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JOB DESCRIPTION

This form summarises the purpose of the job and lists its key tasks.
It may be varied from time to time at the discretion of the College in consultation with the postholder.
	Job Title: Departmental Technician 
	Job ref no: PPS-0168-23

	Grade: 5
	Department:  PPS

	Accountable to: Judy Mitchel
	Responsible for: n/a


	Job summary:  
This is a technical role supporting undergraduate and postgraduate teaching and research in the PPS mainly at the Camden site, and with occasional work at our Hawkshead site. The successful candidate will join a team of five other technicians and will work across the department. 
Main duties:
· Support undergraduate practical classes and laboratory projects, covering all aspects of biology and biomedical science.
· Oversee a small suite of research laboratories and other research facilities. 
· Support the Senior Laboratory Manager in carrying out general administrative duties. 

	Competency: Service Delivery
Key tasks: 

· Responsible for the efficient and smooth running of the laboratories. Duties include maintenance of basic laboratory equipment, managing and organising the general laboratory areas, and assisting with laboratory inductions for new laboratory users.
· Culture of micro-organisms, solution preparations, laboratory practical preparation and assistance during sessions. 
· Assist colleagues in carrying out general administrative duties, including securing quotations from suppliers, ordering goods and services, maintaining records and inventories, and preparing risk and COSHH assessments.

	Competency: Teaching, Training and Learning Support
Key tasks:  
· Source and prepare laboratory materials and equipment for undergraduate practical classes and participate in delivery of practical class teaching during term time. 

· Clear and tidy-up after each practical class or teaching session.
· Be involved in the organization and running of undergraduate research projects, liaising with the academics in charge.
· Provide training in laboratory techniques to undergraduate and postgraduate students.

	Competency: Planning & Organization
Key tasks:  

· Monitor and ensure the cleanliness and sterility of laboratory areas, in particular the cell culture facility, and maintain incubators and flow hoods.
· Monitor fridges and freezers, and defrost fridges and freezers, including the -80°C freezers, as necessary.

· Carry out basic maintenance of laboratory equipment and ensure that equipment is fit for use. 
· As necessary arrange for the equipment engineer to visit the College for preventive maintenance or repair visits and supervise the engineer while on site.
· Ensure deliveries for the department are correctly stored and distributed. 
· Provide cover for absent staff, as required.

	Competency: Knowledge and Experience
Key tasks: 

The post will involve occasional laboratory support for academic researchers in the following techniques. 
· Microbiology
· Cell and tissue culture. 
· Microscopy
· Molecular biology including isolation of DNA and RNA and real-time and conventional PCR 

Undertake and proactively engage in any relevant training and CPD required for the post.



	Competency: Communication
· Work closely with other members of the technical team to ensure effective teamwork. 

· Train colleagues, new starters and visitors in laboratory protocols and techniques.
· Communicate with staff and students any relevant information necessary for the effective running of facilities and laboratories. 
· Collate, record, and analyse any research results generated, communicating them effectively both verbally and in writing when required. 
· Use of databases including Access, SharePoint, and Microsoft Office suite to maintain records and inventories. 
· Attend and contribute to technical team and other meetings.

	Competency: Work Environment 

Area Safety Supervisor for a small suite of research laboratories: 
· Carry out safety inductions and equipment training to new starters as required.

· Write and review risk and COSHH assessments and other laboratory protocols as required.
· Maintain a list of chemicals and hazardous substances. 
· Periodically carry out safety and fire prevention inspections of work area as required.
· Ensure the disposal of laboratory waste, including preparing the necessary documentation and arranging collection by contractors.
· Remove and dispose of clinical waste from the laboratory as required.
· To be trained and become a first aider within Camden campus.
*The successful candidate will receive all the necessary training to enable them to carry out their health and safety role.  


	Flexibility: To deliver services effectively, a degree of flexibility is needed, and the post holder may be required to perform work not specifically referred to above. Work flexibly across two sites as required and assist with tasks in other departments, as required and requested. As a member of the PPS technical team the appointee may be asked to provide emergency support, out of hours if necessary.



