	 Job Description and Person Specification (HR5)
	 
[image: image1.png]UNIVERSITY OF

Southampton





	Job Description

	Faculty/Department:


	Medicine

Clinical and Experimental Sciences Academic Unit

	Post Title:


	Chlamydia Biobank Assistant 
Part-time (0.44 fte/15.5 hours per week)


	Please enter Level under appropriate Career Pathway
	ERE
	TAE
	MSA
	CAO
	R.Nurse
	Clinical

	
	
	3
	
	
	
	

	ERE Category
	Academic Posts
	Non-Academic Posts

	
	Academic

(mixed)
	Research

only
	Teaching

only
	Enterprise
	Education Development

	
	
	
	
	
	

	Posts Responsible to (and Level):
	Biobank Manager (level 4)

and

Faculty Laboratory Manager based on floor C, laboratory and pathology block (level 4)

	Posts Responsible for (and Level):
	No  line management responsibilities



	Job Purpose: 

To provide technical support for the Chlamydia Biobank and assist the Faculty Laboratory Manager based on floor C, laboratory and pathology block.


	1. Technical Support for the Chlamydia Biobank

· To receive chlamydia biobank samples (live cultures and DNA).

· To liaise with senders regarding received packages.

· To liaise with Customs as required.

· To remove external packaging (retaining sample containment).

· To store contained samples at an appropriate temperature.

· To make of log of received samples.

· To externally package and label contained biobank samples for transportation in line with national and international carriage regulations, and with appropriate methods of temperature control.

· To organise the transportation of samples by liaison with couriers and sending/receiving organisations.

· To communicate with members of the Chlamydial research group (mainly Biobank team) on sent and received samples.

· To investigate late and missing Biobank packages.

· To receive instruction from members of the Chlamydia research group/Biobank team, the Molecular Microbiology laboratory manager, and the CES health and safety officer.

· To undertake the culture of cells and chlamydia.

· To carry out PCR testing for mycoplasma contamination of cultures.

· To assist with updating the inventory of samples using appropriate software packages, such as Freezerworks.
· Any other duties/activities required for the efficient running of the biobank.
2.
Support and Resource Management for Other Laboratory Activities. 
· To order and maintain laboratory supplies, reagents and equipment for the research teams, and to arrange shared purchases where appropriate.  To liaise with suppliers to obtain quotations, purchase contracts, discounts and to arrange maintenance contracts.

· To oversee the efficient running of CL2 culture facilities inclusive of ensuring that all equipment (primarily class I and II microbiological safety cabinets, and incubators) are maintained in a clean and sterile condition and to ensure regular supply of media, sera, enzymes, antibiotics, buffers, plasticware.

· To oversee and trouble shoot maintenance of all essential laboratory equipment, including warmroom, coldroom, water purification equipment, ice-machine and freezers; and to liaise with suppliers to arrange replacements or on-site/off-site repairs. This will ensure minimal disruption to research work.

· To oversee upkeep of liquid nitrogen and carbon dioxide supplies and ensure top up of liquid nitrogen tanks containing frozen materials and to ensure constant supply of carbon dioxide to cell culture incubators.

· To support and train staff in the use of, and to maintain, laboratory equipment e.g. microscopes, quantitative PCR instrumentation, gel imagers, scintillation counters, centrifuges. 

· To create and maintain accurate logs of equipment usage for the purpose of aiding maintenance and where necessary for management of cost recovery from users.

· To help manage any refurbishment process related to laboratories and offices occupied by staff and infrastructure.

· To monitor the usage of facilities to ensure that appropriate codes of practice are followed, in order that a clean working environment is maintained.

· To assist with managing the activities of the medical laboratory assistants on level C.

3. Support for Health and Safety 
· To assist with all aspects of health and safety in laboratories in which staff carry out research activities, and actively implement appropriate changes to bench practices or local administration procedure as appropriate.

· To assist in the reporting of accidents and health and safety breaches to the Academic Unit Health and Safety Officer.

· To assist members of level C with the preparation of risk assessments and standard operating procedures for all experimental procedures, and to maintain records, to ensure compliance with relevant health and safety legislation.

· To assist with health and safety inspections, to prepare reports of these, and follow up any actions required. This will ensure that Faculty health and safety arrangements are implemented.

· To assist in the induction of new staff/students, and to advise all members of level C on appropriate health and safety matters.
· To assist in the preparation of an annual report to illustrate health and safety activity over the previous year. 

· To be a fire warden for level C ensuring staff compliance with regulations and attendance at safety lectures.

· To be a manual handling assessor for level C.

· To be a workstation assessor for level C.

· To assist the radiation protection supervisor for level C.

· To be a first aider for level C, if required.
	% Time

50

25%

25%

	Internal & External Relationships: (nature & purpose of relationships)

· To meet regularly, and receive instruction from, other members of the Chlamydia research group/Biobank team.
· To work with, and receive instruction from, the floor C laboratory manager, for other laboratory duties.
· To form close working relationships with senior academics, research staff and students; primarily on level C.

