
  

HR Form, Revised 2/28/2014 

Position Title:       PCN:       

Department/School: 
      
 

Location/
Address:       

Reports to(Title 
only):       Work 

Hours       am      to           pm 

Salary/Position 
Category:  Non-Certified Administrator       Certified Administrator       Non-Exempt Hourly       Teacher 

Position type/ Grade 
(to be completed by 
HR) 

      Position # 
of days       

Travel Required       FLSA 
Status 

  Exempt 
  Non-exempt 

Job Description 

      

JOB PURPOSE/REASON: 

 

 

 

EDUCATION:     High School Diploma or Equivalent         Associate’s Degree      Bachelor’s Degree 

REQUIRED QUALIFICATIONS: 

                                 Master’s Degree           Other       

                       
EXPERIENCE & TRAINING: 
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LICENSING/CERTIFICATION: 
      
 
 
OTHER SKILLS/REQUIREMENTS: 
      
 
 
 
 

      

PREFERRED QUALIFICATIONS: 

 
 
SUPERVISION RESPONSIBILITY (IF APPLICABLE): 
 
Direct Reports:      ___ # of non-exempt/classified          ___ # of exempt/administrators/teachers 
Indirect Reports:   ___ # of non-exempt/classified          ___ # of exempt/administrators/teachers 

 

      

PRIMARY POSITION RESPONSIBILITIES: 
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PRIMARY POSITION RESPONSIBILITIES, CONTINUED: 

 

 

 

 

 

 

 

 

 

      
SECONDARY POSITION RESPONSIBILITIES 

 
 
 
 

 

 

 

      

PHYSICAL/MENTAL REQUIREMENTS: 

 
 
 
 
 
 
NOTE: The above is intended to describe the general content of and requirements for the performance of this job.  It is not to be 
construed as an exhaustive statement of essential functions, responsibilities or requirements.  This job description must not be 
misconstrued as a promise of employment, nor deemed as an employment contract. 

Department Head  Date  

Associate/Chief/Executive 
Director 

 Date  

Superintendent (if applicable)  Date  

Human Resources  Date  

 


	Position Title: Immunization Nurse Coordinator
	PCN: TBD
	DepartmentSchool: Nursing Services

	Location Address: 3180 Thomasina McPherson Blvd,  N. Chas SC 29405
	NonCertified Administrator: On
	Certified Administrator: Off
	NonExempt Hourly: Off
	Teacher: Off
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherTravel Required: In district travel
	undefined: On
	undefined_2: Off
	JOB PURPOSEREASON EDUCATION High School Diploma or Equivalent Associates Degree Bachelors Degree REQUIRED QUALIFICATIONS Masters Degree Other EXPERIENCE  TRAINING: Graduated from an accredited school in Nursing
3-5 Years as a Registered Nurse
Knowledge of vaccine requirements in school aged children
Training on VFC Modules and care and maintenance of vaccines and transporting vaccines


	High School Diploma or Equivalent: Off
	Associates Degree: Off
	Bachelors Degree: On
	Masters Degree: Off
	Other: Off
	Department Head: Ellen Nitz, Director of Nursing
	Date: 07/29/2020
	AssociateChiefExecutive Director: 
	Date_2: 
	Superintendent if applicable: 
	Date_3: 
	Human Resources: 
	Date_4: 
	Work Hours: 7:00
	JOB PURPOSE/REASON: The Immunization Nurse Liaison supports student learning by coordinating immunization clinics with school administration,  school nurses and Nurse Liaisons.  The purpose of this position is to improve immunization compliance which will prevent students from being excluded from school due to immunization non-compliance. The Immunization Nurse Liaison’s interventions improve student health by giving vaccines to prevent diseases.  
	PRIMARY POSITION RESPONSIBILITIES: 
	Text15: Licensed as a Registered Nurse in good standing with the SC State Board of Nursing
	Text16: Licensed as a Registered Nurse
Current CPR Certification
Computer Skills
	Text17: Bachelor's degree in Nursing
CPR Instructor
School nursing experience
National School Nursing Certification

	Text18: 


	Text19: Requires excellent organizational skills and ability to multitask.  A solid nursing knowledge base and familiarity with policy and laws is required in order to identify and “triage” immediate needs and provide required interventions. This may result in traveling to several schools in a day and / or coordination with other liaison nurses to ensure that needs are met district wide.   Requires transporting vaccines to schools.  

Proven ability to take initiative, to be resourceful, make sound nursing judgments and present self in a tactful and courteous manner.
	Position  of days: 210
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherPosition type Grade to be completed by HR: C52
	Reports toTitle only: Director of Nursing
	LICENSINGCERTIFICATION OTHER SKILLSREQUIREMENTS PREFERRED QUALIFICATIONS SUPERVISION RESPONSIBILITY IF APPLICABLE Direct Reports  of nonexemptclassified  of exemptadministratorsteachers Indirect Reports  of nonexemptclassified  of exemptadministratorsteachers PRIMARY POSITION RESPONSIBILITIES: 1.  Immunization Nurse Liaison will be the primary vaccine coordinator for the VFC program.   This role will require the following: (35%)
     a.  Nurse Liaison will appoint an alternate nurse coordinator
     b.  Provide reliable storage 
     c.  Maintain accurate inventory
     d.  Responsible for ordering, receiving and returning vaccines
     e.  Daily temperature log
     f.   Rotating stock vaccines to maximize usage 
     g.  Reporting any issues or problems to DHEC 
     h.  Monitor and order supplies
     i.  Remain current on new protocols and provide education to other liaisons
     j.  Meet periodically with DHEC immunization compliance nurses to review concerns
2. Communicate with school nurses regarding immunization compliance at their school. Prioritize and organize immunization clinics accordingly.  (35%)
     a.  Coordinate with nurse liaisons to staff immunization clinics 
     b.  Coordinate school administration and school nurse to schedule immunization clinics
     c.  Ensure adequate space and supplies for clinic
     d.  Coordinate with school nurses to distribute and receive parental permission slips prior to clinic day
     e.  Ensure that the school area used for the immunization clinic is appropriately cleaned after the clinic is complete
      f.  Enter all immunizations given into the SC Immunization Registry
     g.  Ensure immunizations are updated in Frontline Health Documentation System
     h.  Bill medicaid when appropriate
3.  Meet with Nurse Liaisons frequently to review immunization compliance across the district.  (10%)
4.  Assist school nurses prior to DHEC immunization audits.  (10%)
5.  Assist schools with DHEC recommended screenings when time is not required with immunization clinics (10%) 







	Work Hours2: 3:00
	Text1: 
	0: 
	0: 0
	1: 0

	1: 
	0: 0
	1: 0




