
CIVIL SERVICE POSITION DESCRIPTION 

INCUMBENT: CSN: SMS.CS.N10979.000 

PRESENT CLASSIFICATION: RN Charge Nurse 

FLSA STATUS: Exempt 

DATE 10/13/22 

DEPARTMENT/DIVISION Family Community Medicine Decatur 

Function 
This position is responsible for ensuring an efficient clinic workflow at the SIU-Decatur Family 
Medicine site and as such will directly supervise the floor nursing staff and medical assistants. 
The individual in this position must be able to act independently considering the daily workload 
and emergencies of the day as they evolve. In addition, this position will be a working 
supervisor on the clinical floor. This position will also serve in the absence of the Nurse 
Administrator. 

Organizational Relationship 
This position reports to the Nurse Administrator who in turn reports to the Family Medicine 
Administrator for the SIU-Decatur Family Medicine. 

Duties and Responsibilities 
The following information is intended to be representative of the work performed by incumbent 
in this position and is not all-inclusive. The omission of a specific duty or responsibility will not 
preclude it from the position if the work is similar, related, or a logical extension of position 
responsibilities. 

Demonstrates, by actions, commitment to the mission and the behavioral standards of SIU 
School of Medicine. Provides excellent service to both internal and external customers through 
collaboration and partnership; compassion and respect; integrity and accountability; diversity 
and inclusion; as well as continuous learning and improvement. 

65% CLINICAL DUTIES: 

1. Provide professional nursing services to patients of SIU-Decatur Family Medicine
including but not limited to the following: obtain vitals, vision screening tests, skin and
tissue assessment, ear lavage, wound management and care, suture removal and care,
and assisting the physician in documenting medication management.

2. Recommend the purchase of new exam equipment and supplies as needed.
3. Assist the Nurse Administrator with development of policies, guidelines, and

competencies for nursing staff and laboratory.
4. Organize daily Team Time huddles.
5. Demonstrate competency in performing the following tests: accuchecks, rapid strep

tests, pregnancy tests, urinalysis, electrocardiograms, hemoccults, peak flows, nebulizer
treatment, urine dips, pulse oximetry and immunizations.

6. Assist the providers in examination of the patients including room setup by type of visit
and the distribution of patient educational materials according to treatment plan.

7. Assist physicians with procedures.
8. Coordinate patient and family education prior to diagnostic and/or therapeutic

procedures.
9. Responsible for the preparation of the environment and equipment to assure safe and

accurate clinical, diagnostic and therapeutic procedures.








