
Western Kentucky University

Position Description

Position Title: Chemical Supplies Technician
FLSA Category: Unknown
Date: July 2004
Salary Grade: Unknown
Purpose of Position

The Chemical Supplies Technician is responsible for dispersing laboratory equipment and supplies from the stockroom. Position is also responsible for serving as a laboratory assistant for upper level and extended campus Chemistry courses.

Primary Job Functions

The following duties are customary for this position, but are not to be construed as all-inclusive.  Duties may be added, deleted, and assigned based on management discretion and institutional needs.

· Supervises the disbursement of lab equipment, supplies, and chemicals from the TCCW stockrooms.

· Maintains accurate records of supply disbursement.

· Assists in maintaining inventory of lab supplies in the stockrooms.

· Maintains computer inventory of all chemicals in the Chemistry Department.

· Orders chemicals and equipment.

· Processes proper paperwork necessary to authorize payment.

· Process payment of bills associated with the operations of the Chemistry Department.

· Receives departmental purchases.

· Serves as lab assistant for upper level and extended campus Chemistry courses.

· Prepares samples and chemicals needed for academic labs held in TCCW.

· Oversees hazardous waste disposal according to EPA guidelines.

Secondary Job Functions

None.
Minimum Training and Experience Required

Bachelor’s degree in a science area, Chemistry preferred; lab experience associated with a science degree required; one year experience as a laboratory assistant and/or work in a stockroom.

Knowledge and Skills Required

Manual laboratory skills using electronic balances, pH meters, and spectronic instruments; walking, standing, bending, and reaching required.

Physical and Mental Abilities Required
Ability to lift and carry lightweight to medium weight supplies and instruments; ability to pay attention to detail and safety guidelines.

Organizational Relationships

Unknown.
Chemical Supplies Technician

Performance Expectations

The duties and responsibilities of this position must be performed in a competent manner following the highest standards of professionalism, integrity, accountability, responsibility, cooperation, and customer service. 
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