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BAND 
C 

GRADE 
5 

SUBGRADE 
1 

FLSA STATUS 
Exempt 

NATURE OF WORK   

This is the second level of the Health Services series. Incumbents are responsible for supervising and 
coordinating professional nursing functions and programs. Responsibilities may include supervising professional 
staff; coordinating and supervising health programming; coordinating patient care assignments, referrals, and 
related work; reviewing regulations and ensuring program compliance; preparing related reports and grants; 
and providing staff and project leadership. 

 

ESSENTIAL DUTIES: (These duties are a representative sample; position assignments may 
vary.) 

FREQUENCY 

1. Supervises employees to include: prioritizing and assigning work; approving work 
schedule requests; conducting performance evaluations; ensuring staff are trained; 
ensuring that employees follow policies and procedures; and, making hiring, 
termination, and disciplinary recommendations. 

Daily 
30% 

   
2. Leads, develops, and implements assigned community health projects, this includes 

researching; conducting needs assessment; analyzing findings; planning and designing 
programs; and monitoring and evaluating public health programs. 
 

Daily 
25% 

3. Develops and manages contracts and grants, this includes preparing applications, 
implementation, evaluation, and reporting to ensure compliance with regulatory 
requirements. 
 

Daily 
25% 

4. Collaborates with individuals, businesses, community organizations, committees, and 
multidisciplinary groups to identify community health needs, resources, problems, 
solutions, and evaluate outcomes. 
 

Daily 
20% 

5. Performs other duties of a similar nature or level. As Required 

 

FUNCTIONAL SPECIFIC RESPONSIBILITIES MIGHT INCLUDE:  

 None 

 

TRAINING AND EXPERIENCE REQUIREMENTS   

Bachelor’s degree in Nursing and 5 years of experience. 

 

LICENSING REQUIREMENTS   

Incumbents in this class typically require: 

 RN License 

 CPR Certification 

 AED Certification 
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KNOWLEDGE REQUIREMENTS 

 Public health principles and practices; 

 Customer service principles; 

 Applicable Federal, State, and local laws, rules, and regulations; 

 Program management principles, practices, and techniques in assigned area of responsibility; 

 Policy interventions, ordinances, and regulations; 

 Government data practices and HIPAA compliance;  

 Needs assessment methods; 

 Data analysis and interpretation methods; 

 Computers and related software applications. 

 

SKILL REQUIREMENTS   

 Providing customer service; 

 Interpreting and applying applicable laws, rules, regulations, and guidelines; 

 Performing and interpreting needs assessments; 

 Planning, developing, promoting, delivering, and/or evaluating training and programs for targeted groups 
and individuals; 

 Maintaining records and files; 

 Using a computer and related software applications;  

 Utilizing communication and interpersonal skills as applied to interaction with coworkers, supervisors, the 
general public and others to sufficiently exchange or convey information and to receive work direction. 

 

PHYSICAL REQUIREMENTS   

Positions in this class typically require: reaching, standing, walking, fingering, grasping, feeling, talking, hearing, 
seeing and repetitive motions. 
 
Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently 
or constantly to lift, carry, push, pull or otherwise move objects, including the human body.  Sedentary work 
involves sitting most of the time. Walking and standing are required only occasionally. 

 

CLASSIFICATION HISTORY    

DATE COMMENT 

January 2020 Draft prepared by GBS 

 
NOTE 

The above position description is intended to represent only the key areas of responsibilities; specific 
position assignments will vary depending on the business needs of the department. 

 
The position description does not constitute an employment agreement between the employer and 

employee and is subject to change by the employer as the needs of the employer and the requirements 
of the job change. 


