
Community Volunteers in Medicine 
 

Position Description 
 

Position Title:  GYN Nurse 
Reports To:  Director of Clinical Support Services & Nursing Team Leader 
FLSA Status: _Exempt X Non-Exempt 
Hours:  Full time 
Revision Date: October 2021 

  
Position Summary:  Community Volunteers in Medicine is hiring a full-time, bilingual GYN nurse to 
work as an integral member of its medical team of staff and volunteer clinicians. This person will assist 
with patient intake and assessment for patient visits (primarily GYN, cross-trained to support medical & 
peds), manage patient flow, operate basic equipment, assist in GYN procedures, implement standard 
procedures, and provide general support to volunteer GYN nurses. They should be generally 
knowledgeable about in-office GYN procedures and be comfortable working in a fast-paced clinic setting.  
 
Major Responsibilities: 

• Proficient in all nursing procedures, including appropriate specimen labeling and computer input 
• Skilled in using medical equipment specific to GYN 
• Provide training and support to volunteer nurses, primarily GYN, in relation to onboarding, EMR 

training, and overall clinic operations 
• Input of patient medical data into an electronic medical records system – CVIM utilizes MDR, a 

database system designed for free clinics 
• Daily management of GYN rooms, stocking and ordering appropriate supplies in rooms and in 

the medical lab 
• Manage the waitlist and schedule to allocate patients to the appropriate provider, based on skillset 

of provider and needs of patient 
• Work alongside various teams including medical supervisors, IT, and the front office team for 

ongoing scheduling and daily operations. 
• Anticipate and troubleshoot problems with patient care/clinic flow and manage quickly changing 

environment with calm professionalism 
• Be available to help as needed with mammogram scheduling and our mammogram van 
• Be available to educate and assist patients in Spanish and English, including birth control, STD’s, 

etc. 
 
Qualifications: 

• PA licensed RN/BSN or LPN 
• Strong interpersonal skills 
• Must be computer proficient and willing to learn EMR 
• Excellent verbal communication skills in Spanish and English 
• Ability to manage multiple priorities and prioritize tasks 
• Comfortable working in a team environment 

 
About Community Volunteers in Medicine – www.CVIM.org 
Founded in 1998, Community Volunteers in Medicine (CVIM) delivers comprehensive, high-quality free 
medical services, dental care, behavioral healthcare, and prescription medications to 5,000 individuals and 
families among the working uninsured in the region. Services are provided by over 400 volunteers who 
donate their time and professional services. Area healthcare institutions contribute diagnostic services and 
care that cannot be offered in a primary care setting. Local foundations, companies, and individuals 
contribute 100 percent of CVIM’s revenue.  Beyond providing direct care that improves the health of the 
overall community, CVIM is an expression of our highest ideals as a society: compassion and equity for 
everyone. 


