
 

Comal County 
Job Description 

 
Job Title: Supervisor of Nursing Services  Job Code Number: 237 
Department: Public Health  Salary: Pay Group E8 
Employee Name:  Employee ID:  
FLSA Status:  Exempt Reports To: Director of Public Health Services 
Prepared By: Human Resources  Prepared Date: 
Approved By:  Commissioners Court Updated: 09/16 

  
SUMMARY 
Works closely with the Director of Public Health Services to coordinate and plan activities of the 
Comal County Health Department.  Carries out the daily management of nursing personnel. 
Performs staff nursing duties and epidemiological work, promoting the health and well being of 
the citizens of Comal County through specific measures of preventive medicine and 
communicable disease control, including response to all hazard threats. 
 
SUPERVISION RECEIVED  
Works under the general supervision of the Director of Public Health Services, the Comal County 
Health Authority, and Commissioners Court in the absence of the Director of Public Health 
Services. 
 
SUPERVISION EXERCISED  
Directly supervises three (3) immunization nurses.  Carries out supervisory responsibilities in 
accordance with the organization's policies and applicable laws.  Responsibilities include 
interviewing, hiring, and training employees; planning, assigning, and directing work; appraising 
performance; rewarding and disciplining employees, addressing complaints and resolving problems. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
This is an essential duty position in the event of a designated Public Health emergency.  To perform 
this job successfully, an individual must be able to perform each essential duty satisfactorily. Duties 
include the following: 
 

1. This position has been identified as an essential duty position.  In the event of an 
emergency, you shall report to work if ordered to do so by either of the following 
officials or positions: (1) Department Head, (2) County Judge/Emergency Management 
Coordinator, or (3) a member of Commissioners' Court. 

 
2. Supervise the nursing staff and delegate nursing duties accordingly in conjunction with 

the Director of Public Health Services. 
 

3. Manages and coordinates the daily operations of the immunization clinic and lab.  This 
includes functioning as an immunization or lab nurse as needed.   
  

4. Ensures compliance with the planning, managing, and coordinating the Department of 
State Health Services Immunizations/Locals grant to include: completion of accurate and 
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timely reporting, budgeting, and managing of grant staff. 
3.5. 

 
4.6.Assists with the planning, managing, and coordinating of the applicable Public Health 

Emergency Preparedness grant deliverables and reports to the Director of Public Health 
Service as required. 
 

5.7.Ensures compliance in detecting, recording, investigating and reporting infections and 
communicable diseases, reporting to the Director of Public Health Services as required. 
 

6.8.Reports weekly, the active surveillance of  physicians and clinical facilities and reports to 
state and/or region Texas Notifiable Conditions. 

 
7.9.Compile monthly reports from weekly data. 

 
8.10. Schedules clinics (internal and external) and maintains adequate nursing staff 

levels for all activities. 
 

9.11. Maintains Pharmacy and private vaccine stock levels and trains staff accordingly. 
 

10.12. Works with Director of Public Health Services on any outbreaks. 
 

11.13. Confer and consult with physicians regarding investigations and disease 
conditions.  

 
12.14. Refer clients to appropriate agencies. 

 
13.15. Plan and present educational programs. 

 
14.16. Plan, develop and implement training programs or presentations to promote the 

general health of the public to include emergency preparedness. 
 

15.17. Have a thorough knowledge of all immunization laws and regulations, drug and 
vaccine contraindications and requirements, and disease reporting guidelines. 

 
16.18. Assist in or perform any clinical duties as assigned by the Director of Public 

Health Services. 
 

17.19. Other duties as assigned by the Director of Public Health Services. 
 

18.20. Attendance is an essential function of the job. 
 
 Note:  The duties listed above are intended only as illustrations of the various types of work that 
may be performed.  The omission of specific statements of duties does not exclude them from the 
position if the work is similar, related or a logical assignment to the position and is assigned by the 
supervisor. 
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MANDATORY QUALIFICATIONS: 
 
EDUCATION and/or EXPERIENCE 
Bachelor of Science degree in nursing (BSN) is preferred but not required; communicable 
disease experience preferred but not required; demonstrated supervisory experience required 
(nursing supervisor experience preferred, but not required).   
 
CERTIFICATES, LICENSES, REGISTRATONS 
Current Texas Registered Nursing license; pass Criminal history background check and pass 
drug screen.  Must be insurable by Comal County Insurance Company in order to operate County 
Vehicles.  Nurse will maintain current certification in CPR. 
 
