COMMONWEALTH OF KENTUCKY

CLASS SPECIFICATION

	CLASS TITLE:  NURSE SERVICE ADMINISTRATOR

	TITLE CODE:  4325
	GROUP:  NURSING

	SELECTION METHOD:  100% QUAL      REV. 11-03

NO. OF TEST QUESTIONS:

SELECTION ID:  5545                            EXAM NO.
	SALARY:  (MIN-MID)  $3908.94 - $5178.72
GRADE:  17

SPECIAL ENTRANCE RATE:  No

	POSITIONS IN THIS CLASS GENERALLY REPORT TO:  FACILITY DIRECTOR, DIVISION DIRECTOR

	PRIMARY USER AGENCY:  CABINET FOR HEALTH AND FAMILY SERVICES

	

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

	Administers the total nursing services program in a major state health care facility OR administers the total nursing services program for special health care needs children in a specific region OR administers the total nursing services patient assessment/nursing education program for a major health care reimbursement system, maternal and family planning services, or local clinical service delivery programs OR administers nursing services programs in a juvenile justice facility(ies); 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:  Graduate of a college or university with a bachelor's degree in Nursing.

	

	EXPERIENCE:  Must have four years experience as a Registered Nurse.

	

	SUBSTITUTION CLAUSE:   

	

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

	

	EXPERIENCE:  Experience as a Registered Nurse will substitute for the required education on a year-for-year basis.

	

	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.


Establishes standards, goals, and objectives for nursing care based on the overall objective of the facility.  Organizes, coordinates and supervises the activities of nursing services for a facility.  Recommends, interprets, and implements new policies and procedures as required.  Evaluates the performance of all nursing staff.  Interviews and makes recommendations on hiring of all nursing staff.  Participates in the selection, retention, promotion and discipline of nursing staff.  Assigns, coordinates, supervises and inspects the work of nursing staff.  Conducts staff meetings to exchange and update nursing care information.  Serves on hospital committees as required.  Participates in administrative hearings.  Performs functions of the Registered Nurse as needed.  Has overall responsibility to assess the need for and the provision of in‑service training.  Participates in overall facility planning.  Assists in monitoring program budget.  Establishes department wide standards, goals, and objectives for local health departments and the Department for Public Health relative to nursing care, protocols, and clinical service delivery.

	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.


Works 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:  02/24/2006

	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.


