POSITION CLASSIFICATION QUESTIONNAIRE

Department:  

Incumbent:   

Work Schedule/Location:   

Working Title: 
CLIN LAB MANAGER
Immediate Supervisor/Title:  

Position Summary (briefly describe the general purpose of the position)

Coordinate and perform a variety of administrative and technical activities related to preparation, stocking and management of biological laboratory courses.

Standard Duty Areas (list primary functions of the position with the percent of time generally allocated to each)

 Create and maintain a technical laboratory manual for temporary instructors, teaching assistants and lab preparators in designated introductory lab courses to provide guidelines for conducting lab exercises, documentation of practical experience, history of technical problems and references to known solutions. 

Confer with faculty to plan, develop and implement lab exercises for lab courses; plan new labs with temporary  instructors; conduct and evaluate prototype labs; recommend and/or make necessary changes in materials, techniques or procedures to optimize the value of the lab exercise; attend lab planning and review sessions and participate in planning and evaluation of exercises. 

Create and maintain copies of lab exercises in a suitable format for distribution to students. 

Analyze classroom and lab needs; evaluate and procure equipment necessary for maintenance of lab animals and plants; develop reliable sources for and coordinate with vendors to ensure timely delivery of necessary supplies; monitor inventory. 

Manage the set-up, break-down and maintenance of lab and associated apparatus, ensuring adequate quality control; locate repair sources; supervise the checking out of equipment and supplies to other courses. 

Organize, maintain and/or expand various teaching collections; develop and prepare seeding and propagation schedules for living plants; determine and ensure optimal environment for animal survival. 

Assist in renovation planning and design of new labs, prep areas, office spaces and aquarium rooms; direct the moving of all equipment, specimens and supplies and determine new locations. 

Assist faculty in preparation of budget projections and recommendations. 

Perform research activities in support of various courses and related labs; assist with special projects as assigned. 

Manage and recommend various personnel actions including, but not limited to, hiring, performance appraisals, promotions and vacation schedules; train employees in the preparation of solutions, stains, sterile plates and solutions, and in the proper care of plants and animals. 

Perform other related duties incidental to the work described herein. 

The above statements describe the general nature and level of work being performed by individuals assigned to this classification. This is not intended to be an exhaustive list of all responsibilities and duties required of personnel so classified. 

Position Directly Supervises/Leads (name/title) 

Decision Making:   

Budget Responsibility: 
Interaction (describe type and frequency of interaction with internal staff, other departments, visitors, and outside organizations)
 

Accountability (direct responsibility for outcome of projects or decisions made) 

Essential Physical Requirements (list the percent time involved for each that is essential in performing the major duties of the position)

Bending  (%)______Standing  (%)______Walking  (%)______Eyesight  (%)______
Hearing  (%)______Driving  (%)_______Speaking  (%)_____
Repetitious Movement  (%)______
Lifting, weight lifted______

Lift to: waist, _______chest, _______above head_______

Exposure To Harsh or Extreme Conditions (chemicals, cleaning agents, blood and body fluids, extreme temperatures)

Equipment Used In Position (type and percent time)

Minimum Qualifications (knowledge, skills, and abilities needed upon entry into the position)

  Ability to Follow Oral Instruction, Read and Write

  High School, GED or formal educational equivalent

  Baccalaureate Degree, Major: Work requires knowledge of biological laboratory exercises, techniques and procedures generally acquired through completion of a bachelor's degree in Biology, Botany, Zoology or a directly related field.
 Advanced Degree, Type/Major: MACROBUTTON NoMacro [Click here and type degree]
 Professional License/Certification: MACROBUTTON NoMacro [Click here and type name of license/certification]
  Work Experience, (Length of Time, General and Directly Related)   Work requires 5 years of laboratory and/or management experience to acquire skills necessary to develop and implement biological laboratory exercises, supervise and instruct teaching assistants, students and lab personnel, and manage overall operations of the laboratory. 
OR AN EQUIVALENT COMBINATION OF RELEVANT EDUCATION AND/OR EXPERIENCE 


I have participated in the review of my job and agree with the above description.

Yes_____No_____Comments_________________________________________________________________________________

Required Signature____________________Date________________________________________________________________

As supervisor of this position, I have participated in the review and agree with the above description.

Yes_____No_____Comments________________________________________________________________________________

Required Signature____________________Date_______________________________________________________________



