUTY: 

· Day shift – 0545 – 1815
· NOC shift – 1745 - 0615

ESSENTIAL FUNCTIONS AND RESPONSIBILITIES

DAILY RESPONCIBILITIES

· Assist with all cares of hospital patients including Inpatients, SKSW, and SWIC patients
· This includes bathing

· Dressing

· Cleaning up rooms of patients

· Delivering meal trays
· Obtaining of the A.M. vitals for hospital swing patient
· Perform clerical duties as assigned by nursing services
· Graph temperatures, pulse, respiration, blood pressure, and weights on patient’s chart

· Assembles forms for skilled nursing, observation, hospital, and swingbed charts.
· May copy physicians’ orders onto MAR, lab, and xray requisitions slips, and care plan as directed by RN

· Files all loose reports promptly into inpatient record

· Notifies Medical records after 48-hour of admission of History and Physical not on chart or available for filing

ADMINISTRATIVE FUNCTIONS:

· To document according to Fallon Medical Complex policy and procedures.

· Report all accidents and incidents you observe on the shift as they occur.

· Using only authorized abbreviations established by Fallon Medical Complex when recording information.

· Report all changes in the resident’s condition to the Charge Nurse as soon as practical, but at least within one hour of the observation.

ADMISSION, TRANSFER, AND DISCHARGE FUCNTIONS:
· To assist in the admission, transfer and discharge of all residents as instructed by charge nurse or supervisor.
PERSONNEL FUNCTIONS:

· Follow work assignments and/or work schedules in completing and performing your assigned tasks.
· Perform all assigned tasks in accordance with our established policies and procedures and as instructed by your supervisor.
· Cooperate with inter-departmental personnel as well as other facility personnel, to ensure that nursing services can be adequately maintained to meet the needs of the resident.
· Create and maintain an atmosphere of warmth, personal interest, and positive emphasis, as well as a calm environment throughout the facility and your shift.
· Participate in the round table discussions to assist in identifying and correcting problem areas and/or improve the level of services.
ACTIVITIES OF DAILY LIVING (ADL’S) FUNCTIONS:

· Assist / supervise residents with activity of daily living while maintaining their optimal level of functioning in an homelike environment.
STAFF DEVELOPMENT:
· Attend and participate in scheduled training and educational classes.
· Attend and participate in scheduled orientation programs and activities.

· Obtain 12 Continuing Education Credits per year.

· Attend and participate in scheduled monthly meetings.

· Read communication book weekly.

SAFETY AND SANITATIONS:

· Immediately notify charge nurse of any resident leaving/missing from the facility.
· Keep floors dry.  Clean all spills up immediately.
· Keep excess supplies and equipment off the floor.  Store in designated areas.
· Keep residents personal possessions off the floor and properly stored.
· Follow established smoking regulations.  Report all violations.
· Report all hazardous conditions and equipment to the charge nurse immediately.
· Follow established isolation precautions and procedures.
· Use Personal Protective Equipment as indicated.
CARE PLAN FUNCTIONS:

· Review care plans to ensure that you are providing appropriate nursing care.
· Participate in Care Plan meetings as able.
RESIDENTS’ RIGHTS FUNCITONS:

· Know the Residents Bill of Rights and follow them accordingly.
WORKING & ENVIRONMENTAL CONDITIONS:  
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

· Works in well-lighted/ventilated work areas.  

· Subject to frequent interruptions.

· Involved with patients/residents family members, personnel, visitors, etc., under all conditions/circumstances.

· Subject to hostile and emotionally upset patients/residents, family members, etc.

· While performing the duties of this job, the employee is occasionally* exposed to risks of electrical shock, burns from equipment, infectious diseases, blood, body fluids or tissues, odors, hazardous waste materials other than blood, body tissues, or fluids, fluctuations in temperature, seasonal conditions in outside weather, toxins, cytotoxins, or poisonous substances, and other hazardous materials such as chemicals, bodily injuries, and dust throughout the work day.

· The noise level in the work environment is usually moderate with occasional* exposure to loud or unpleasant noises.
SPECIFIC & MENTAL REQUIREMENTS: 
 The specific & mental characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.    

· Must be able to read, write and speak the English language in an understandable manner.  Ability to communicate verbally and written word using advanced vocabulary & writing skills.

· Possess the ability to make independent decisions when circumstances warrant such action.

· Possess the ability to deal tactfully with personnel, patients/residents, family members, visitors, and the general public.

· Willingness to work harmoniously with other personnel.

· Must have patience, tact, cheerful disposition and enthusiasm, as well as be willing to handle patients/residents based on whatever maturity level they are currently functioning.   


· Ability to concentrate on moderate and fine detail with moderate to constant interruption.

· Needs to attend to task/function for at least 60 minutes at a time.

· Ability to understand several specific ideas at a time and the concepts and theories behind the specific ideas.

· Must be able to cope with the mental and emotional stress of the position.
PHYSICAL REQUIREMENTS:  
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
	physical REQUIREMENTS


	Occasionally

0% - 33%/shift
	MODERATELY

34% - 66%/shift
	frequently

67% - 100%/shift

	Ability to stand
	
	
	X

	Ability to walk 
	
	
	X

	Ability to sit  
	
	
	X

	Ability to bend
	
	
	X

	Ability to squat
	
	
	X

	Ability to kneel
	
	
	X

	Ability to crawl
	
	
	

	Ability to climb
	
	
	

	Ability to lift 10-25 pounds
	
	
	X

	Ability to lift 25-50 pounds
	
	
	

	Ability to lift  50-100 pounds
	
	X
	

	Ability to push/pull less than 25 pounds
	
	
	X

	Ability to push/pull 25-50 pounds
	
	
	

	Ability to push/pull 50-100 pounds
	
	X
	

	Ability to twist/rotate
	
	
	X

	Ability to grasp/grip
	
	
	X

	Ability to reach above shoulder
	
	
	X

	Ability to reach waist to shoulder level
	
	
	X

	Ability to reach below waist level
	
	
	X

	Ability to carry less than 25 pounds 
	
	
	X

	Ability to carry 25-50 pounds
	
	
	X

	Ability to perform repetitive motions of the arms, shoulders, wrists, hands, and fingers throughout work day
	
	
	X

	Ability to perform tasks which require hand-eye coordination such as keyboard skills, operating equipment, charting, etc.
	
	X
	X

	Possess sight/hearing senses, or use prosthetics that will enable these senses to function adequately to meet requirements of the position
	
	
	X

	Possess manual dexterity and finger dexterity to meet requirements of the position
	
	
	X


I have read the above job description and fully understand the requirements set forth therein and I am able to perform the essential functions as stated.  I am also able to perform the special, mental, and physical requirements of the position.  Reasonable accommodations may be made to enable individuals with disabilities as defined by the American Disabilities Act to perform the essential functions. 

I hereby agree to abide by the requirements set forth for the position of Social Services/LTC Assistant and will perform all duties and responsibilities to the best of my ability.  I understand that this job description is not a contract, expressed or implied, guaranteeing employment for any specific duration.  

Signature – Certified Nurse Assistant



Date

Signature – Director of Nursing          
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