COMMONWEALTH OF KENTUCKY
JOB CLASS SPECIFICATION

NURSE PROGRAM ADMINISTRATOR

Job Number: 20001020
Job Code: 43390V230916
Job Group: 4300 - NURSING
Job Established: 06/16/1982
Job Revised: 09/16/2023

Grade: 17 Salary (MIN - MID): Special Entrance Rate:
$30.082-$45.123 - Hourly $38.488 - Hourly
$4,888.34-$7,332.50 - 37.5 Hr. Monthly Salary $6,254.30 - 37.5 Hr. Monthly Salary
$5,214.22-$7,821.32 - 40 Hr. Monthly Salary $6,671.26 - 40 Hr. Monthly Salary

PROBATIONARY PERIOD:
This job has an initial and promotional probationary period of 6 months, except as provided in KRS 18A.111.

CHARACTERISTICS OF THE JOB: Characteristics of a job are general statements indicating the level of responsibility and
discretion of positions in that job classification. These are not intended to be an exhaustive list.

Oversees the provision of all nursing services required by a health care program(s). Provides leadership to internal subordinates
and to external collaborating partners OR supervises nursing services in a specific geographic region or facility providing
medical services to special health care needs children ; and performs other duties as required.

MINIMUM REQUIREMENTS:

EDUCATION:

See Special Requirements.

EXPERIENCE, TRAINING, OR SKILLS:

Must have three years of experience as a Registered Nurse.

Substitute EDUCATION for EXPERIENCE:
A bachelor's degree in nursing will substitute for one year of the required experience.

Substitute EXPERIENCE for EDUCATION:
NONE

SPECIAL REQUIREMENTS (AGE, LICENSURE, REGULATION, ETC.):

Must be licensed in Kentucky as a registered nurse or possess a valid work permit issued by the Kentucky Board of Nursing.
https.//apps.legislature.ky.gov/law/statutes/statute.aspx?id=52116 https.//apps.legislature.ky.gov/law/statutes/statute.aspx?
id=53751 http://www.kbn.ky.gov/ Must maintain any required licensure(s), certification(s), or other credentials for the length of
employment in this job classification. Employing agency is responsible for ensuring employee possesses and maintains required
licensure(s), certification(s) or other credentials.
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EXAMPLES OF DUTIES OR RESPONSIBILITIES OF THE JOB CLASSIFICATION: Examples of duties or responsibilities are
not to be construed as describing what the duties or responsibilities of any position shall be and are not to be construed as
limiting the appointing authority’s ability to assign, or otherwise alter the duties and responsibilities of a position. This is not
intended to be an exhaustive list.

Provides leadership to internal subordinates and to external collaborating partners. Provides opportunities to recipients, and
staff of the specific program. Manages grants including all the intricacies of a program. Develops processes, quality
improvement, and trainings for internal and external use. Communicates with administration, subrecipients, collaborating
partners, potential partners, stakeholders, and clients. Reviews evidence-based materials and regulations, books, pamphlets,
journals, and other professional materials. Develops curriculum and conducts in service training for professional nursing staff or
arranges for such training. Serves on hospital committees. Counsels with nursing staff. Meets with patients to conduct
assessments. Provides guidance on institutional, agency, and nursing policies and procedures. Gathers data and drafts reports.
Reviews medical records and maintenance. Accompanies physicians on rounds and takes detailed notes on necessary nursing
services. Makes periodic rounds to consult with nursing staff and may be needed to fill nursing supervisor role in the event of an
absence. Assists in establishing lines of authority and responsibility and defining the duties of nursing staff and others to ensure
that program objectives are met. Assists in the planning, evaluation, and development of medical programs for special health
care needs children in an area. Participates in the selection, promotion, and disciplining of nursing staff. Monitors delivery of
services through reports, staff meetings, and onsite visits. Provides technical assistance to contract service providers and
monitors contracts. Monitors program budget. Serves on statewide eligibility committee determining admission of applicants to
a statewide program serving special health care needs children. Performs functions of the Registered Nurse as needed. Provides
medical advice to the non-medical staff from a facility, either in person when working or at home when "on call".

UNIQUE PHYSICAL REQUIREMENTS:
Typically, work involves considerable walking, stretching, and lifting. Much mobility is required to monitor resident care.

TYPICAL WORKING CONDITIONS: Incumbents in the job will typically perform their job duties under these conditions.

Incumbents work with patients, clients, or employees who may have been exposed to infectious diseases which requires the
following of safety procedures.

ADDITIONAL REQUIREMENTS:

Upon employment, employees in this job classification may be required to maintain a valid driver's license and may be required
to drive a licensed vehicle. This status may be necessary for the length of time in this job classification. If this is necessary, it will
be listed in the specific position description for the position at issue. Applicants and employees in this job classification may be
required to submit to a drug- screening test and background check. Applicants and employees in positions which perform job
duties that may require contact with offenders in the custody or supervision of the Department of Corrections or with youth in
the care, custody, or supervision of the Department of Juvenile Justice must meet qualifications pursuant to the federal Prison
Rape Elimination Act, 28 C.F.R.115.17 and 115.317.

The Commonwealth of Kentucky does not discriminate on the basis of race, color, sex, disability, age, national origin, religion, sexual orientation, gender identity or
expression, pregnancy or related medical condition, marital or familial status, ancestry, political affiliation, genetic information, or veteran status in accordance with state
and federal laws.
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