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INSTRUCTIONAL LABORATORY SUPERVISOR

DEFINITION
Under the direction of the assigned administrator, supervise, coordinate and perform the operations of
multiple laboratories on a college campus; ensure labs operate efficiently, effectively and safely; train,

supervise, and evaluate the performance of assigned personnel; perform related duties as assigned.

Instructional Laboratory Supervisor could be assigned to the following:

° Health Programs
° Science Programs
° Career Education Programs

TYPICAL DUTIES

Supervise, coordinate and perform the operations of instructional clinics/laboratories; train, supervise, and
evaluate assigned employees; participate in interviewing and the hiring process of selecting employees;
ensure compliance and accountability and adherence to applicable laws, regulations, policies and
procedures; prepare, monitor and maintain budgets and expenditures for assigned functions and activities
in accordance with District policies; administer disciplinary actions if necessary; work with District Risk
Management to maintain current knowledge of and ensure compliance with federal and state regulatory,
safety and health standards and to ensure safe and legal acquisition, use, storage and disposal of all
chemicals and hazardous materials in the clinics/laboratories; maintain all appropriate state and federal
permits and the required annual reports; in coordination with the dean and faculty, develop, record,
implement and oversee work/lab policies and procedures to ensure a safe and effective work and learning
environment; work with appropriate employees in maintaining Standard Operating Procedures (SOPs) for
clinical/laboratory preparation and cleanup; schedule personnel to support the clinical/laboratory
programs; specify, order, receive and issue materials, parts and supplies; monitor expenditures in
accordance with District and funding policies and procedures; maintain inventory of expendable supplies
and orders supplies needed for the operation of multiple clinics/laboratories; oversee preparation of
clinical/laboratory material and equipment for clinical/laboratory sessions and class demonstrations
according to the instructions of the faculty; acquires, controls, safely stores, operates, maintains, and
repairs large inventory of delicate, expensive clinical/laboratory equipment, and materials in assigned
area; this may include hazardous and infectious material; serves as resource person to instructors;
recommends renewal or need for new clinical/laboratory equipment and supplies; coordinate Coordinates
the purchase of new equipment and/or software; ensure the security of assigned assets; schedule
maintenance of assigned equipment and orders replacement components as needed; coordinate
clinical/laboratory upgrades and renovations in collaboration with faculty and assigned dean; coordinate
the scheduling and use of facilities and equipment with technicians and faculty and works with Facilities
Management regarding building concerns; perform related duties as assigned.

If assigned to Health Programs (Typical duties plus):

Oversee use of simulation equipment in an instructional setting; assist in coordinating scenario-based
learning; assist in the maintenance of records and documentations required for accreditation site visits or
audits; track expiration dates of supplies; assist with clinical laboratory reorganization efforts; assist with
supervising tutors for division.
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If assigned to Science Programs (Typical duties plus):

Act as the Chemical Hygiene Officer for the science labs; oversee daily operations and provide
instructional support across science laboratories; ensure life science museum/teaching collection is
maintained in good order, such as overseeing the repair/replacement of museum artifacts; oversee
collection and maintenance of live and preserved plant and animal specimens and bacterial cultures using
appropriate techniques, equipment, and procedures; collaborate with faculty and staff to ensure the safe
and efficient operation of science laboratories; support educational activities and facilitate outreach
efforts; and, oversee the scheduling of faculty use of the collection and other educational uses of the
collection.

If assigned to Career Education Programs (Typical duties plus):

Oversee use of simulation equipment and associated software, creative and studio environments, galleries,
mechanical shops, tutoring labs and program public service areas in an instructional setting; assist with
laboratory reorganization efforts, program tours/outreach events and acts as a liaison with IT, Campus
Operations and District Facilities Maintenance for a variety of career-specific programs; assist and
supervise the assembling and installing of laboratory equipment and furniture, the stocking and
organization of storage rooms, the equipment loan and rental programs; assist faculty to set up lab
exercises, equipment and demonstration areas; provide technical assistance.