 
 
DESIRED MINIMUM QUALIFICATIONS: 
 
LANGUAGE SKILLS  
Ability to read, analyze, and interpret general business periodicals, professional journals, 
technical procedures, governmental regulations and laboratory results. Ability to write reports, 
business correspondence, and procedure manuals.  Ability to effectively present information and 
respond to questions from groups of managers, clients, customers, and the general public. 
 
 
MATHEMATICAL SKILLS  
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, 
common fractions, and decimals. Ability to compute rate, ratio, and percent and to draw and 
interpret bar graphs. 
 
REASONING ABILITY  
Ability to apply commonsense understanding to carry out instructions furnished in written, oral, 
or diagram form.  Ability to deal with problems involving several concrete variables in 
standardized situations. 
 
OTHER SKILLS AND ABILITIES  
Ability to tactfully deal with the public in stressful situations.  Ability to independently seek 
creative methods of motivating the public to obtain immunizations.  Knowledge of public health 
and emergency preparedness functions and goals; ability to work harmoniously with individuals 
from all socio-economic groups; ability to operate listed tools and equipment; ability to evaluate 
information accurately and effectively and to apply interpretation of federal, state, and local 
regulations.  The individual must be able to operate computer, telephone, calculator, copier, fax 
machine; ability to initiate projects and work on multiple projects at one time; ability to work 
independently and exercise sound judgment. 
 
COMPUTER SKILLS 
Skill in using word processing, databases, spreadsheets, software packages (such as Word, Excel, 
Power Point, Microsoft Outlook) and web based reporting systems. 
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PHYSICAL DEMANDS 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential duties of this job.  Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions of this job. 
 
While performing the duties of this job, the employee is regularly required to sit; use hands to 
finger, handle, or feel objects, tools, or controls; talk or hear; and taste or smell. The employee 
frequently is required to stand and walk. The employee is occasionally required to reach with 
hands and arms and stoop, kneel, crouch, or crawl. The employee must occasionally lift and/or 
move up to 25 pounds. Specific vision abilities required by this job include close vision, distance 
vision, color vision, peripheral vision, depth perception, and the ability to adjust focus. 
 
WORK ENVIRONMENT 
 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions.  
 
This position has been identified with possible risk of exposure to bloodborne pathogens and/or 
other various hazards that require immunization against such exposure. 
 
 While performing the duties of this job, the employee is occasionally exposed to fumes or 
airborne particles and exposure to Communicable Diseases is possible. The noise level in the 
work environment is usually moderate to loud. 
 
 
SELECTION GUIDELINES  
 
Formal application, rating of education and experience; oral interview and reference check; job 
related tests might be required.  
 
This job description does not constitute an employment agreement between the employer and 
employee and is subject to change by the employer as the needs of the employer and 
requirements of the job change.  The employee further understands, and accepts, that this 
position falls under the provision of an “At Will” employment, and under no circumstances is 
this a contract for employment.  
 
Approval: ___________________________  Approval: ___________________________ 
      (Supervisor or Department Head)    (Commissioners Court) 
 
 
Effective Date:  ______________________  Revision History:_____________________ 
 
 
Acknowledgement of employee:___________________________________________________ 
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                   (Printed Last Name, First Name, MI) 
 
Signature of employee:___________________________________________________________ 
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8/4/2017, 1:40 PM

Department:

Position:

Grade / 
Step  Per Hour 

 Annual 
Salary 

CURRENT SALARY E-8 $27.03 56,223.70$  
-              

56,223.70    

FICA 4,301.11      

HOSPITALIZATION 8,900.00      

RETIREMENT 6,297.05      

WORKERS' COMPENSATION 123.69         

UNEMPLOYMENT 78.71           

TOTAL 75,924.27$  

 (F/T) MAX BILLING CALCULATIONS

Supervisor of Nursing

Public Health
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Department:

Position:

Grade / 
Step  Per Hour 

 Annual 
Salary 

PROPOSED SALARY E-8 $28.62 59,530.90$  
26th Percentile of E8 pay chart -              

59,530.90    

FICA 4,554.11      

HOSPITALIZATION 8,900.00      

RETIREMENT 6,667.46      

WORKERS' COMPENSATION 130.97         

UNEMPLOYMENT 83.34          

TOTAL 79,866.79$  E-8
Minimum Median Maximum

$53,041.51 $65,205.17 $77,368.82 $24,327.31
$6,489.39

$59,530.90 26.68% Percentile of pay chart

$59,530.90 Proposed Wage
$56,223.70 Current Wage
$3,307.20 5.56% Increase

(F/T) MAX BILLING CALCULATIONS
Public Health

Supervisor of Nursing
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