
  

 
 

 
                                                                                              

Job Opportunity 
        Nurse Manager, Administrative Nursing Office 

 

Definition of Position:  
Nurse Manager for the Administrative Nursing Office assists in the coordination and development of a staffing 
infrastructure that supports and facilitates the management of a 24-hour staffing program; manages staffing 
strategically and creatively emphasizing accountability; promotes and utilizes staffing practices that maximize 
resource utilization and quality of work life while meeting all regulatory standards; identifies factors that improve 
staff satisfaction, motivation, and productivity.  Serves as a resource on the use of nursing software/information 
systems (i.e., ANSOS/ONE STAFF, Evalysis, and ORCHID).  Serves as liaison with Nurse Managers/House 
Supervisors regarding select human resource management issues such as return to work and other duties as 
assigned.    
 

PRIMARY JOB DUTIES & QUALITIES: 

 Participates in establishing, implementing and maintaining standards that ensure safe and 

therapeutically effective nursing care is rendered.  

 Promotes patient and family safety and advocacy. 

 Collaborates with other departments and provides for coordination of health care services. 

 Reduces work barriers to achieve departmental and organizational goals.    

 Maintains flexibility, resourcefulness & critical judgment abilities 

 Meets nursing operational standards by contributing information to strategic plans and reviews; 

implementing production, productivity, quality, and customer-service standards; resolving problems; 

identifying system improvements. 

 Meets nursing financial standards by monitoring expenditures; identifying staffing variances; 

implementing corrective actions 

 Identifies patient service requirements by establishing personal rapport with patients and others 

 Maintains patient confidence and protects operations by monitoring confidential information processing 

 Maintains a cooperative relationship among health care teams by communicating information; 

responding to requests; building rapport; participating in team problem-solving methods 

 Evaluates, directly supervises, and writes performance evaluations for subordinate staff 

 Acts as a resource for hospital staff and eexcellent team builder 

QUALIFICATIONS: 

 A license to practice as a Registered Nurse issued by the California Board of Registered Nursing. 

 Must have three years of clinical nursing experience and two years in the full-time supervision of 
registered nurses 

 Must be current and reachable on the Nurse Manager Certification List or currently hold the DHS item 
of Nurse Manager 

If you are interested, please submit a cover letter, copy of your resume, performance evaluation and your 
attendance documentation for the past two years to: 

Richard Guitche, RN (rguitche@dhs.lacounty.gov) 
Nurse Recruitment and Retention Center 
               Harbor-UCLA Medical Center 
1000 West Carson Street, Building N-25, Room 107 
                      Torrance, CA. 90509 
                     Phone: (310) 364-3317 
                          Fax: (310)787-0065  
                      
                           Posted 05-27-14 
 

THIS IS NOT A BULLETIN FOR A CIVIL SERVICE EXAMINATION 

http://myladhs.lacounty.gov/harbor/
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