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GOOD SAMARITAN HOSPICE, INC. 

 
Position:  Admissions Nurse 

 

Purpose:  To ensure that clinical nursing assessments and admissions are completed in a timely manner in accordance 

with Good Samaritan’s policies and procedures. 

  

Qualifications: 

1. Graduate from an accredited school of nursing. 

2. Currently licensed to practice nursing by the Virginia State Board of Nursing. 

3. Prefer one year experience in hospice or home health in a position requiring admitting of patients. 

4. Emotionally mature and physically capable of working with terminally ill patients and their families, 

5. Excellent verbal and written communication, telephone,  interpersonal, networking, and collaboration skills and 

the ability to work closely with team members, 

6. Able to function independently without direct supervision, 

7. Flexible schedule to allow for occasional evening and weekend activities, including on call nights and weekends 

on rotating basis as needed, 

8. Experience with electronic medical records and good computer skills, 

9. Current Virginia driver’s license and driving record that meets the standards set forth in current policies. 

 

RESPONSIBILITIES: 

1. Assess a patient’s needs and complete admission for service as appropriate. 

a. Work closely with supervisor to ensure that the intake process is completed in a prompt and timely fashion 

and in accordance with admissions policies and procedures. 

b. Provide visits to patients and families for the purpose of sharing information about hospice and/or reviewing 

and completing admissions forms.   

c. Complete admissions paperwork, including the Medicare Secondary Payor, and electronic charting in accord 

with GSH guidelines.  Ensure that admission paperwork is given to intake/medical records within one 

business day of the paperwork completion. 

d. Complete the initial nursing assessment, MMRIR, care plan problems, medication list, initial orders, and 

other pertinent electronic forms within 24 hours of admission. 

e. Work closely with the intake department to ensure that the following responsibilities have been completed for 

each new patient: 

• Enroll patient with pharmacy in use by GSH and covered medications are listed as such with the 

pharmacy and/or ordered as needed. 

• Ensure that DME, if applicable, has been ordered and that the patient is registered with the DME 

company in use by GSH. 

• Ensure that verbal order for care is obtained and documented in the EMR from the attending physician 

and the medical director. 

f. Coordinate and communicate the patient’s physical or medical condition to the IDT.  Leave report on newly 

admitted patients for staff. 

2. Complete admission sign-up paperwork as directed by supervisor and in accord with GSH guidelines. 

3. Attend department meetings, staff meetings, and other meetings as requested by supervisor 

4. Participate in mandatory in-services and educational opportunities with supervisory approval. 

5. Assist in the orientation of new staff and nursing students by arranging for appropriate observation of visits. 

6. Submit all paperwork in a timely and accurate manner in accord with agency guidelines for documentation. 

7. Assist with chart reviews and quality improvement efforts as requested. 

8. Conduct networking visits to referral sources, e.g., discharge planners and physician offices as directed by 

supervisor. 

9. Assist with routine nursing visits for current patients as designated by supervisor, 

10. Fulfill responsibilities of on-call nurse as designated by supervisor. 

11. Fulfill responsibilities of on-call admissions as designated by supervisor. 

12. Fulfill other miscellaneous work-related duties as assigned by supervisor.  
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Working Conditions: 

Primarily works in the patient’s residence.  Travel to long-term care facilities, hospitals, and area agencies and businesses 

will be necessary.  Travel within the entire Good Samaritan Hospice service area will be necessary.  Overnight travel 

outside of GSH service area may be necessary for continuing education.  Employee is at direct risk for exposure to 

infections and blood borne pathogens. 

 

Physical Activity Requirements: 

Employees are required to use some type of assistance (such as a gait belt, mechanical lift if available, assistance from 

another person, etc.) when attempting to lift or carry objects over 25 lbs., including when assisting patients during care.  

Must be physically able to, at a minimum: 

1. Frequent lifting, pushing, pulling, or carrying up to 50 lbs. 

2. Frequent reaching at, below, or above shoulder level 

3. Frequent bending, squatting, or kneeling 

4. Prolonged sitting, standing, or walking up to 1-2 consecutive hours  

5. Frequent getting in and out of vehicle 

 

Acknowledgement: 

• I understand and acknowledge that this job description sets forth the basic requirements necessary to perform the 

job identified and shall not be considered a detailed description of all job requirements that may be needed to 

perform the job.  Organizational needs may necessitate performance of multiple tasks, duties, and responsibilities, 

including but not limited to assuming the responsibilities of other positions in order to deliver a high quality of 

service. 

• I further understand and acknowledge that this job description is not all-inclusive and that Good Samaritan 

Hospice reserves the right to revise and/or change job requirements and responsibilities as needed. 

• I further understand and acknowledge that this job description is not a contract, in whole or in part, and that I am 

an employee at will. 

 

 

Reports to:  Director of Admissions and Medical Records 

 

 

I have read, understand, and agree to the responsibilities outlined in this job description 

 

 

 

Signature:             Date:   

 

 

 

 
Approved: 6/03 

Revised: 2/06, 3/07; 5/07; 11/07, 5/08; 9/11; 8/12; 8/13; 10/14; 12/16; 7/17 

Company/HR-Personnel Policies/16 Job Descriptions/JD-Admissions Nurse 


