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Summary of Duties: Perforns professional nursing services in
assisting physicians in all aspects of occupational health,

i ncl udi ng pre-enpl oynent exam nations, environmental health,
wor kers' conpensation treatnment and rehabilitation, sick-use
nmoni toring, and enpl oyee wel | ness; or personally perforns the
above work and assigns, reviews, and eval uates the work of

enpl oyees engaged in such work; or plans, organizes, and directs
the nursing function of the Cccupational Health and Safety

D vision of the Personnel Departnent; applies sound supervisory
princi ples and techniques in building and mai ntai ni ng an
effective work force; fulfills affirmative action

responsi bilities and does rel ated work.

D sti ngui shi ng Features:

An Cccupational Health Nurse applies nursing principles in
heal th pronoti on and nai nt enance, di sease prevention, and
rehabilitation of workers as well as pronoting opti mumsafety
and health in the work environnent. The categories of functions
perfornmed by the Qccupational Health Nurse include direct care,
testing, health education, and counseling. These activities nmay
be performed i ndependently, or with the direction of a physician
or under protocols devel oped by nurses in collaboration with
physi ci ans and adm ni strati on.

A Supervi sing Cccupational Health Nurse assigns, reviews, and
eval uates the work of QCccupational Health Nurses, Medica
Techni ci ans, and ot her enpl oyees engaged in the work of a
specific nursing function. In addition to performng

supervi sory duties, a Supervising Cccupational Health Nurse al so
participates in the work of a specific nursing function.

A Principal Cccupational Health Nurse is responsible for

pl anni ng, organizing, and directing all nursing functions of the
Qccupational Health and Safety Division. An enployee of this
class is responsible for assuring that the proper procedures and
policies are followed in the treatnment of all patients.
Assignments are received in the formof desired objectives, and
a Principal Cccupational Health Nurse nust plan the nursing
programto achi eve these objectives.

As supervisors, incunbents in the class of Supervising
Qccupational Health Nurse and Principal Cccupational Health
Nurse are responsible for the performance of the full range of
supervisory activities including the application of discipline,
processi ng and resol uti on of grievances, and eval uati on of

per f or mance.



Enpl oyees in this class series are distingui shed from enpl oyees
in the classes of Correctional Nurse and Supervising
Correctional Nurse by the fact that enployees in the latter
classes regularly performnursing services within the Gty jail
di spensaries. (Qccupational Health Nurses nmay be assigned on an
enmergency basis to assist physicians in a jail dispensary, but
no individual in the Cccupational Health Nurse series may be so
assigned on a regular or continuing basis.

Exanples of Duties:
An Cccupational Health Nurse

Assi sts physicians in examning the fitness of applicants
for Aty positions and enpl oyees requesting or returning
fromsick | eaves;

Assists in conducting periodic physical of Gty enpl oyees;
Assists applicants in filling out medical history forns;

| ndependent | y conducts neasurenent/testing procedures such
as: EKGs, cardiac treadm!|| stress testing, drug screens,
body fat measurenent, bl ood pressure neasurenent,
spironetry tests, visual acuity tests, and audi onetric
tests;

Perforns educational activities, counseling and/or referral
for enpl oyees (individuals or groups) for physiol ogical or
mental or enotional health conditions;

Expl ai ns procedures to applicants;

Assists in scheduling applicants for exam nation and for
Qccupational Health Special dinics;

Coor di nates patient flow

Keeps records to nmaintain nmedical confidentiality and chain
of cust ody;

Notifies departnents of exam nation results;

Adm nisters first aid including the application of
bandages, conpresses, and splints and may determne if
medi cal care shoul d be supplied by departnment or private
physi ci ans and nakes referral s accordi ngly;

Assi sts physicians with and prepares patients for m nor
surgeri es and nedi cal procedures;

Prepares and mai ntains the sanitary condition of
facilities, equipnent, and supplies for exam nati on and
treatnent activities;

Counsel s enpl oyees subjected to exposure to infectious

di seases;

Adm ni sters oral and injectabl e nedicati ons and vacci nes
and allergy injections;

Responds to In House Emergency calls (nedical alerts) and
may be required to start introvenouses sol and adm ni ster
enmer gency nedi cal s;

Takes bl ood sanpl es for anal ysis;

Assists in the devel opnent and coordi nation of the Gty's
Vel | ness Program

Visits work sites to nonitor blood pressure, adm nister



bl ood tests, and other screening tests in connection with
the Wl | ness Program

Pl ans and mai ntains health records and coordi nates fol |l ow
up testing;

Provi des rehabilitation nursing services including workers'
conpensati on case eval uation and fol | ow up;

