
Lutheran Services Carolinas 

Job Description 
 

Job Title:     Staffing Coordinator/Scheduler 

Supervisor (title):   Director of Nursing 

Department:    Nursing 

Approved by:            Date:  7/30/2019 

Position Purpose/Summary:  

The Scheduler has the responsibility for developing nursing staff patterns sufficient to meet the 
needs of the facility. 

Essential Functions Develop master schedule every five to six weeks utilizing RNs, LPNs, 
Med. Techs, C.N.As, and supervisors. 

1. Design coverage for all units and shifts, including but not limited to: 7:00am-3:00pm, 
3:00pm-11:00pm, 11:00pm-7:00am, and Baylor shift. 

2. Allocate appropriate coverage when there are call-outs or a position is uncovered. 
3. Coordination of replacements include 

a. Working with internal employees 
b. External sources/ On-call Nurse 
c. PRN staff 

4. Provide master schedule to DON or ADON for final approval. 
5. Post master schedule two weeks prior to the starting date. 
6. Retain updated list of telephone numbers for nursing staff, as well as emergency phone 

numbers. 
7. Verify employee work hours and enter punch edits for missed punches; approve time off 

requests under direction of DON. 
8. If applicable, facilitate new hire process in appropriate systems, Kronos, ECS, etc. and 

conduct tour of facility. 
9. Coordinate administrative activities by completing relevant paperwork for position changes, 

terminations, etc., assist with coordinating new hire orientation; track and initiate 
attendance disciplinary actions. 

10. Utilize safety standards and maintain a safe environment. 
11. Manage and update employee files to remain current. 
12. If applicable, communicate with staff in regards to nursing license renewals and C.N.A. 

certifications. 
13. Create and distribute daily staff reports and other requested reporting. 
14. Reflect LSC’s mission, vision, values and customer service standards in daily interactions. 
15. Complete other duties as assigned by supervisor; or necessary for the successful 

operation of the facility. 

Supervisory Responsibilities, if any: N.A. 
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Qualifications (Minimum Job Requirements):   

Education: H.S. Diploma or G.E.D. 

Experience: General knowledge of staffing and coordinating schedules.  

Specific skills/abilities: Proficient with Microsoft office products; specifically in Excel.  Attention to 
detail and ability to communicate with all levels of staff. 

 

Working Conditions/Physical Requirements: (Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions).  
 

1. Ambulatory throughout all areas of facility. 

2. Ability to bend, stoop to floor repeatedly; and reach overhead. 

3. Sitting at desk, in front of computer for extended period. 

 

This job description is not an employment contract.  Lutheran Services Carolinas reserves the 
right to alter the job description at any time without notice. 

 
 
 
__________________________________________________ _____________________ 
Employee Signature             Date 
 
 
 
__________________________________________________ _____________________ 
Supervisor Signature             Date 
 
Employee signature constitutes employee's understanding of the requirements, essential 
functions and duties of the position. 


