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	Job Description


	Job Title:
	Natural Sciences Lab Manager
	Location:
	Meyer Health and Sciences Building

	Department:
	Natural Sciences
	Reports To: 
	Division Chair for Natural Sciences

	Division: 
	Instruction
	Pay Grade: 
	P5

	FLSA Status: 
	Exempt
	
	



SUMMARY
Under supervision of the division chair, this position is responsible for the safety and day-to-day operations of all Natural Sciences laboratories (Biology, Botany, Bacteriology, Zoology, Chemistry, Environmental Science, Physics, Astronomy, Geology, and Geography). Laboratory staff provide a full range of support services, including lab preparations, clean up, equipment maintenance and repair, supply orders, inventory and specimen maintenance. The Lab Manager serves as the Natural Sciences Chemical Hygiene Officer, responding to chemical issues and emergencies, and ensures compliance with federal, state, and local regulations. This position requires on-call availability.

Essential Duties and Responsibilities
This list includes, but is not limited to the following:

NATURAL SCIENCES MANAGER:
· Collaborates with Natural Sciences faculty regarding laboratory preparation for Biology, Botany, Bacteriology, Zoology, Chemistry, Environmental Science, Engineering, Physics, Astronomy, Geology, and Geography on the main campus and at outreach centers.
· Oversees laboratory staff, including student workers and interns, in the preparation of laboratory exercises and materials. Makes recommendations regarding staffing and hiring needs; guides, trains and evaluates laboratory staff. 
· Maintains inventory control for laboratory materials used for the main campus laboratories, the outreach centers, and all dual enrollment entities. Coordinates with the Division Chair regarding purchase of materials, including cost estimates, vendor quotations, preparation of purchase orders, and delivery of materials to appropriate locations. 
· Receives and inspects all Natural Sciences freight upon delivery and ensures condition is satisfactory prior to payment being issued; coordinates and arranges for replacement of damaged materials. Coordinates with Senior Administrative Assistant and appropriate staff to ensure all orders are accounted for and properly processed; provides appropriate documentation to the Business Office. 
· Maintains laboratory equipment (such as ice machines, autoclaves, dishwashers, microscopes, balances, etc.) including calibration and basic repairs. Coordinates with vendors regarding necessary repairs.
· Performs periodic inspections of laboratory equipment (including, but not limited to, gas cylinders, fume hoods, hazardous waste storage, fire safety equipment, and eyewash and safety shower stations) according to appropriate regulations to ensure a safe working environment.    
· Maintains current knowledge of standards of scientific materials management through professional development opportunities, such as membership in NAOSMM (National Association of Scientific Materials Managers) and LSI (Laboratory Safety Institute).
· Maintains the laboratories and instruments in clean and safe condition and ensures all appropriate personal protective equipment (PPE) is provided and maintained.    
· Renews and updates relevant state and federal permits for the Natural Sciences division.
· Maintains a positive, helpful, constructive attitude and work relationship with supervisor, college staff, students, and the community (including Federal, State, and local regulatory and emergency response agencies).     

NATURAL SCIENCES CHEMICAL HYGIENE OFFICER:
· Serves as the Natural Sciences Chemical Hygiene Officer, which includes ensuring compliance with federal, state and local regulations regarding chemical storage, security, usage, safety, hazardous waste reclamation (to include biological), recycling, and disposal. 
· Responds to chemical situations and emergencies, including stopping, containing, and cleanup of spills to ensure the safety of students, staff and the environment. Collaborates with state, federal and local agencies and first responders (fire and police). Maintains on-call availability to respond during off hours to address emergency situations in Natural Sciences.
· Obtains and maintains certification via the 40-hour HAZWOPER course and the 80-hour Hazardous Materials Technician course; receives ongoing training and continuing education classes to stay current regarding changing regulations.
· Reviews related policies and procedures periodically to ensure effectiveness and compliance; proposes updates to the division chair.
· Inspects machinery, facilities, laboratories and equipment according to an established schedule to identify potential chemical, physical, biological, or radiological hazards. Collects and analyzes samples to monitor workplace occupational exposure levels. Provides reports internally and externally as needed.
· Manages, maintains and implements the Natural Sciences Chemical Hygiene Plan and inspection records. Participates in the development of safety guidelines and related communications and educational information pertaining to chemical health and safety of the students, staff, and environment.
· Maintains an updated chemical and hazardous material inventory for all Natural Sciences laboratories.
· Ensures compliance with US Environmental Protection Agency requirements to maintain the college’s status as a Very Small Quantity Generator (VSQG).
· Reports all laboratory incidents to the division chair and ensures appropriate medical treatment is provided to injured persons. Notifies appropriate college officers as needed. 
· Informs facilities personnel, other non-laboratory personnel, and outside contractors of potential lab-related hazards and how to mitigate these hazards when they are required to work in the laboratory environment.

Marginal Duties 
· Performs other duties as assigned.

REQUIRED MINIMUM QUALIFICATIONS 
The requirements listed below are representative of the minimum qualifications necessary for an individual to satisfactorily perform each essential duty and be successful in the position. Reasonable accommodations may be made to enable individuals with disabilities to perform the duties. 

Education and Experience		
Bachelor's degree in Biology or Chemistry and a minimum of two years of related experience and/or training to include supervisory experience. Instructional experience preferred. 

Certificates, Licenses, Registrations: 
Certification via the 40-hour HAZWOPER and 80-hour Hazardous Materials Technician courses must be completed within one year of hire. 

Knowledge, Skills and Abilities 
· Effective management and supervisory skills
· Advanced knowledge of laboratory regulations, functions, equipment, chemicals, purchasing, inventory control, chemical hygiene, hazardous waste reclamation, recycling, disposal, and federal, state, and local regulations concerning chemical hygiene
· Advanced knowledge of chemical compatibility, storage, and disposal 
· Knowledge of and ability to apply federal and state regulations for use of chemicals (i.e., Homeland Security, OSHA, EPA) 
· Strong ability to think analytically and problem-solve
· Ability to respond calmly and effectively to chemical emergency situations
· Ability to communicate effectively with others in written and verbal format, including presenting and teaching
· Understanding of the use and maintenance of scientific equipment
· Proficient in the use of personal computers and associated peripherals, including current version of Microsoft Windows and Office applications
· Ability to use and learn software programs used by NIC, including installation, operation and updates to computer software associated with laboratory equipment 

Physical Demands and Work Environment
The physical demands and work environment described here are representative of those that must be met or are encountered by an employee in the normal course of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Physical requirements are typical of a laboratory position that involves ongoing exposure to an indoor hazardous setting, with frequent exposure to potential or actual hazards including exposure to chemicals and fumes. Occasional exposure to fire, airborne and blood borne pathogens, bodily fluids, electricity (low and high voltage). Infrequent exposure to extreme temperatures, work outdoors, inclement weather, dust, loud noises, dim lighting, working in confined areas and smoke. A wide variety of office and lab equipment and hand tools is continually used. Involves regular sitting, standing, walking, moving, repetitive motion, frequently lifting objects between 10 and 25 pounds, occasionally lifting objects over 25 pounds, etc.  
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