
GOOD SAMARITAN HOSPICE, INC. 

 
Position:  Nurse Coordinator (NC) (12 VAC 5-391-340 A; 418.82) 
 

Purpose:    

1. Directs and supervises the delivery of nursing services so that quality patient care is ensured and appropriate 

community liaisons are maintained. 

2.  Assures that nursing services delivered are provided according to established hospice program policies, in accordance 

with recognized standards of practice, and in compliance with state, federal, and local regulations. 

3. To provide support to Hospice Aides (HAs) and support for primary nurse case managers. 

4. To assist with management in the absence of and/or as requested by the Director of Patient Services-NRV (DPS) and 

the Director of Nursing Services-RKE (DNS). 
 

Qualifications: 

1. Current Virginia State RN license, Bachelor or higher degree preferred. 

2. Hospice and/or palliative care experience required.  Two years nursing management experience preferred.   

3. Currently certified in hospice and palliative nursing (CHPN) or willing to obtain certification within 2 years and 

maintain thereafter. 

4. Excellent leadership, supervisory, team-building, decision-making, and critical thinking skills and able to motivate 

others 

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 as a team member, prioritize work, problem solve complex situations and pay attention to details. 

7. Emotionally mature and physically capable of working with terminally ill patients and families as well as staff 

8. Able to function independently without direct supervision 

9. Experience with electronic medical records and good computer skills. 

10. Flexible schedule to allow for occasional evening and weekend activities 

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

Responsibilities: 

1. Identify staffing needs of team to supervisor and assist with recruiting, screening, and hiring of nursing staff. 

2. Supervise, evaluate, and, if indicated, discipline nursing staff.  Communicate with supervisor prior to disciplinary 

action and/or potential termination of staff. 

3. Conduct one-to-one meetings with staff on a monthly basis for the purpose of providing supervisory support, 

guidance, and feedback. 

4. Work with the Education Coordinator and participate in the development and implementation of orientation and in-

service training programs for all levels of nursing staff employed by hospice. 

5. Schedule and conduct regular meetings and team building activities for nursing staff in collaboration with supervisor 

and other Nurse Coordinators (NC). 

6. Make at least one patient visit with each new team member during the orientation period.  Complete 90 day 

evaluation of progress for new team member, review with supervisor, and present to employee. 

7. Conduct a patient visit with each team member during the month of their annual performance evaluation, complete 

annual evaluation form, review with supervisor, and present to employee. 

8. Receive and act on problems and/or complaints that arise related to nursing care.  Keep supervisor updated. 

9. Oversee communication with patients, families, nursing facilities, pharmacies, and physician offices. 

10. Oversee the coordination of the patient care plan under the direction of the Medical Director and the patient’s 

attending physician and act as a liaison between nursing staff and other members of the IDT to facilitate problem-

solving in areas of patient care planning.  

11. Responsibility for preparing, facilitating, and leading IDT meetings along with other NC in RKE or the DPS in NRV. 

12. Assign nursing staff to individual patients.  Ensure that HA assignments are handled in a manner that promotes 

effective and timely provision of care to hospice patients.  Make new HA case assignments and substitutions, in the 

absence of the HA scheduler if applicable. 

13. Review the individualized care plan for each new patient to whom an HA is assigned.  Ensure that HAs communicate 

changes in the patient’s condition and/or personal preferences to the respective RN Case Manager as soon as possible 

and that the care plan is updated accordingly.  Ensure that changes to the care plan are communicated to the HA prior 

to his or her next visit. 

14. Perform courtesy telephone calls to attending physicians after the death of their patient by the next business day. 

15. Assure that nursing staff deliver services in accordance with established policies and procedures. 

16. In coordination with the supervisor, make sure on-call, vacation, and holiday needs are met to ensure adequate 

nursing staff coverage.  Communicate scheduling changes to appropriate members of the IDT. 



17. Assist in coverage of on call RN and RN Case Manager visits during times of staffing shortage 

18. Manage time, mileage and leave requests through ADP according to GSH policy and procedure. 

19. Work closely with the Education Coordinator to ensure that all HA’s fulfill educational and/or training requirements, 

as specified in GSH policy and in accord with local, state, and federal regulations. 

20. Ensure RN Case managers provide HA Supervisory Visits in compliance with state and federal regulations and in 

accordance with GSH policy.  

21. Participate in Performance Improvement Projects (PIPs) and conduct chart audits to ensure that nursing care is being 

provided according to the plan of care and in compliance with state and federal regulations 

22. Maintain the supply room and order supplies as needed or requested for patient care needs. 

23. Approve department related bills for payment in a timely manner.   

24. Manage pharmacy and medication requests and needed overrides as indicated. 

25. Ensure that medications from general inpatient (GIP) and respite stays, as well as medications covered by hospice but 

not supplied by normal pharmacy (such as IV medications) are uploaded in the software each month for billing 

purposes.  Notify Reimbursement Specialist when upload complete. 

26. Assist in the development of nursing policies and procedures as needed. 

27. Participate in Volunteer/Staff Training Program when requested. 

28. Attend monthly staff meetings and regularly scheduled individual meetings with supervisor. 

29. Work with the community relations staff to educate community about hospice when requested. 

30. Work with community healthcare faculty to provide observational experiences in hospice for students in the 

healthcare field.  Maintain appropriate records regarding student placement. 

31. Rotate as Administrator on call. 

32. Fulfill other duties as requested by supervisor and/or CCO. 

33. In RKE, provide managerial coverage in the absence of second Nurse Coordinator and/or DNS as assigned.  In NRV, 

provide managerial coverage in the absence of the DPS. 
 

Working Conditions: 

Primarily works in the hospice office setting.  Travel to long-term care facilities, hospitals, patients’ homes, 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: 

Must be physically able to, at a minimum: 

1. Infrequent lifting, pushing, pulling, or carrying of up to 15 lbs. 

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

3. Infrequent bending, squatting, or kneeling 

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

5. Infrequent 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:   

NRV:  Director of Patient Services – NRV 

RKE:  Director of Nursing Services 
 

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

 

 

Signature:          Date:     

 
Approved by DD: 5/19/2017 
Company/HR-Personnel Policies/16 Job Descriptions/JD – Nurse Coordinator 

 


