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SUMMARY OF DUTIES:

Supervises technical staff and work processes of assigned disciplines of a laboratory.
Performslaboratory duties associated with the detection, prevention and management of
physiological and pathological conditions.

QUALIFICATIONS:

¢ Medical Laboratory Technology diploma
¢ Certified by the Canadian Society for Medical Laboratory Science

¢ Licensed and registered by the Saskatchewan Society of Medical Laboratory
Technologists

KNOWLEDGE, SKILLS & ABILITIES:

I ntermediate computer skills

Analytical and leader ship skills

Ability to work independently

Communication, organizational and inter personal skills
Valid driverslicense, whererequired by the job
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EXPERIENCE

¢

Previous: Forty-eight (48) months previous discipline-related experience to consolidate
knowledge and skills, with a basic knowledge of other disciplineswithin the
department.

KEY ACTIVITIES:

A.
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Administration / Supervision

Provides direct supervision of staff and students.

Provides functional advice/technical expertise and problem solving.

Prioritizeswork load and scheduleswork flow.

Providesinput for performance evaluation, performancereviews and hiring.
Schedules staff and maintains payroll time sheets.

Resear ches, reviews and implements new methodologies and oper ational procedures.
Manages and maintains communication and infor mation systemsfor designated work
areas.

Provides orientation and instruction/training to students and new staff.

Manages and maintains inventory, orderssupplies.

Resear ches, evaluates and recommends equipment pur chases.

Providesinput into budget preparation and strategic planning.

Workswith regional laboratory groupsto standar dize procedur es.

Actsasa liaison with other departments.

M anages the documentation of workload measurement statistics.

Over sees the preparation and maintenance of policies and procedures.

Resear ches and reviews new ver sus existing technology and methodology.
Prepares and manages statistical reports.

. Quality Assurance/ Quality Control

Establishes, maintains and monitors Quality Assurance/Quality Control programs as
required by local protocols and gover nment regulations.

Establishes preventative maintenance programs for equipment in consultation with the
manufacturer and including acceptable labor atory standar ds.

Monitor sinstrument logs and recognizes equipment malfunction.

Maintains, troubleshoots, and calibrates equipment accor ding to established standards.
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. Specimen Procurement and Analysis

Prepares patient (e.g., identification, consent, medical condition, instruction of
procedure) for specimen procur ement.

Collects, transports and prepares samplesfor in-house testing and/or dispatchesto
reference laboratories (e.g., Provincial Laboratory, TB Laboratory).

Organizes and prioritizes specimens based on urgency of request, stability of specimen,
and timing protocols.

Assesses specimen integrity and maintains stability.

Performslaboratory testing and evaluates the validity of results.

Responds appropriately to critical values, unexpected results, and urgent requests.
Performs specialized testing, whererequired by thejob (e.g., bone marrow, allergen
testing).

Related Key Work Activities

Performs computer work (e.g., documentation, statistics).
Providesreception/clerical duties (e.g., answer telephone, fax, photocopy, book
appointments).

Prepar es, communicates and filestest resultsand reports.

Cleansinstruments and work ar ea.

Disposes of biohazardous waste, as per departmental procedures and policies.

The above statements reflect the general details considered necessary to describe the principal
functions of the job and shall not be construed as a detailed description of all related work
assignments that may be inherent to the job.

Any revisions of this document recommended by the Joint Job Evaluation Maintenance
Committee must be approved by the Parties.

Validating Signatures:

CUPE: SEIU:
SGEU: SAHO:
Date: 2005
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