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QUEEN’S UNIVERSITY SUPPORT STAFF 
POSITION SUMMARY 

 

 

 
DEPARTMENT: Queen’s Family Health Team – Department of Family Medicine   

POSITION NUMBER:    INCUMBENT: VACANT 

TITLE: Registered Practical Nurse (RPN)      GRADE:  6 (HSS) 

 
Job Summary 
Reporting to the Clinical Operations Manager of Queen’s Family Health Team, 
the Registered Practical Nurse (RPN) provides primary care nursing to patients 
in accordance with the Standards of Practice of the College of Nurses of Ontario 
as well as the policies and procedures of Queen’s Family Health Team. 
 
Primary Duties and Responsibilities 
Registered Practical Nurses perform clinical skills – record vital signs, 
immunization, allergy shots, venipuncture, syringes ears, hearing & vision tests, 
hemoglobin checks, ECG’s, pregnancy tests, pulmonary function tests, suture 
removal, stool for occult blood, cultures for urinary tract infections.  The 
incumbent assists physicians with medical and surgical procedures, stocks and 
cleans examining rooms, treatment rooms and utility rooms, files patient reports, 
pulling and filing charts, answering phone, making appointments, photocopies, 
pick up & return of X-Rays and other documents. 
 
Required Background 

 Registered Practical Nurse, holding a current Certificate of Registration 
with the College of Nurses of Ontario 

 Five years current professional experience in one or more of the following:  
Emergency Room, outpatient clinics, occupational health services, 
physician’s office or community nursing 

 
Special Skills 

 Ability to relate professionally to students 

 Strong organizational, self-management and communication skills 

 Knowledge of current nursing theories related to the client population of 
Health, Counselling and Disability Services.  This may include 
contraception, nutrition and immunization. 

 Sensitivity to cultural, religious, language and gender differences 

 Familiarity with electronic medical records, word processing, e-mail, and 
internet search methods 

 Ability to prioritize, manage time effectively and be flexible in a fast-paced 
setting 
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Decision Making 
 
The RPN makes decisions in consultation with the on call physicians and 
governed by the Scope of Practice Statement of the Regulated Heath Profession 
Act (RHPA) and works in compliance with the standards of the College of Nurses 
of Ontario.   
 
SUPERVISORY RESPONSIBILITIES: 
 
Do you have any supervisory responsibilities? No 
   
If you responded yes to the above question, which of the following duties do you perform 
for employees who report to you? 
 
You have the right to hire or you make the effective recommendation to do so:  
   
You have the right to fire or you make the effective recommendation to do so:  
   
You are responsible for handling disciplinary matters including issuing written warnings:  
   
You are responsible for conducting performance appraisals:  
   
You are responsible for delegating work and ensuring that it is satisfactory:  
 
   
SIGNATURES:  
      
 
________________________    _________________ 

Incumbent        Date 
 
 
_______________________     ___________________ 
 Supervisor       Date                           
 
 
_______________________     ___________________  
 Department Head                            Date 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