Visits injured enployees in their homes and the hospita
and assists themin obtaining necessary nedi cal care;
Delivers or arranges for the pick-up and delivery of
rehabilitation equi pment and nedication to off-duty

enpl oyees;

Assi sts workers' conpensation personnel and attorneys by
provi ding nmedi cal information regarding cases in
litigation;

Wites nursing reports and recommendati ons and assi sts
physi ci ans by performng chart review,

May nmaintain a first aid station for enpl oyees;

May assi st physicians in the cardiac, orthopedic, hearing
conservation, stress testing, substance abuse, health

mai nt enance and wor kers' conpensation clinics;

May be required to relieve the Supervising Qccupati onal
Nurse with certain responsibilities;

Prepares and reports third party workers' conpensation
char ges;

May participate in an enpl oyee wel | ness program by
counsel i ng enpl oyees regardi ng health risk appraisals and
by preparing and conducting cl asses for enpl oyees on a
variety of health risk issues;

May give physical therapy treatnments under the direction of
a physi ci an;

May nmaintain patient records and files.

Perfornms drug and al cohol screening tests;

Assi sts physicians with For Cause, Letter of Agreenent, and
Accident Control drug and al cohol eval uations;

A Supervi sing Cccupational Health Nurse:

Assigns, reviews, and evaluates the work of QCccupati onal
Heal th Nurses and ot her nedi cal and techni cal enpl oyees
engaged i n the above work;

Makes recomrendations to the Principal Cccupational Health
Nurse regardi ng personnel, supplies, equipnent, and ot her
matters pertinent to nursing operations;

I nstructs subordinates in the proper performance of their
duties and eval uates their work for adherence to prescri bed
pol i ci es and procedures;

Mai ntai ns safety standards;

Checks tinme sheets of subordinates for accuracy;

Handl es personnel problens in collaboration with Principa
Qccupational Heal th Nurse;

Reconmmends and approves conti nui ng educati on cour ses,

wor kshops rel ated to occupational health issues;



A Pri

O ders equi prent and suppl i es;

Prepares new procedures and protocols;

Fulfills supervisory affirmative action responsibilities as
set forth inthe GQty's Affirmative Action Program

Supervi ses relief and contract QCccupational Heal th Nurses;
Assists in the devel opment of training classes for new

enpl oyees as well as continui ng education cl asses of al

enpl oyees;

May relieve the Principal Qccupational Health Nurse of the
nore routine admnistrative details and may act as
Princi pal Qccupational Health Nurse during the latter's
absence;

Applies job-related criteria in selecting, orienting,

assi gning, training, counseling, evaluating, and

di sci pl i ni ng subor di nat es;

Comuni cat es equal enpl oynent/affirmative action
information to enpl oyees and assi sts enpl oyees in preparing
for pronotion as described in the Gty's Affirmative Action
Program

nci pal Cccupational Heal th Nurse:

Pl ans, organi zes, and directs the work of personnel engaged
in all nursing functions;

I nterviews, selects, and orients new nursing personnel;

D rects the scheduling and assi gnnent of nursing personnel;
Appr oves reassi gnnents and changes i n schedul es;

Mai nt ai ns an adequat e nunber of nurses at each station at
outlying facilities;

Schedul es and directs in-service training for nurses;
Engages in quality assurance review to assess performance
and nonitor need for revision of policies and procedures
and protocols to keep current, legal, ethical, and

communi cate standards of care for the various areas and
prograns of Qccupational Health and Safety D vision;
Qutlines and recommends new procedures, policies, and
protocols related to the nursing functions;

Partici pates as a nenber of the admnistrative team which
pl ans and directs Cccupational Health and Safety D vision
services, and neets regularly wth nursing services
managenent teans to plan, coordinate area and program

proj ects, needs and resources;

Confers with the Medical Director or admni strator
regardi ng budgets, policies, regulations, and najor

di sciplinary actions pertaining to nurses;

Mai ntai ns personnel files on all subordinates regarding
education and in-service training;

Prepares periodic reports regarding nursing activities;
Reviews the tine sheets of subordinate personnel

Mai nt ai ns vari ous records;

Mai ntains a reference library;

Fulfills supervisory affirmative acting responsibilities as



set forth inthe GQty's Affirmative Action Program
Comuni cat es equal enpl oynent/affirmative action
information to enpl oyees;

Applies job-related criteria in selecting, orienting,

assi gning, training, counseling, evaluating, and
di sci pl i ni ng subordi nat es.

All O asses: My be occasionally assigned other duties for

training purposes or to nmeet technol ogical changes or
ener genci es.

