COMMONWEALTH OF KENTUCKY

CLASS SPECIFICATION

	CLASS TITLE:  NURSE/ADMINISTRATOR

	TITLE CODE:  4339
	GROUP:  NURSING

	SELECTION METHOD:  100% QUAL      REV. 11-03

NO. OF TEST QUESTIONS:

SELECTION ID:  5552                                  EXAM NO.
	SALARY:  (MIN-MID)  $3553.88 - $4707.96
GRADE:  16
SPECIAL ENTRANCE RATE:  No

	POSITIONS IN THIS CLASS GENERALLY REPORT TO:  VARIES

	PRIMARY USER AGENCY:  CABINET FOR HEALTH AND FAMILY SERVICES, JUSTICE AND PUBLIC SAFETY CABINET AND KENTUCKY VETERANS CENTER

	

	CHARACTERISTICS OF THE CLASS:  CHARACTERISTICS OF A CLASS ARE GENERAL STATEMENTS INDICATING THE LEVEL OF RESPONSIBILITY AND DISCRETION OF POSITIONS IN THAT JOB CLASSIFICATION.

	Performs administrative support duties for the Nursing Service Administrator/Nurse Executive; OR, supervises nursing services in a specific geographic region providing medical services to special health care needs children; OR, manages/supervises a program branch or section requiring professional nursing training; performs professional nursing duties; and performs other duties as required.



	MINIMUM REQUIREMENTS:  MINIMUM REQUIREMENTS ARE COMPREHENSIVE STATEMENTS OF THE MINIMUM BACKGROUND AS TO EDUCATION, EXPERIENCE, AND OTHER QUALIFICATIONS WHICH WILL BE REQUIRED IN ALL CASES AS EVIDENCE OF AN APPOINTEE'S ABILITY TO PERFORM THE WORK PROPERLY.

	EDUCATION:  See Special Requirements.

	

	EXPERIENCE:  Must have three years of experience as a Registered Nurse.

	

	SUBSTITUTION CLAUSE:   

	

	EDUCATION:  A bachelor's degree in nursing will substitute for one year of the required experience.

	

	EXPERIENCE:  None

	

	SPECIAL REQUIREMENTS:  (AGE, LICENSURE, REGULATION, ETC.) 

	Must be licensed in Kentucky as a registered nurse or possess a valid work permit issued by the Kentucky Board of Nursing.

http://www.lrc.state.ky.us/KRS/314-00/041.PDF                   

http://www.lrc.state.ky.us/KRS/314-00/101.PDF
http://www.kbn.ky.gov/


POST EMPLOYMENT REQUIREMENTS:  EMPLOYEES IN THIS CLASS WILL BE REQUIRED TO OBTAIN CREDENTIALS OUTLINED BELOW WITHIN A REASONABLE TIME, OR IF EMPLOYEES POSSESS SUCH CREDENTIALS AT THE TIME OF HIRE THEY WILL BE REQUIRED TO MAINTAIN THOSE CREDENTIALS SO LONG AS THEY ARE EMPLOYED IN THIS CAPACITY.  IT IS THE RESPONSIBILITY OF THE EMPLOYING AGENCY TO VERIFY THE ATTAINMENT AND/OR MAINTENANCE OF THESE CREDENTIALS, TO REMOVE FROM THIS CLASS ANY EMPLOYEE WHO DOES NOT ATTAIN OR MAINTAIN THESE CREDENTIALS, AND TO ASSURE THAT ANY EMPLOYEE WHO PERFORMS THESE FUNCTIONS, WITHOUT REGARD TO THE CLASS THEY ARE IN, HAVE THE APPROPRIATE CREDENTIALS.
Must maintain current licensure in Kentucky as a registered nurse or must maintain a valid work permit issued by the Kentucky Board of Nursing for the length of employment in this classification. 

	EXAMPLES OF DUTIES OR RESPONSIBILITIES OF THE CLASSIFICATION:  EXAMPLES OF DUTIES OR RESPONSIBILITIES ARE NOT TO BE CONSTRUED AS DESCRIBING WHAT THE DUTIES OR RESPONSIBILITIES OF ANY POSITION SHALL BE AND ARE NOT TO BE CONSTRUED AS LIMITING THE APPOINTING AUTHORITY'S ABILITY TO ADD TO, OR OTHERWISE ALTER THE DUTIES AND RESPONSIBILITIES OF A POSITION.  THE USE OF AN INDIVIDUAL EXPRESSION OR ILLUSTRATION AS TO DUTIES OR RESPONSIBILITIES SHALL NOT BE REGARDED AS EXCLUDING ASSIGNMENT OF OTHERS NOT MENTIONED WHICH ARE OF SIMILAR KIND OR QUALITY.


Reviews books, pamphlets, journals and other professional materials.  Develops curriculum and conducts in‑service training for professional nursing staff or arranges for such training.  Serves on hospital committees.  Counsels with nursing staff.  Meets with patients to conduct assessments.  Provides guidance on institutional, agency and nursing policies and procedures.  Gathers data and drafts reports.  Reviews medical records and maintenance.  Accompanies physicians on rounds and takes detailed notes on necessary nursing services.  Makes periodic rounds to consult with nursing staff.  Assists in establishing lines of authority and responsibility and defining the duties of nursing staff and others to insure that program objectives are met.  Assists in the planning, evaluation and development of medical programs for special health care needs children in an area.  Participates in the selection, promotion and disciplining of nursing staff.  Monitors delivery of services through reports, staff meetings and on‑site visits.  Provides technical assistance to contract service providers and monitors contracts.  Monitors program budget.  Serves on statewide eligibility committee determining admission of applicants to a statewide program serving special health care needs children.

	TYPICAL WORKING CONDITIONS AND UNIQUE PHYSICAL REQUIREMENTS:  INCUMBENTS IN THIS CLASSIFICATION WILL TYPICALLY PERFORM THEIR PRIMARY JOB DUTIES UNDER THESE CONDITIONS, HOWEVER, THESE CONDITIONS MAY CHANGE ON OCCASION IN PERFORMING THE DUTIES OF AN INDIVIDUAL POSITION.


Incumbents work with patients, clients or employees who may have been exposed to infectious diseases.

	ADDITIONAL REQUIREMENTS:  


Applicants and employees in this classification may be required to submit to a drug screening test and background check.  

	DATE CLASS ESTABLISHED:  06/16/1982
	DATE OF LAST REVISION:  03/16/2007

	THE COMMONWEALTH OF KENTUCKY DOES NOT DISCRIMINATE ON THE BASIS OF RACE, COLOR, RELIGION, NATIONAL ORIGIN, SEX, AGE, DISABILITY, OR VETERAN STATUS IN EMPLOYMENT OR OTHER PROVISION OF SERVICES.  REASONABLE ACCOMMODATIONS ARE PROVIDED UPON REQUEST.


