
JOB DESCRIPTION

POSITION TITLE



Stockroom Technician
REPORTS TO:



Biology Department

PRIMARY FUNCTION: 
Providing the technical support for all Biology labs and the Stockroom serving 15-20 Biology Department faculty serving an average 300 majors and 1425 students taking biology courses each year.  Providing responsibility areas 1-6 to the Psychology Department serving an additional 11 faculty and an average of 70 majors per year.
AREAS OF RESPONSIBILITY:


1. Function as a purchasing agent to supply biology labs with supplies and equipment, conducting vendor bids several times each year.

2.
Maintain detailed records of all purchase/billing transactions, departmental and research accounts, departmental inventory of equipment and location.

3.
Generate monthly budget reports reporting the cost breakdown of each course/lab taught in the department.  Function as gate-keeper for all department credit cards.

4.
Train student workers and teaching assistants about safety techniques and procedures in the teaching labs and work areas of the department.

5.
Responsible for maintaining a computer file inventory of chemical and media stocks, MSDS forms for chemicals, arranging for hazardous waste storage and disposal, maintaining first-aid stations with supplies and equipment.

6.
Initiate the repair of damaged equipment/sale of old equipment, maintenance and calibration of all the equipment used in the teaching and research labs.

7.
Assist professors with setting up and providing materials for lab courses, including special orders. local purchases, media solutions, purchase and care of live animals, equipment particular to course, etc.

8.
Build a collection of standard protocols and media solution recipes to ensure these are easy to access and replicate for TA’s and faculty.

9.
Ensure that departmental stockroom and storage facilities are kept safe and clean by regular inspections, reporting damaged or worn out equipment, reporting heating/cooling problems/water problems, and disposing of waste materials in a prudent manner.

10.
Maintain Science Center Lobby aquaria for educational displays and the enjoyment of those entering the Science Center.

11.
Assist as needed for setting up equipment and refreshments for seminars and special events; being available to assist whenever needed by faculty and staff in other FNSM departments.

SUPERVISORY RESPONSIBILITIES: 
Function in hiring and supervising all biology student workers that perform as teaching assistants, stockroom workers, greenhouse, garden, animal care and aquaria workers.

CONTACTS:
Biology Department Chair and faculty members within the department, Associate Dean for Natural Sciences & Math, Administrative Offices, Bon Appétit, Chemical Hygiene Officer, current students, catalog and community vendors

EDUCATION: 
Essential:
B.A./B.S. in Biology or other Natural Science


Desirable:
Training in safe handling of chemicals and biohazards. 

EXPERIENCE:
Essential:
2-4 years of comparable experience in a like facility 


Desirable:
Experience applying animal use or hazardous chemical regulations.

KNOWLEDGE, SKILLS, ABILITIES:

· Ability to interact effectively with vending agents, stockroom and lab student workers, staff and faculty.

· Excellent verbal and written communication skills; good keyboard skills; good math and clerical skills; accuracy; knowledge of the accounts payable systems and accounting practices.

· Familiarity with basic biological instrumentation and solution preparation; willingness to learn.

PHYSICAL DEMANDS:
Ability to lift and move heavy objects (40 lbs. minimum); willingness to handle hazardous chemicals and radioactive materials.

WORKING ENVIRONMENT:
Normal science stockroom/lab setting and environment

WORK SCHEDULE:
FTE:  1.0


Term:
Full-time


Shift: Campus office hours

APPROVAL:
Biology Department Chair

DATE:
June 2004

