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CIVIL SERVICE POSITION DESCRIPTION 
 

Incumbent  FLSA Exempt 

Present Classification Nursing Consultant CSN  

Department/Division Cancer Institute Clinic Date   

   

FUNCTION 

 

Employees in this classification are Registered Professional nurses who function in a skilled outpatient 

environment providing specialized patient care on the Hematology/Oncology specialty area of nursing 

practice.  In addition to providing specialized professional nursing services, employees in this series 

assist with training related to their area of expertise in the education of residents, medical students, 

fellows and other allied health professionals.  They work under administrative direction from the clinic 

manager/administrator. 

 

ORGANIZATIONAL RELATIONSHIPS 

 

The nurse reports directly to the Healthcare Administrator II who reports to the Department 

Administrator.  Annual written evaluation will be held with the employee to discuss job performance 

within the past year of employment.  This position is a nursing resource with the department of 

Hematology/Oncology and also received direction from Divisional Faculty, Advanced Practice Nurse 

(APN), Charge Nurse or Healthcare Administrator. 
 

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. 

 

Care Coordination Duties         60% 

 

a. Interviews patient and their families to determine patient/family dynamics, needs, and 

dentification of any contributing factors to illness; guides other staff member in patient teaching 

and assists patient’s family to participate in patient’s teaching plan. 

b. Coordinates follow-up of outpatient services.  Facilitates scheduling and performance of tests 

and procedures.  Provides follow-up care in conjunction with attending physician/nurse 

practitioner furnishing information and teaching. 

c. Serves as a clinical resource for Hematology/Oncology personnel. 



2 

d. Identifies specialized patient needs and informs appropriate members of the staff. 

e. Attends in-patient rounds with Attending physician and Fellow. 

f. Determines client eligibility for services and care. 

g. Interviews patients and/or family members regarding plans for care, which may include hospital 

visits and coordinates the specific medical and rehabilitative services recommended. 

h. Develops and coordinates service plans with may include collaboration among agencies to 

recruit and organize a network of integrated services. 

i. Communicates unmet client needs to responsible parties for appropriate action. 

j. Acts as liaison between families and providers to facilitate communication. 

k. Advocates for family and client’s rights. 

 

Direct Nursing          20% 

 

a. Demonstrates clinical competence in carrying out patient care duties specific to assigned area. 

b. Assist physician/nurse practitioner /fellows with clinics including but not limited to:  preparing 

patient for examination, testing and/or explaining procedures/test to patient and family. 

c. Obtains complete health and nursing histories for individuals and families who are patients of the 

clinic.  Utilize this information when providing telephone triage, direct care and patient 

education. 

d. Documents the patient history, vital signs and chief complaint in the medical record. 

e. Administers medications by appropriate route with consideration for patient safety. Utilize 

training to prepare and administer immunizations/medications. 

f. Screens/triages telephone calls from patients and other customers; answers questions using 

professional knowledge, expertise, nursing judgement and documents actions in patient chart. 

g. Performs laboratory procedures specific to assigned area. 

h. Responsible for facilitating efficient patient flow within assigned clinic. 

i. Follows established patient safety protocols for monitoring patients before, during and after 

treatments, utilizing specialized training and is responsible for direction of appropriate response 

to adverse effects of treatment. 

j. Acts as a liaison between healthcare facilities and other specialty agencies. 

k. Functions as a primary nurse or back up nurse as directed, depending on the need.  Follows 

direction of primary nurse and physician when functioning as the back-up nurse. 

l. Communicates with the call center, patients, and other healthcare professionals in a professional 

manner. 

m. Uses critical thinking skills to triage patient care priorities for patient phone calls and needs. 

n. Utilizes and maintains equipment used in the assessment and treatment of patients. 

o. Uses critical thinking skills to triage patient care priorities for patient phone calls and needs. 

p. Rounds on patients in both hospitals.  This includes, educating patients and families on current 

and future care, reviewing medical records, arranging procedures and appointments needed in 

the outpatient setting to facilitate treatment for disease process, helping with discharge and 

follow up care needs. 

