
 
 

Position Description 
 

Position Title:  Part-time Nurse 

Department:  Clinic 

Position Code:  F0503 

Date Prepared:  1/25/18 

FLSA Status:  ☐Exempt  ☒Non-Exempt          Full Time:  Yes☐  No☒ 

              

JOB SUMMARY: 
The Part-time Nurse is responsible to the Nurse Manager for providing health care for the 

seminary community 21-28 hours per week. The schedule will be determined by the Nurse 

Manager with consideration to clinic needs and employee availability.   

 

ESSENTIAL JOB FUNCTIONS: 
The employee in this position will have the following essential job functions: 

 Administer medication according to policy and procedure 
 Allergy injections, immunizations, injectable and oral medications given 

according to standing and physician’s orders 
 Documentation of injections, reactions, and nursing interventions complete 

 

 Complete and document patient data, triage and chart appropriately and timely.   
 Complete history and treatment record accurately  prior to arrival of physician 
 Use of clinic electronic record - including charting, following labs, and 

completing orders through the electronic record inbox.   
 

 Implement physician’s orders 
 Schedule appointments for x-rays, laboratory testing, etc. according to physician 

orders 
 Perform various testing in our CLIA licensed lab, including venipuncture.   

 

 Promote health awareness and wellness in the seminary community 

 Provide information to the patient on various health related topics through 

pamphlets, brochures, etc. 
 Participate in health fairs or other wellness promotions 

 

 Perform other standard nursing treatments or assessments as ordered by the provider, or 

through a standard nursing visit.   
 

 Work with assisting office manager in scheduling and front desk tasks.   
 



EDUCATION: 
The person in this position will possess a current RN or LPN license in the state of Kentucky. 

 

EXPERIENCE: 
The person in this position will have at least 1-3 years experience in a clinical/medical office 

setting. 

 

SUPERVISION: 
The person in this position will report to the Nurse Manager. 

 

WORK ENVIRONMENT: 
The person in this position will work in an office environment typically sitting at a desk or table, 

intermittently sitting, standing or stooping, and lifting light objects (less than 25 pounds). 

 

EQUIPMENT: 
The person in this position will use the following equipment:  basic medical and office 

equipment. 
 