Qualifications: Incunbents nust have the follow ng know edges
and abilities:
Supervising Principal
Occupational  Occupational ~ Occupational
Health Health Health
Nurse Nurse Nurse
K nowledges of:
Professional nursing theories and practices, Good Good Good
Safety principles and practices
and OSHA regulations; Working Good Good
Problems, procedures, and techniques
in the field of occupational health and
in the administration of first aide; Working Good Good
Lega provisions, polices, and procedures,
affecting the treatment of patients at
City facilities; Working Good Good
Supervisory principles and practices,
including planning, delegating, and
controlling the work of subordinates; Good Good
Techniques of training, instructing,
and evaluation of subordinate work
performance; Good Good
Techniques for counsdling, disciplining,
and motivating subordinate personnd; Good Good
Procedures for grievance handling; Good Good
Supervisory responsibility for equal
employment opportunity and affirmative
action as set forth in the City's
Affirmative Action Program; Good Good
City personnel rules and regulations, Generd Generd
Memoranda of understanding as
they apply to subordinate personnel. Generd Generd
Supervision Principal
Occupational  Occupational ~ Occupational
Health Nurse  Heath Nurse  Health Nurse

Ability to:

Follow instructions and act



independently in conformance

with established nursing practices; X X X
Operate medical emergency equipment

and apparatus and render first aid; X X X
K eep accurate records; X X X
Perform venipunctures. X X X
Deal tactfully and effectively with

applicants, other City employees,

and the public; X X X
Counsal employees on hedlth

mai ntenance methods; X X X

Plan and supervise the work of a

group of nurses and instruct them in

nursing principles, techniques, and procedures, X X
Carry out and direct othersin carrying

out general and detailed oral and

written instructions; X X
Plan, direct, and coordinate the nursing

functions of the Occupational Health and

Safety Division of the Personnel

Department and direct alarge nursing staff; X
Prepare correspondence and handle a

variety of administrative problems; X

Establish and maintain awork environment
to enhance both employee morale
and productivity; X X

Physical Ability to:
Efficiently operate and position equipment
and adjust instruments to conduct

audiometric, pulmonary, €etc. tests; X X X
Take instrument readings and record
on patient history records; X X X

Effectively and efficiently communicate

diverse and varied instructions regarding

medical testing to individuals or large groups

on afrequent and continuous basis. X X X
Communicate effectively with subordinates,

supervisors, and others for purposes of

insuring proper and timely completion of

assigned work, evaluating employee

performance, selecting new employees,

training, resolving conflicts, conducting and

providing information at meetings, and

other job-related activities; X X
Administer first-aid effectively; X X X

Persons with disabilities may be able to perform the essential duties of this class with reasonable
accommodation. Reasonable accommodation will be evaluated on an individual basis and depend, in part, on
the specific requirements for the job, the limitations related to the disability, and the ability of hiring
department to reasonably accommaodate the limitation.



Minimum Reguirements:

Occupational Health Nurse: Oneyear of full-time paid professional nursing experience. Experiencein
primary care setting such as public health, ambulatory care, or emergency room is desired.

Because the class of Occupational Health Nurse has been designated as Safety Sensitive in accordance with
City policy, adrug and acohol screening test may be required prior to appointment.

Supervising Occupational Health Nurse: Two years of full-time paid professional nursing experience at
the level of Occupational Health Nurse. Certification as an Occupational Health Nurse is desired.

Principal Occupational Health Nurse:

1 Two years of full-time paid professional nursing experience at the level of Supervising Occupational
Health Nurse; or
2. Four years of full-time paid professional nursing experience at the level of Occupational Health

Nurse. Certification as an Occupational Health Nurseis desired.
3. A masters degree in nursing, occupational health or health education may be substituted for two years
of experience.

License: All classes:
1 A valid Registered Nurse License issued by the California Board of Nursing Education and Nurse
Registration; and

2. A valid Californiadriver's license may be required and a good driving record.

Fair Labor Standards Act Status:

Occupational Health Nurse and Supervising Occupational Health Nur se:

All of the positionsin these classes qualify for a professional exemption from the minimum wage and
overtime requirements of the Fair Labor Standards Act.

Principal Occupational Health Nurse:

All of the positionsin this class qualify for an executive exemption from the minimum wage and overtime
requirements of the Fair Labor Standards Act.

Asprovided in Civil Service Commission Rule 2.5 and Section 4.55 of the Administrative Code,
this specification is descriptive, explanatory and not restrictive. It isnot intended to declare
what all of the duties, responsibilities, and required qualifications of any position shall be.