Education           10% 

 



3 

a. Attends in-service classes and other meetings as directed and as deemed necessary.   

b. Attends Leukemia conference to discuss specialized needs of the patient to transition from in-

patient to outpatient setting. 

c. Suggests ideas for in-service training and to improve patient care. 

d. Assists with training related to specialty and education of residents, medical student and other 

allied health professionals. 

e. Assist with the development of educational materials for patient education related to specialty. 

f. Fulfills all requirements necessary to maintain certification for specialized area of nursing practice 

required of the position. 

g. Counsels family on client’s service needs and provides such guidance as necessary. 

h. Collects and maintains current information regarding available community resources. 

 

Research Duties          10% 

 

a. Maintains current case records and prepares reports as required. 

b. Responsible for maintaining and updating research database with appropriate and accurate 

information. 

 

MINIMUM QUALIFICATIONS 

 

a. Licensed as a registered professional nurse in the State of Illinois. (If an Illinois Resident is 

licensed as a professional nurse in a state other than Illinois, the applicant must meet the criteria 

established by the Illinois Department of Financial and Professional Regulation to obtain the 

proper licensure within five (5) months of the date of appointment.) 

b. Bachelor’ degree 

c. Two years of public health or specialized nursing practice. 

 

SKILLS AND ABILITIES NEEDED FOR THIS POSITION  

 

a. Experience in the clinical area or willingness to obtain necessary specific skills related to clinical 

practice. 

b. Ability to function independently with good decision-making skills. 

c. Demonstrates organizational skills and interpersonal skills. 

d. Demonstrates the ability to obtain and update appropriate and accurate patient information in 

the Electronic Health Record at the time of service, or as needed. 

e. Current CPR certification. 

f. Ensures proper RN licensure and CME. 

g. Excellent oral and written communication skills and be willing to follow oral and written 

instructions.   

h. Demonstrates excellent customer service skills. 

i. Ability to maintain good attendance. 

j. Willingness to work extra hours when required by physician or clinic schedule. 

k. Demonstrates ability to set priorities, make decisions, and handle multiple tasks at one time. 
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l. Demonstrates initiative to carry out projects without direct supervision. 

m. Demonstrates ability & flexibility to function as a team member in a team environment.   

n. Willingness to understand specialty areas within the Division. 

o. Desire to build on current knowledge base and seek new information and skills, advance 

technology skills and be able to build on necessary skills as needed. 

p. Knowledge of Universal Precautions. 

q. Obtain Chemotherapy/Immunotherapy Certification with 6 months of hire. 

r. Obtain or be actively working toward obtaining Oncology Certified Nurse certification within 2 

years of hire. 

s. Sensitive to the needs of underrepresented minority populations. 

 

GUIDELINES   

 

The Registered Nurse will follow the guidelines established through the SIU Healthcare Employee 

Guidelines for the Registered Nurse and the assigned Division protocols.  The nurse will also adhere to 

the principles of aseptic technique when required and the CLIA requirements for laboratory testing. 

 

DIFFICULTY 

 

a. Complexity:  The nurse must be able to assist in simple as well as complex medical/surgical 

procedures as outlined by the assigned provider and supervisor.  The person should be able to 

use standard medical equipment and computers. 

b. Scope and Effect:  This person is to provide daily assistance and nursing support to the assigned 

physician and Division within the Department of Hematology/Oncology. 

 

PERSONAL CONTACTS 

 

This individual will have extensive contacts with the assigned and division physicians, nursing personnel, 

and the medical staff.  Close working relationships must also be maintained with other university 

personnel, referring physicians’ office staff and personnel of various hospital departments utilized by the 

Department of Hematology/Oncology. 

 

 

 

 

 

 

 

 

 

 

PHYSICAL AND ENVIRONMENTAL REQUIREMENTS 
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Participates in meetings, trainings and other environmental, health and safety activities as required by 

SIU Medicine and Simmons Cancer Institute. 

 

See attached form outlining the physical and environmental requirements of the position.  This person 

must be able to travel between the various SIU locations. 

 

 

_________________________________________ ______________________________                                        

Incumbent      Date 

 

 _________________________________________ ______________________________ 

Direct Supervisor     Date 

 

_________________________________________ ______________________________ 

Department Head/Chair    Date 