QUALIFICATIONS

EXPERIENCE

One year experience in a lead or supervisory position in a related clinical/laboratory environment. Three
years of experience related to the duties of the assignment (the required lead/supervisory experience may
also be used towards meeting this requirement, if in the required fields).

One year of experience is equal to 12 months of experience at 40 hours per week. Applicable part-time
experience will be converted to the full-time equivalent for purposes of meeting the experience
requirement.

EDUCATION
Bachelor’s degree from an accredited institution in a discipline related to the assignment, or an Associate
degree from an accredited institution in a discipline related to the assignment plus two additional years of
qualifying experience (this experience must be in addition to the requirement specified under
“Experience”).

SPECIAL REQUIREMENTS
Any offer of employment is contingent upon the successful completion of a pre-employment physical
examination.

KNOWLEDGE OF

Principles and practices of effective leadership, supervision and training; applicable federal, state and
local laws and regulations, such as Education Code, Labor Code; applicable District policies, regulations,
collective bargaining agreements, standard operating procedures and objectives of assigned programs;
current industry practices; computer systems and applications related to coordinating clinical/instructional
laboratories used in the assigned area; clinic/laboratory subject matter, terminology and techniques,
specialized instruments, equipment and materials to be used in the assigned area; use of simulation
equipment in an instructional setting; safety data sheets (SDS); federal, state and local laws and
regulations which guide the safe and legal acquisition, use, storage, emergency procedures and disposal of
all chemicals and hazardous materials; safety regulations, procedures and practices; computer
software/programs as required to fulfill the requirements of the job; recordkeeping techniques in a
complex business environment; modern office practices, procedures and equipment.
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ABILITY TO

Perform the essential functions of the position; supervise and prioritize the work of assigned areas of
responsibility; select, train and evaluate employees; accurately apply and explain laws, regulations and
policies; identify, implement, and maintain sustainable systems, materials, equipment, and practices; plan,
organize, control and direct the operations of multiple instructional clinics/laboratories; use specialized
instruments and equipment for clinics/laboratories to which assigned; comply with, implement, oversee
and train others on applicable safety rules, regulations and practices to facilitate a safe working and
learning environment; analyze situations appropriately, develop courses of action to resolve problems,
and implement solutions; meet schedules and timelines; prepare clear, complete and concise reports;
maintain accurate and organized records; communicate information and give instructions clearly,
concisely and logically to others; prepare and deliver presentations; utilize current technology to
effectively perform responsibilities; establish and maintain cooperative and effective working
relationships with others; use interpersonal skills such as tact, patience and courtesy; work cooperatively
with the public, students and employees; exercise initiative and sound judgment; work well in a group
setting as well as independently with little direction or guidance; exercise discretion and confidentiality.

Collaborate and foster inclusion in a diverse organization.

Have sensitivity to and understanding of the diverse academic, socioeconomic, cultural, disability, gender
identity, sexual orientation, and ethnic backgrounds of individuals.

PHYSICAL AND ENVIRONMENTAL FACTORS: Stand and maneuver for extended periods of
time; bend at waist and knees; stoop and crouch; climb ladders; lift heavy objects (up to 25 pounds) with
and without assistance; reach for, grasp, pull and push equipment across various types of surfaces; and
manipulate small objects; routinely work with and around hazardous materials and allergens, which may
include pesticides, degreasers, oil or grease; make precisely coordinated movements of the fingers of one
or both hands to grasp, manipulate, or assemble very small objects; make fast, simple, repeated
movements of the fingers, hands, and wrists; and see details of objects at close range (within a few feet of
the observer).

TYPICAL EQUIPMENT USE (May include, but not limited to)

Current office technologies such as computers, printers, faxes, telephones, and copiers; other equipment
common to the field to which the position is assigned, such as equipment related to labs and stockrooms,
microscopes, autoclaves, chemical analytical instrumentations, hand and power tools, spectrophotometers,
testers, and meters, Computer Numerical Control (CNC) machines, welding rigs, commercial ovens,
Electrocardiogram (EKG) machine.
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