
 

Job Title: Office Nurse-Registered Nurse 
 

General summary of duties: The office Nurse, under the supervision of the Practice Manager and daily supervision of the Nurse 

Manager, is responsible for assisting in the delivery of high quality health care to our pediatric, adolescent, and young adult patients. 

Registered nurses perform all nursing functions in accordance with Genesee-Transit Pediatrics policies and procedures under the direct 

supervision of management and providers.  

Education and/or Experience:   

Education/training: Current New York State Registered Nurse License 

Graduate of an approved program for Registered Professional Nurse; Current CPR Certification 

Experience: Medical experience in a physician’s office or equivalent combination of training and experience preferred; will train a highly 

motivated new graduate 

Essential Skills: 

• Display strong communication skills face to face with parents, patients, peers, management and on the telephone. 

• Demonstrate good judgement and decision-making skills. 

• Enjoy working with all patients of all ages. 

• Critical thinking and problem-solving skills. 

• Display empathy, compassion, patience, motivation, willingness to learn and team player mentality. 

• Organizational and time management skills and attention to detail. 

• Ability to work well under pressure and remain calm. 

• Knowledge of medical equipment and instruments. 

• Knowledge of common safety hazards and precautions. 

• Ability to assist in a variety of common office procedures. 

• Ability to accurately take vital signs. 

• Skill in maintaining clinical quality assurance. 

• Ability to maintain records via Medent (EMR). 

• Ability to read, write and communicate effectively, orally and in writing. 

• Knowledge of basic arithmetic. 

• Proficiency in the operation of a computer keyboard, calculator, office phones, copiers and all other medical/technical 

equipment used in the scope of your position. 

Physical abilities: 

• Stand for extended periods of time; push, pull and reach; occasionally bend, sit, stoop and stretch. 

• Have full range of body motion, including handling and lifting. 

• Have the hand-eye coordination and manual dexterity needed to operate: 

Photocopier, telephone, calculator and medical equipment (e.g. pulse oximeter, spirometer, blood draw equipment etc.). 

• Have a normal range of hearing and eyesight to record, prepare and communicate information; specific vision requirements: 

close vision, distance vision, peripheral vision, depth perception and the ability to focus. 

• Occasionally lift and carry up to 20 pounds. 

Essential functions and responsibilities-this is not a complete listing of job duties but a summary only: 

• Position requires punctuality.  

• Demonstrate the important goal of customer service through positive interactions with patients, parents, providers, and co-

workers you may interact with during the workday. 

• Perform and assist with direct patient care including exam/procedure, pre-screening, patient exams, and clinical procedures. 

• Prepare and administer injections and perform capillary blood draw; and provide other patient care services as directed by the 

physicians. 

• Conduct pre-visit planning by reviewing and updating patient charts prior to appointment.  

• Confer with physician regarding any incomplete patient tests/consults or other incomplete orders prior to patient visit. 

• Prepare patients for examination and treatment by escorting them from the waiting area to the exam room and taking vital 

signs etc. 

• Prepare, clean and maintain exam, treatment rooms, clinical supplies and equipment. 

• Triage and respond to patient communications within practice policy in a timely and appropriate manner as clinically indicated 

and/or as directed by providers/management. 

• Assist in scheduling tests, treatments, appointments with specialists and prior authorizations for patients for procedures to 

specialists.  

• Coordinate care for disease management as directed by the provider. 

• Accurately communicate to pharmacies any necessary information needed per provider. 

• Participate in professional development activities when requested, and participate in mandatory meetings for continuous 

quality improvements. Participate in quality assurance and improvement programs and activities within the practice setting. 

• Protect the privacy and security of confidential and sensitive patient information. 
 

Interested candidates can send resumes to: resumes@gtpediatrics.com  you can also call and leave a message at 716-558-5437 ext.250 
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