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                      COUNTY OF DEKALB 
                          Job Description 

 
JOB TITLE:     UNIT CLERK 
DeKalb County Nursing Home   
Handwritten 2002 and Salary Range $9 – 12/hr 
DAY AND EVENING SHIFTS 
                                                         

JOB OBJECTIVE: 

1.  Performs secretarial, clerical and organizational duties that result in 
organization of nursing units to ensure quality care is given to all residents on 
a daily basis. 

2.  Under the supervision of the Nurse, provide assistance with the activities of daily 
living, physical comfort, and emotional and social support to the resident, that 
does not require nurse assistant certification. 

3.  To provide quality work performance according to established policies, 
procedures and objectives of the Nursing Home. 

4.  To allow maximum usage of certified/licensed worker's time. 

 

 

PHYSICAL/SENSORY COGNITIVE REQUIREMENTS TO PERFORM THE 
ESSENTIAL JOB FUNCTIONS

A. PHYSICAL:

1.  Strength- Ability to transfer, lift, push, move equipment such as chart racks, 
resident records, nursing supply carts, residents belongings, furniture, linen carts, 
linen barrels, shower chair, wheel chair, cardiac chair, geriatric chair, Alzheimer's 
chair, carts, commodes, and over-bed tables. Weight could exceed l00lbs. Ability 
to push residents in wheelchairs, cardiac chairs, etc. down hallways, into rooms, 
etc. (done continuously) 

2.  Manual Dexterity- Must be able to continuously perform simple manipulative 
tasks such as the equipment listed above (*1 Strength) as well as a writing 
instrument, safety pins, buttons, Velcro, snaps, buckles, tie strings, clasps, and 
zippers. Occasionally perform difficult manipulative tasks. Must have ability to 
use typewriter, calculator, computer, and switchboard telephone. Must have 
ability to write neatly and legibly. (Done Continuously)

3.  Coordination- The ability to move about in tight spaces, between objects, 
equipment and furniture. (Done continuously) 
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4. Mobility- Must be able to continuously stand and walk; frequently squat, bend to floor, reach over 
the shoulder, kneel, twist, sit, stand, and may be in uncomfortable positions for prolonged periods 
of time. Must be able to climb a ladder and move supplies from high and low shelves. (Done 
continuously) 

5.  Speech- Must be able to continuously articulate clearly and precisely. 

6.  Emotional Stability- Must be able to continuously deal effectively with stress created by resident, 
multiple tasks, noises, interruptions and work cooperatively as part of the health care team while 
maintaining a pleasant demeanor. Must be able to deal with stress created by co-workers. 

B. SENSORY:

1.  Vision- Must have the ability to identify a resident within a reasonable distance (approximately 
20 feet) to identify a "wandering" resident. Must have the ability to read small print and written 
material. Must have the ability to read computer screen. Must be able to distinguish colors for 
warning lights, signs, and labels. (Done Continuously)

2.  Hearing- Must be able to hear continuously, and hear normal sounds and voice patterns with 
some background noise. Must be able to receive verbal instructions and converse with residents, 
co-workers, families, and visitors. Must be able to respond to audible emergency signals, alarms, 
call-light indicators and be able to answer and use the phone. 

3.  Smell- Must be able to detect the smell of smoke, spoiled food, soiled linens, etc. (Done 
Continuously)

C. COGNITIVE:

1.  Concentration- Ability to concentrate on small details with frequent interruptions. (Done 
Continuously)

2. Attention Span- Attend to a function from 10 minutes to long periods of time. (Done 
Continuously) 

3. Conceptualization- Must be able to understand and relate specific ideas and concepts. Must be 
able to formulate and problem solve. (Done Continuously)

4. Memory- Must be able to remember multiple tasks and assignments ranging from a few hours to 
long periods of time. Must be able to remember instructions and details over a long period of 
time. (Done Continuously) 

JOB STANDARD: 
1.  Must have computer, filing, clerical and organizational skills.  Must have clearly legible 

handwriting, good spelling, and grammar skills. 

2.  Must pass criminal background check. 

3.  Must attend and complete Orientation Class. 

4.  Must meet in-service education requirements
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5.  Must have physical examination and two Tuberculin Tests (chest x-ray if positive reactor) within 
ten days of beginning employment. 

6.  Must be able to safely perform the essential job functions with or without reasonable 
accommodation. 

7.  Must be neat, well groomed and adhere to dress code of Nursing Department. 

8.  Must have ability to verbally communicate with resident's families, the public, and other 
staff of the Nursing Home. 

9.  Must have ability to read/write English and document observations. 

10.  Must have ability to follow oral and written directions and work independently. 

 

JOB RESPONSIBILITIES AND DUTIES: 

1.  To continuously provide an atmosphere conducive to quality care for all residents. Treat all 
residents with dignity and respect. Know, follow and maintain Resident Rights. 

