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JOB SUMMARY 

To define the responsibilities and accountabilities of the Care Coordinator LVN who is directly responsible to the 

Director of Nursing. 

COMPLIANCE FUNCTIONS 

The employee will adhere to all local, state, national, and industry codes, laws, rules, guidelines and mandates 

while performing their duties.  The employee will work with and report to the agency Compliance Officer any 

concerns, indications or behavior related to potential Fraud, Waste and/or Abuse. 

 

QUALIFICATIONS 

1. Current LVN license in the State where services will be provided. 

2. One year clinical experience in hospice or home health preferred with at least one year clinical 

experience required. 

3. Knowledge of hospice and home health and federal and state accreditation regulations. 

4. Knowledge of HIPAA and confidentiality regulations. 

5. Ability to effectively problem solve and possess decision making skills. 

6. Demonstrate qualities of ethics and integrity, dependability and reliability. 

7. Active communication skills. 

8. Demonstrates strong clinical and documentation skills. 

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following.  Other duties may be assigned as 

required.  To perform this job successfully, an individual must be able to perform each essential duty 

satisfactorily.  The requirements listed below are representative of knowledge, skill and/or ability required.  

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential 

functions. 

 Receive patient and family communication calls, physician, discharge planner and nursing calls and calls 

from HBV nursing and/or aide staff. 
 Provide patient/caregiver teaching and emotional support via telephone as appropriate and document 

instruction and patient/caregiver response.   
 Inform, as necessary or as instructed, the physician and other personnel of changes in the patient’s 

condition and/or needs. 
 Prepare clinical and/or progress notes on any patient related activities. 



Classification:  Internal Use 

 Acts as physician agent in calling in prescriptions as directed by agency protocol.. 
 Participates in inservices, IDT meetings and other programs and meetings as needed. 

 Complete weekly schedule of all patient visits for nursing and hospice care aide (HCA) visits. 
 Maintain schedule of specific patient needs as assigned;  i.e., foley catheter changes, dressing changes and 

lab work, recertifications and HCA supervisory visits. .  
 Maintain and ensure this position has coverage at all times.   
 Refer all complaints to immediate supervisor and/or complaint officer.  

 Take clinical call as needed. 

LANGUAGE SKILLS 

Ability to read and comprehend history and physicals and correspondence.  Has ability to write simple 

correspondence, to effectively present information in one-to-one and small group situations to customers, 

clients, and other employees of the organizations. 

 

MATHEMATICAL SKILLS 
Ability to add and subtract two digit numbers and to multiply and divide with 10’s and 100’s.  Has the ability 

to perform these operations using units of American money and weight measurement, volume and distance. 

 

REASONING ABILITY 

Ability to apply common sense understanding to carry out instructions furnished in written, oral or diagram 

form.  Ability to deal with problems involving several concrete variables in standardized situations. 

 

PHYSICAL DEMANDS 

The physical demands described here are representative of those that must be met by an employee to 

successfully perform the essential functions of this job.  Reasonable accommodations may be made 

to enable individuals with disabilities to perform the essential functions.  While performing the 

duties of this job, the employee is regularly required to stand; walk; sit; use hands to finger, handle, 

or feel; reach with hands and arms; climb or balance; stoop, kneel, crouch, or crawl; talk or hear; and 

taste or smell.  The employee must regularly lift and/or move more than 50 pounds.  Specific vision 

abilities required by this job include close vision, distance vision, color vision, and peripheral vision. 
 

WORK ENVIRONMENT  

The work environment characteristics described here are representative of those an employee encounters 

while performing the essential functions of this job.  Reasonable accommodations may be made to enable 

individuals with disabilities to perform the essential functions.  The noise level in the work environment is 

usually moderate.   

 

HBV reserves the right to revise or change job duties as the need arises.  The job description does not constitute a 

written or implied contract of employment. 
 

 

 

 


