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              Job Announcement
JOB TITLE:                           
HEALTH CLINIC MANAGER / REGISTERED NURSE 
DEPARTMENT:                     
UPPER SKAGIT HEALTH CLINIC
IMMEDIATE SUPERVISOR:     
GENERAL MANAGER OF GOVERNMENTAL OPERATIONS

CLASSIFICATION:                    
EXEMPT 
HOURS:                                 
FULL TIME 
SALARY:



$60,000 - $65,000 DOQ


Opens:
February 17, 2011

Closes:
March 7, 2011

Applications can be obtained at the reception desk from 8:00 am to 4:00 pm, Monday through Friday at the Upper Skagit Indian Tribe, located at 25944 Community Plaza Way, Sedro Woolley WA 98284. Application may be hand delivered or mailed, “Attn: Jennifer Washington”. Please attaché letter of interest, resume and letter(s) of recommendation to the Tribal employment application. You can also email jenniferw@upperskagit.com 
General Description:   The Health Clinic Manager / Registered Nurse shall be responsible for supervising and managing the Tribe’s Health Clinic day-to-day ambulatory care services, Visiting Nurse Program, Diabetes Program, Women’s and Infant’s Wellness Program, Elder’s Care Giver Services, and Patient Transport Services.  For each program, this position will be responsible for timely preparing program compliance reports and funding submissions.  This position will also be responsible for managing and scheduling clinic support staff to meet the program needs and overseeing the clinic service billing system.  Duties include providing coordination between medical service functions with the Tribe’s drug and alcohol prevention, and social and mental health program.  
MINIMUM QUALIFICATIONS:
1. Associate Degree or higher in nursing required.  
2. Two (2) years of experience working in a medical office, hospital or health clinic as a registered nurse is required. 

3. Associate Degree or Bachelor’s degree in Clinic Administration or Health related field, or in the alternative four (4) years experience in the administration and management of a medical office or health clinic.  

4. At least two years experience in grant administration and compliance preferred.
5. Current and unrestricted Washington State RN License required.
6. A knowledge of medical terminology required.
7. Demonstrated knowledge of performing medical procedures matching training and certifications, and experience assisting physician and nurse practitioner providers.  
8. Familiarity with medical records administration, and knowledge of clinic and physician/ patient protocols. 
9. Must have knowledge of office procedures, including filing procedures and ability to follow system set-up for patient filing. 

10. Demonstrated knowledge of budgets and budget including mathematical and accounting skills.  
11. Must possess excellent verbal and written communication skills, leadership and organizational skills and interpersonal and time management skills. 

12. Knowledge of computer technology, including Word office suite programs, spreadsheets, database and graphics software in order to prepare publications, reports and business correspondence. 

13. Must have ability understand and use RPMS and Electronic Health Records.

14. Must maintain H.I.P.P.A. compliance.

15. Must have Red Cross CPR Certification. 

16. Must have the ability to work in a multi-tasking environment with regular interruptions, and accomplish tasks timely with quality assurance standards.

17. Must be dependable and able to work independently with little supervision

18. Must be professional at all times and dress appropriate to work requirements. 
19. Ability to attend training sessions and when necessary.

20. Must have a valid Washington State Driver’s License and be insurable.

21. Must pass a pre-employment drug test and criminal background check.
The Upper Skagit Indian Tribe has the right to change the description at anytime. This position is subject to the Preference Policy of the Upper Skagit Indian Tribe. The statements contained herein general details as necessary to describe the principal function of the job, the level of knowledge, and skill typically required, and the scope of responsibility. However, these should not be considered an all inclusive list of work requirements. Individuals may perform other duties as assigned including work in functional areas to cover absences or relief, to equalize peak work periods, or otherwise balance toe work load, this is an at-will position.


