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	Health and Human Services Enterprise

	Position Description

	TO:  HHS HR Classification Office

	I.  POSITION DATA:

	Position Number(s): 00008770

	Functional Job Title:             

	Class Title: Microbiologist V

	Class Number:  4224    

	Salary Schedule/Group:B23     

	FLSA Status:       Exempt                 

	Work Location:  1100 West 49th Street,  Austin, Texas  78756

	HHSAS Department Name:          Quality Assurance Unit

	HHSAS Department ID Number:  H42000

	Bureau/Facility/Division:               Laboratory Services Section

	Agency:  Department of State Health Services

	II.  IMMEDIATE SUPERVISOR OF POSITION: 

	Supervisor’s Name:  Sherry Clay

	Supervisor’s Employee ID Number:   98928

	Supervisor’s Position Number:   00008769        

	Supervisor’s Phone Number:      512-458-7111 Ext.  2423       

	III.  GENERAL DESCRIPTION:

	Brief Job Description: 

      

Serves as Manager for the Quality Assurance (QA) Group:  Oversees and monitors quality system essentials within all locations of the Laboratory Services Section, coordinates and monitors assessment and documentation activities for the Section, performs audits/reviews of laboratory systems and processes, provides professional consultation and technical assistance to laboratory management, staff and external customers, supervises group personnel and performs administrative functions necessary for the effectiveness of the Group.  Works under minimal supervision by the Quality Assurance Unit Manager with extensive latitude for the use of initiative and independent judgment.



	FOR HHS HR CLASSIFICATON OFFICE USE ONLY

	Approved By:      

	Date Approved:   
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	IV.  ESSENTIAL JOB FUNCTIONS (EJF):  List in order of importance the essential job functions.

Following each EJF, indicate in parentheses ( ) the percentages of time spent.  Percentages should be in increments of 5% and not exceed 100%.

	EJF 1.  

EJF 2.  (20%) Coordinates and monitors assessment and documentation activities for the Laboratory Services Section.  Reviews and approves employee transcripts and qualification documentation, reviews training and competency documentation and maintains personnel files. Monitors submission and annual review of SOP’s.  Reviews QA incident reports and quarterly QA reports.  Ensures that corrective and preventive action plans are adequate.

EJF 3.  (20%) Provides professional consultation and technical assistance to laboratory management, staff, public health personnel, regulatory officials and external customers.   Provides accurate, timely and professional responses to all inquiries or requests for assistance.  Researches and interprets regulatory requirements and serves as a primary contact for regulating agencies. Provides guidance to management and staff in the development and implementation of new methods and procedures.  Assists with root cause analysis, corrective and preventive action plans.  Oversees QA training and laboratory new employee orientation program.  Consults with laboratory management, supervisors and staff to identify QA training needs.  Ensures that orientation program content is accurate and appropriate.  

EJF 4.  (10%) Performs audits and reviews of laboratory systems and processes in order to assure adherence to certification/licensing requirements and QA plans.  Performs audits of teams or areas within the laboratory as specified in the Laboratory Quality Management Plan or in response to requests from laboratory management.  Observes task performance and reviews records to determine practices in use, compares practices with standards established by regulatory agencies and internal policies, reaches conclusions about the nature and extent of non-conforming practices, prepares written audit reports, presents management briefings within specified time periods and follows up to ensure implementation of corrective actions.    

EJF 5.  (10%) Supervises group personnel and performs administrative functions necessary for the effectiveness of the group.  Directs work assignments and personnel functions delegated to the group.  Monitors, coaches and evaluates group personnel.  Coordinates group’s leave schedule and approves leave requests.  Prepares posting requests, interview questions and selection criteria for employee hiring.  Conducts candidate interviews and documents employee selections.  Prepares performance plans and trains employees.
 EJF 6. (5%)  Other duties as assigned include but are not limited to actively participating and/or serving in a supporting role to meet the agency’s obligations for disaster response and/or recovery or Continuity of Operations (COOP) activation. Such participation may require an alternate shift pattern assignment and/or location.

Attends work on a regular and predictable schedule in accordance with agency leave policy and performs other duties as assigned.



