New River Health Association

Job Description for Nurse/Medical Assistant

JOB TITLE:  

School-Based Health Nurse/Medical Assistant
REPORTS TO:
School Health Director, Nursing Supervisor, and Medical Director

TYPICAL WORKING CONDITIONS:

Work is performed primarily at a school-based clinic.  Involves contact with students, parents, school staff, school-based clinic staff, NRHA staff, and health profession students.  Most work is during the school day (7:30 – 3:30), some late afternoon and evening work possible during occasional school activities.

KNOWLEDGE, SKILLS, ABILITIES:

· Ability to relate to students in a non-judgmental and professional manner.

· Effectively provide patient health education when appropriate.

· Understand risk factors, health history, and physical examination components of preventative health exam.

· Ability to conduct necessary diagnostic and treatment procedures.

· Skills to record information related to patient visit for billing and data entry purposes. 

· Ability to understand the organizational and content of the medical record and appropriate method of entering related information.

· Ability to understand guidelines related to patient consent and confidentiality.  

· Ability to follow dress code, including wearing nametag while on duty.

· Ability to understand basic components of effective teams and team meetings.

· Ability to understand patient scheduling and procedures including relevant school and class schedule factors.

REQUIRED EDUCATION:
LPN or C-MA

Job Responsibilities Attached
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JOB RESPONSIBILITES:

· Take vital signs using clinic protocol.  Interview or triage patient for complaint or reason for coming to the center.  Record data on appropriate space in medical record.  Perform tests as indicated by protocol.

· Escort patient to exam room and prepare them for examination when necessary.

· Assist provider with examination when appropriate.

· Reinforce provider’s instructions to the patient when related to the problem or issues, such as wound care, use of inhalers, crutches, labs, diet, etc., encouraging patient to ask questions if concerned.

· Perform procedures as ordered by the provider including the following:

· Administration of medications

· Set-up and administer mini-nebulizer treatments

· Apply sterile dressings, bandages, ace wraps, splints, slings, etc.

· Measure and instruct in proper use of crutches

· Ear irrigations

· Vision and hearing screens

· Perform tine tests

· Perform injections of PPD, vaccines, and medications when delegated by supervising physician, PA-C, or FNP

· Assist with or collect specimens; blood, urine, strep screens, cultures, etc.

· Centrifuge blood specimens per protocol (for sites with centrifuge)

· Label and store lab specimens per protocol until ready to transport to lab

at main clinic or specified drop off point

· Transport labeled lab specimens with order to lab at main clinic or other specified drop off point, following OSHA requirements.

· Call and schedule all patient referrals.

· Care of equipment and supplies:

· Clean, package, and sterilize instruments per protocol

· Inventory and check expiration dates of medications and supplies on a regular basis

· Dispose of expired medications per protocol

· Reorder and stock supplies in examination and check-in rooms and supply cabinets

· Check/record temperature of refrigerator daily

· Housekeeping duties:  

· Clean counter tops/surfaces, stool, chairs, exam table, etc. with disinfectant daily

· Decontaminate refrigerator/freezer on a monthly basis

· Dispose of all contaminated material in red biohazard bags according to protocol

· Maintain spill kit according to protocol

· Keep and maintain accurate records:

· Receive lab results, x-ray reports, and other medical records and file in wellness center chart

· Keep accurate records of immunizations as instructed by the pediatric department at NRHA

· Report vaccine stock-on-hand to pediatric supervisor at NRHA and reorder vaccines as appropriate

· Case Management:

· Positive strep:  Give information to provider who will then contact the parents with instructions.  Call in prescription if needed.

· +Hcg: Have a prearranged plan with the student as to how they prefer to get results.

· Check positive pregnancy log with prenatal clerk to see if any registered students are listed.  This information should be shared with the provider and documented in the patient’s chart.

· Check with Women’s Health at Whipple to verify that pregnant patients are keeping all prenatal appointments.  

· Other:

· Participate in continuing education events and other school health meetings to maintain and improve skills.

· Actively participate in building of health care team to improve patient/parent satisfaction.
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