Job Responsibilities: Laboratory Coordinator
Individual: Jabin Miller

Biology laboratory coordinator
· Primary responsibility is to support the freshman-level (LD) biology laboratories (BIOL 1400, 1440, 1441) by maintaining supplies and teaching materials.  Clean the labs as needed.
· Also, maintain general use lab supplies/inventory for some upper division biology courses.

Equipment maintenance and support
· General maintenance and organization of Dept offices and labs.  This may include moving items around throughout the Dept.
· Maintain and conduct annual preventive maintenance of departmental equipment for LD Biology courses.  Coordinate with vendors for commercial repairs.  Keep documentation associated with equipment.
· In coordination with the other Laboratory Coordinator, will assist with general/common use departmental equipment such as refrigerators, incubators, ultrapure LSC H20 system, and ice makers.
· Communicate with the University (UCA Environmental Health and Safety) on the inspection of all fume and biological hoods to ensure proper operation (and repair, if needed).

Inventory management – Point person in-charge
· Co-Property Manager with Dept Chair
· Maintain an up-to-date account of inventory items and place on a shared drive for Dept administration.  This includes their location and the faculty assigned to the item.  Conduct annual inventory by visually verifying the presence of each item by tag number.  
· Retire items not needed by the Dept.

Supplies storage and distribution
· Maintain/purchase stores of basic lab supplies (paper towels, soap, disposable gloves, etc.) and distribute to appropriate locations.  Routinely check all teaching labs to ensure they have adequate basic supplies.  Manage ethanol stores in a manner consistent with federal regulations and departmental policy.
· Assist with verifying contents of supply orders upon receipt.  Coordinate with office staff to resolve discrepancies.
· Maintain storeroom in LSC 142 in a manner which allows faculty and staff to schedule a time to obtain equipment and supplies.

Animals, hazards, safety – Dept Safety Officer
· Assist the IACUC Committee with animal room needs (as notified).
· Knowledge and training to conduct hazardous/chemical/animal waste disposal.
· Conduct routine safety and security inspections of all teaching and research spaces.
· Routine checking of first aid kits, safety showers, and eye wash stations in instructional labs.  
· Communicate to Chair about safety inspections and resulting recommendations for improvements.

Assist Department Staff
· Assist office staff and other laboratory coordinators as needed.
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Microbiology laboratory coordinator
· Prepare microbiology teaching labs for each week during the academic year and summer. This involves microbiological media preparation and distribution, bacterial stock acquisition, culturing, isolation, identification, and culture maintenance.
· Oversight and maintenance of the bacterial stock for all the microbiology courses.
· Maintain, repair, inventory, and order all lab supplies and equipment for microbiology courses.
· Oversees the autoclave rooms and its equipment in CCCS and LSC.
· Maintain the microbiology preparation manual for all microbiology courses.
· Management, training and supervision of student lab workers.
· Train instructors on proper use of equipment (if needed).

Instructional support for health science courses
· Assist microbiology instructors with lab instructional needs.
· Assist A&P instructors with any lab instructional needs.

Equipment maintenance and support
· General cleaning and servicing of all instructional microscopes (arrange commercial repair, if needed).
· General maintenance of autoclaves and freezer units in LSC and CCCS.
· In coordination with the other Laboratory Coordinator, will manage general/common departmental use equipment such as refrigerators, incubators, ultrapure LSC H20 system, and ice makers.  Coordinate with vendors for commercial repairs.  Keep documentation associated with equipment.

Assist Department Staff
· Assist office staff and other laboratory coordinators as needed.


