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Alzheimer’s Community Care, Inc. 

 

Position Title:  Manager of Family Nurse Consultant Assistants 
Supervisor:  Director of Family Nurse Consultants 
Department:  Community Care Services Department  
FLSA Status:  Exempt 
Effective Date: October 15, 2018 
Revision Date:  November 4, 2018  
 
Position’s Major Description: This position manages and supports the work production of the Family 
Nurse Consultant Assistants (FNCAs) who partner with the Family Nurse Consultants.  Working with the 
Director of Family Nurse Consultants, this position is responsible for the oversight of new and 
approved functions that are performed daily.  Supervision and guidance of the FNCAs are an essential 
component of the efficiency and effectiveness for the overall performance of the FNC Service. 
 
Position Responsibilities: 
 

1. Provides direct supervision to Family Nurse Consultant Assistants to include hiring 
recommendation, scheduling, counseling, performance reviews and terminations. 

2. Assists the supervisor in developing and disseminating approved job functions as per the 
Family Nurse Consultant Assistant (FNCA) job description. 

3. New hire and ongoing training of the FNCAs emphasizing, but not limited to: 
a. How to facilitate calls externally and internally. 
b. Critical documentation procedures when creating and maintaining patient’s files 

(ADS, EMRs, File Lockers, etc.) 
c. How to maintain case schedules and to be knowledgeable on its functionality. 
d. The support role of the ongoing functionality of the FNCs within the care model of 

the FNC Services, i.e., crisis calls, regular engagement with care givers and contacts, 
advocacy and support groups.   

e. Role during crisis line support, i.e., collecting information, relating information to the 
FNC and how to follow up and follow through, insuring timely FNC response and 
essential documented within ADS/EMR. 

f. Archiving files (charts) as well as preparing files for closure and for final inactivation 
by the Fiscal department.  

g. Disaster preparedness planning, executing the Teal Bracelet Intervention procedure 
and other such duties as they apply.  Ensures that all the FNCAs assists with annual 
disaster preparedness plans and keeps track of pre-, during, and post planning 
procedures  

4. Bridges communications and actions between Family Nurse Consultants, caregivers, family 
members and the professional community to facilitate service provision and community 
relations.  

5. Participates and contributes to verbal and written communications, assist with maintaining 
efficiencies and accuracies with patient and caregiver documentation and tracking systems, 
i.e., Excel, Word, and other web-based data bases to support service and reporting tools. 

6. Responsibilities include entering information into various database systems, which 
requires accuracy, integrity and competency. i.e. Excel, Word, ADS, SAMIS, and other web-
based data bases to support service reporting and delivery. 
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7. Maintains all forms to ensure that all FNC staff have access to the correct and official forms.  
Obsolete documents are appropriately retired and placed in folders for historical purposes. 

8. Works with the supervisor in creating a desktop manual for each FNCA to maintain 
efficient and effective work production that is consistently used and updated with aligned 
principles and regulatory, mandated and organizational requirements.   

9. Works with appropriate assigned personnel as it relates to routine auditing of files to make 
sure critical and mandatory data, documents, and applications are available within each 
EMR file system.  

10. Assists with collating and executing monthly paperwork and packets routinely to ensure 
attendance sheets, new member registrations and volunteer hour sheets are collected, and 
are forwarded to the appropriate resource to process and document.   

11. Assists with cross training of FNCAs by other departments for utilization of FNCA staff when 

needed, i.e. working in reception or SDCs, assisting with ID Locator services or volunteers.  

12. Participates on committees and in community projects, networking, or attend meetings 
when needed.   

13. Substitutes in a center on an emergency basis with assignments specified by the Program 
Manager and/or the Program Nurse including to engage patients for participation in 
activities, serve food, and general duties. 

14. Performs other administrative tasks as directed by supervisor duties with disaster 
preparedness for pre, during, and post events.   

15. Perform other assignments and duties as required. 
 
Supervisory Responsibilities:  Supervises work of Family Nurse Consultant Assistants and volunteers on 
specific projects. 
 
Position Relationships:  
Internal Relationships:  Works on a daily basis with supervisor, Family Nurse Consultants and FNCAs 
and engages periodically with the ID Locator Service staff, and the Education and Quality Assurance 
personnel, Manager of the Live Alone project, and other Organizational staff with supervision to 
accomplish requited tasks. 
 
External Relationships: Communicates with caregivers and family members, healthcare professionals 
and community partners when called upon. 
 
Other Relevant Aspects of Position:  May be required to work more than normal business hours from 
time to time.  Frequent travel to other offices and center locations as required. 
 
Position Requirements: 
Education and Experience:  High School degree or equivalent required; Bachelor’s degree preferred.  
Minimum three years managerial or supervisory experience required, work experience in health care 
industry preferred.  
 
Essential Job Requirements of Position: 

1. Must pass drug screening and level II criminal background screenings by Department of Elder 
Affairs and Agency for Health Care Administration. 

2. Must be free of communicable diseases. Required to update physical and TB testing annually. 
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Qualifications/Skills/Abilities:   
1. Must maintain accountability and work independently. 
2. Demonstrated ability to establish and maintain positive and productive working relationships 

with direct reports, cross-section of individuals in the public and volunteers. 
3. Must be a self-starter, creative, and able to generate solutions to short- and long-term 

challenges. 
4. Extensive organizational skills and effective time management. 
5. Excellent communication skills:  ability to present information concisely and effectively both 

verbally and in written format, with comfort in making outreach calls. 
6. Handle pressure and address situations professionally and effectively. 
7. Ability to be flexible and multi-task. 
8. Represent the Organization in a professional manner at all times. 
9. Computer literate in Microsoft Word and Excel spreadsheet and in the use of all office 

equipment (i.e. multi-line phone system, fax, copier, postage machine).  
10. Models effective customer relationship skills in both intake and feedback processes. 
11. Must possess reliable transportation. 

 

Working Conditions: 
1. Walks or stands 40% of the time, sits the other 60%. 
2. Periodic driving of 10 to 50 miles on highways and side streets. 
3. Works in shared office area with moderate noise level and restricted workspace. 
4. Works with a department team of up to 70 people and may interact with up to 30 people daily. 
5. During emergency conditions, may be exposed to long working hours. 
6. During working hours, may be exposed to offensive odors. 

 

Position Resources: 
1. Professional name badge. 
2. Office key(s) and alarm code when applicable. 
3. Cellular telephone and charger. 
4. Mileage reimbursement. 

 
 

I have fully read and understand the requirements of the aforementioned job description. 
I agree that, as a condition of my employment, I will maintain confidentiality regarding all patient, 
caregiver, volunteer records and Alzheimer’s Community Care financial issues, which may come to my 
attention.  I also understand that as a condition of my employment, I will avoid all relationships, 
practices, and/or situations which present a conflict of interest, to my position or the organization.   I 
understand that this job description is not intended and is not construed as an all-inclusive list of 
responsibilities, skills, efforts or working conditions associated with this position. 
 
_____________________________ ________________________  ___________, 20___ 
Signature    Job Title    Date 
 
_____________________________ _________________, 20___ 
Printed Name    Employment Date 
 
_____________________________ ________________________  ___________, 20___ 
Supervisor’s Signature   Supervisor’s Title   Date 