2.  To understand, use, and follow Restorative Nursing Principles and Practices. To assist residents 
in regaining lost abilities and to maximize their strengths. To assist in creating an atmosphere of 
independence. To know and follow resident care plan goals and approaches. 

3.  Requires an ability to have a positive attitude towards the residents and the responsibilities of the 
job. 

4.  Employees must control angry feelings. 

5.  Must know and follow existing lines of communication and authority. 

6.  Maintain confidentiality of all residents, departments and organizational information. 

7.  Follow all safety, security, and infection control. Universal Precautions and Hazardous Material 
Policies and Procedures. Performs all tasks to assure resident and personal safety and the 
protection of co-workers and Nursing Home Property. 

8.  Must have ability to perform duties of a transporter or unit assistant as staffing dictates. 

9.  Acts as liaison between the public and nursing staff. Answers telephone, directs visitors, 
disseminates information. 10. Compiles and maintains records in orderly fashion and in 
accordance with policies and procedures of facility. Records monthly weights and vitals. 
Interprets weight loss/gain for reporting to physicians. Prepares new admission chart, compiles all 
medical records on expiration of a resident. Files outdated records so they are easily retrieved. 

11.  Transcribes physician's orders, orders meds from pharmacy, schedules lab work, 
appointments. Coordinates resident appointments and schedules with other departments: 
social services, rehab, activities, and dietary. 

12.  Completes daily worksheets for resident care needs.  Communicates changes to secretary to keep 
worksheet current.
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13. Completes documentation for newly admitted residents: releases signed inventory of personal 
effects, etc. Maintains and updates-personal belongings inventory. 

14.  Keeps nursing unit stocked with equipment and supplies. Communicates supply needs 
to Nursing Office. 

15.  Notifies other departments of resident status changes: room changes, transfers to hospital or other 
facilities, deaths, home visits, etc. 

16.  Assists Charge Nurse with compilation of statistics for monthly report. Keeps current with 
residents status and care needs. 

17.  Performs weekly and monthly sterilization and cleaning duties. 

18.  Coordinates work orders with maintenance department for equipment repairs, etc. 

19.  Follows up on resident requests: schedules beautician appointments, notifies appropriate 
departments for special request, notifies family of clothing or personal care needs, obtains 
clothing for resident as needed. 

20.  Communicates with Charge Nurse, Care Plan Coordinator, Nursing Secretary, and other 
departments for resident care issues and follows through. 

21.  Attends Secretary meetings. 

22.  Performs other related duties as required or assigned that do not require licensure or certification. 

WORK SETTING/ENVIRONMENT: 

1.  Work is performed indoors although during the summer, fall and spring residents are occasionally 
taken outdoors. The nursing home is well lighted and clean with some exposure to dust. Heat and 
air conditioning are controlled by the building central system. 

2.  There are constant exposures to blood, body tissues, and fluids with occasional exposure to 
hazardous and infectious diseases. 

3.  Exposure to loud or unpleasant voices and bodily injury on a regular basis. 

4. Constant stress of working with sometimes difficult residents and their families, combined with the 
resident who may-be disoriented, irrational, highly agitated or given to abrupt mood swings. 

5. Continuous exposure to latex, plastic and/or materials, which are used for personal protective 
equipment. 

6.  Frequent exposure to unpleasant odors as related to care of incontinent residents. 

7.  Work area may be small or confining i.e. nurse's station, treatment/supply room, report 
room.
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EQUIPMENT USED:

Adaptive device, Amigo, Alzheimer's chair, Airkem Machine, Air Mattress, call/intercom system, 
cardiac chair, canes, chair scale, commode, electric bed, electronic thermometer, electric time clock, 
electronic scale, electric wheelchair, fire extinguisher, food carts/trays, gait belt, gel cushions, geriatric 
chair, gloves (latex, plastic, rubber), Hoyer scale, Hoyer lift, ice packs, isolation apparel, linen carts, 
linen barrels, microwave oven, nail clipper, phone, razor (manual), radio, secure care system, shaver 
(electric), sliding board, soap dispensers, sterilizer, tables, thermometer (oral/rectal), television, toenail 
clippers, tub lift, ultrasonic cleaner, vaporizer, video equipment, walker, wheelchair, whirlpool 
(portable), scissors, hairdryer (portable), safety monitor, coffee maker, hole puncher, furniture dolly, 
copy machine, paper cutter, denture marking kits, calculator, computer, engraver, various small hand 
tools, typewriter. 

EMPLOYEE RESPONSIBILITIES IN EMERGENCY:

Expected to respond to emergency situations involving the safety of residents, other employees, and 
the facility. This includes the ability to assist with a possible evacuation of residents. 

 

 

Written 6/02 
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