
  

JD#CLK-LVN (LVN Clerk) 
REV.  10-10; 3/16; 4/17 

 

SUMMIT COLLEGE 

ADMINISTRATIVE 
Job Description 

 
 

EMPLOYEE NAME ____________________________DATE HIRED _________________ 

CAMPUS ______________________  SUPERVISOR ________________________ 

Position Title:    LVN Clerk Job Category: Clerical 

Location: Campus Department: Nursing 
Supervisor: Business Administrator   Travel Required: Maybe Required 
Job Code: ie: Hourly/Exempt Full or Part Time  – hourly/non-exempt Hours: Varies 

 

Position Description: 

This position is a support position for the Nursing Department.  The general responsibilities will include administrative duties 
involved in assisting students and faculty within the nursing department. 

Role and Responsibilities: 
 

May be assigned and be responsible for any of the following tasks: 

 Creates Students Transcripts 

 Posts all Grades into database 

 Maintains Database with new students’ info 

 Tracks students’ physicals and maintains log   

 Follows up with students to ensure physical information is complete 

 Completes student Health information sheet 

 Maintains/ files students’ files. 

 Creates/maintains students' roster 

 Prepares start packets for orientation 

 Posts attendance, follows up with instructors with missing attendance 

 Prepares/requests initial paper work for Background checks 

 Serves as reception point 

 Tracks/posts results of NCLEX practice test 

 Communicates with the registrar’s office once student completes required NCLEX practice test. 

 Takes meeting minutes. 

 Responsible for maintaining a professional and courteous attitude towards all students, employers, co-workers, and 
management. 

 Responsible for completing on time all tasks assigned by the Business Administrator or designee. 

 Keep the Business Administrator informed of all issues and concerns. 

 Must be able to work independently and as a member of a team. 

 Perform all required documentation and information input in a professional, thorough, and timely manner. 

 Responsible for other assigned duties by the Business Administrator. 

 Provides the clinical facility with a copy of the students’ current CPR cards and health records 

 Other assigned duties as assigned 

 Education and/or Work Experience Requirements: 
 

 Entry level.  Must have previous experience in written and oral communication and organizational skills.  Previous 
experience in computer operations is required. Must be able to represent the college professionally and tactfully. 

 

Licensure Requirements: 

None 

Future Training Requirements: 
 Maybe Required
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Physical / Working Requirements: 

Work primarily in a climate controlled environment with minimal of safety/health hazard potential. Sedentary, sitting, 
walking, occasional lifting (overhead, waist level) from floor, bending, frequent near vision use for reading and computer use; 
frequent stressful conditions (cardiovascular). The noise level in the work environment is usually quiet. 

Special Requirements: 

May be subject to a background check and/or LifeScan prior to employment.  

Performance Evaluation Criteria: 
Performance Factors: 
The following performance factors will be considered in evaluating the employee.  Each area’s performance is based upon a 
scale of 1 through 5 with the following definitions: 
 1 = Excellent    (Outstanding effort-no adjustments needed) 
 2 = Good  (Very Minimal adjustments necessary) 
 3 = Fair  (Some adjustments necessary)* 
 4 = Poor  (Major adjustments required)* 
 5 = Unacceptable (Serious Deficiencies noted – Probationary status)*  
 
(*) = Supervisor required including written notes, comments and goals required to improve performance 
 
Areas of Performance: 
ATTENDENCE 
Factors to be considered include employee’s history of attendance during the review period including early quits and 
tardiness 
 
WORK PRODUCT 
Factors to be considered include the quantity of work assigned and completed, accuracy and quality of work assignments, 
thoroughness, job knowledge, skill level, timeliness of completed assignments, etc. 
    
WORK HABITS 
Factors to be considered include ability to follow instructions, communication with supervisor, ability to work independently 
without close supervision. 

   
RELATIONS WITH OTHERS 
Factors to be considered include ability to establish and maintain effective working relationships with other staff members, 
students and management; ability to work as part of a team and/or cooperation with other departments to achieve goals. 

 

Salary and Benefits: 

 Negotiated  

Employee Acknowledgement: 
 

NOTE: The above statements are intended to describe the general nature and level of work being performed by the person 
assigned to this job. They are not intended to be an exhaustive list of all responsibilities, duties, skills and physical demands 
required of personnel so classified.  
 
APPLICANT: Are you capable of performing in a reasonable manner the activities involved in the job or application for which 
you have applied?     Yes              No            ___________________ 

Initial 
 

I certify that I have read and understand the responsibilities and requirements of this assigned to this position. 
 

 

 

 

Signature                                                                            Date 