	                                                                                                                     Total Time Spent:
	100%
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	V.  LICENSURE, CERTIFICATION, OR REGISTRATION REQUIRED:

	List the licensure, certification, or registration required to perform this job: 

Have an earned bachelor’s, master’s, or doctoral degree in a chemical, physical, biological or clinical laboratory science, or medical technology from an accredited institution and have at least one year of experience in high complexity laboratory testing; or 

Have an earned associate’s degree in a chemical, physical, biological or clinical laboratory science, or medical laboratory technology from an accredited institution and have at least two years of experience in high complexity laboratory testing.  



	VI.  KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:  

	List the knowledge, skills, and abilities critical to performance in this position: 

Knowledge of federal and state regulations governing laboratory accreditation and certification.

Knowledge of quality assurance and statistical methods in laboratory analysis.
Knowledge of clinical, diagnostic, environmental, and/or public health laboratory testing.
Knowledge of laboratory information management systems/computer networks.  
Knowledge of controlled document management systems.  
Knowledge of DSHS policies and procedures for records management and retention. 
Knowledge of customer service practices.  
Skill in writing policies and procedures that meet regulatory requirements.

Skill in implementing new policies and procedures.

Skill in applying problem solving techniques. 
Skill in use of personal computer for word processing and spreadsheet applications.  

Skill in resolving conflict.  
Ability to analyze complex scientific and regulatory information and reach an appropriate conclusion.  
Ability to interact positively with peers, subordinates and upper levels of management, and build effective working relationships. 
Ability to work effectively with federal and/or state regulators.

Ability to represent the Laboratory Services Section competently and effectively during audits by federal and/or state regulators.
Ability to successfully coordinate and submit responses required for compliance with federal/state audits.

Ability to keep accurate detailed records.
Ability to multi-task and manage multiple priorities.  
Ability to organize data and write detailed reports with recommendations.  
Ability to work independently and make technical decisions based on review of data, professional knowledge and experience.  
Ability to conduct personnel interviews.  
Ability to plan and assign work of team members for maximum team effectiveness.
Ability to train staff and evaluate performance.
Ability to communicate effectively (oral and written communication skills).  
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	VII.  ENVIRONMENTAL/HAZARD DEMANDS OF ESSENTIAL JOB FUNCTIONS:  

	Place an ‘X’ after all work site and environmental conditions that apply to this job.

A.  Working:

	Travel (indicate % of time):   15%          
	Irregular hours.                    

	Indoors.                                        
	Outdoors.                            

	On ladders or scaffolding.              
	With sharp instruments.        

	With moving vehicles/objects.        
	With hands in water.             

	Around machines with moving parts and objects.        
	With fire, boilers, or large hot stoves.        

	Other (specify):       

	Place an ‘X’ after all work site and environmental conditions that apply to this job.

B.  Exposure to:

	Excessive heat.                      
	Excessive cold.                               

	Excessive humidity.                
	Excessive dampness.                      

	Dry atmosphere.                     
	Excessive noise.                             

	Constant noise.                      
	Dust/mites.                                     

	Fumes, smoke, or gases.        
	Grease, oils, and combustibles.        

	Acidic/caustic solutions.          
	Silica, asbestos, etc.                        

	Cleaning supplies/abrasives and solvents (degreasing agents).                                 
	Pesticides.                                      

	Human blood, body fluids, tissue or wastes.        
	Animal blood, body fluids, tissue or wastes.        

	Biomedical waste.                   
	Biological agents.                            

	Electrical energy.                    
	Radiant energy.                               

	Vibration.                               
	Other (specify):       

	VIII.  PHYSICAL DEMANDS OF ESSENTIAL JOB FUNCTIONS:

	A.  Enter the maximum number of pounds required in the next four blocks:

	Lifting (indicate number of pounds):         
	Carrying (indicate number of pounds):        

	Pulling (indicate number of pounds):        
	Pushing (indicate number of pounds):        

	B.  Place an ‘X’ after all physical demands required to perform the essential job functions.

	Repeated bending.                
	Reaching above the shoulder.        

	Simple grasping.                   
	Dual simultaneous grasping.          

	Finger/manual dexterity.        
	Sitting.                                         

	Standing.                             
	Walking.                                       

	Crawling.                             
	Twisting upper body.                     

	Kneeling.                             
	Stooping.                                     

	Climbing stairs.                    
	Climbing ladders.                         

	Vision.                                 
	Hearing.                                      

	Other (specify):       
	Other (specify):       
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