· To form close working relationships with other members of the CES technical team.

· To communicate with SUHT and University maintenance staff regarding the servicing and maintenance of building fixtures.

· To contact companies regarding the service and maintenance of departmental equipment. 

· To liaise with contractors and other visitors to ensure their safety whilst in the department.

· To interact with the central safety group, using well developed written and verbal communication skills to communicate clearly, accurately and concisely.  In particular, with the Radiation Protection Service regarding policy, the interpretation of standards, and the reporting of statistical information. 

· To communicate with other Radiation Protection Supervisors and Safety Officers as necessary.

	Special Requirements:
· To attend meetings of academic unit, faculty and/or University committees wherever appropriate.

· Willingness to attend relevant internal/external training courses.

· Willingness to be a listed contact name held by SUHT security for emergency purposes for the Biobank.
· To cover for absence of the level C Laboratory Manager due to annual leave.
· Ability to plan and progress work within the guidelines dictated by technical standards, and also health, safety and security legislation.

· Willingness to be flexible with regard to time when necessary, especially for example during holiday periods when liquid nitrogen deliveries need managing.
· In the case of emergency, e.g. freezer breakdown, fire, to be prepared to be called out to work out of normal working hours i.e. weekends and/or night-time. 

· The postholder will be required to receive vaccination against certain pathogens if specified by risk assessment.

· The postholder may be required to work with ionising radiation and hazardous chemicals.

· The postholder will be associated with work involving genetically modified organisms, dangerous pathogens and laboratory animals.




	Person Specification

	Criteria
	Essential
	Desirable
	How to be assessed

	Qualifications, Knowledge and Experience:

BSc(Hons) in biological subject

Considerable experience working in a biological, research-based laboratory

Practical maintenance of scientific equipment

Knowledge of cell and molecular biology based technologies
Cell/Tissue culture 

Use of radioisotopes

	X


	X
X
X
X
X
	CV
CV

Interview

CV

CV



	Planning and Organising:

Good organisational skills

Ability to plan own workload

Ability to use own initiative

	X

X

X
	
	CV
CV/

interview



	Problem Solving and Initiative:

Ability to learn or use new software packages

Ability to define problems


	X

X


	
	CV
interview



	Management and Teamwork: 

Ability to work independently and within a team

Ability to share relevant information and communicate appropriately with immediate team members

Good Time Management

Demonstrated ability to participate in formal and informal instruction
Team worker
	X

X

X

X
X
	
	interview

interview

interview

CV
CV

	Communicating and Influencing:

Good verbal and written communication skills

Friendly, helpful, diplomatic

Ability to relate to staff at all levels


	X

X

X
	
	interview

interview

interview



	Other Skills and Behaviours: 

Willingness to learn and develop new skills


	X


	
	interview

	Special Requirements:

The ability to work flexible hours at busy periods

Ability to diagnose faults in scientific equipment

Aptitude for the repair of electromechanical equipment

Ability to move and lift heavy objects

Willingness to attend training courses

	X

X
X
	X
X

	interview

interview

interview

interview
interview


Job Hazard Analysis Form - Appendix to Job and Person Specification

Please tick one of the following statements:

	This post is an office-based job with routine office hazards e.g. use of VDU (if ticked, no further information needs to be supplied)
	

	This post has some hazards other than routine office e.g. more than use of VDU
	(


Please tick all those that apply, and put N/A if not applicable

	Environmental Exposures
	O*
	F
	C

	Outside work 
	
	
	

	Extremes of temperature (eg fridge/ furnace)
	
	
	

	Potential for exposure to body fluids                                                       ##
	(
	
	

	Noise (greater than 80 dba - 8 hrs twa)                                                    ##
	
	
	

	Exposure to hazardous substances (eg solvents, liquids, dust, fumes, biohazards). Specify ………………………………………………………….         ##
	(
	
	

	Frequent hand washing
	
	(
	

	Ionising radiation.                   
	(
	
	

	 Equipment/Tools/Machines used
	
	
	

	Food Handling                                                                                         ##
	
	
	

	Driving university vehicles(e.g. car/van/LGV/PCV)                                    ##
	
	
	

	Use of latex gloves (note: prohibited unless specific clinical necessity)     ##                                                                      
	
	
	

	Vibrating tools ( e.g. strimmers, hammer drill, lawnmowers)                    ##
	(
	
	

	Physical Abilities
	
	
	

	Load manual handling. 
	(
	
	

	Repetitive Crouching/Kneeling/Stooping
	(
	
	

	Repetitive Pulling/Pushing
	(
	
	

	Repetitive Lifting
	(
	
	

	Standing for prolonged periods
	
	
	

	Repetitive Climbing i.e. steps, stools, ladders
	
	
	

	Fine motor grips (e.g. pipetting)                                                       
	(
	
	

	Gross motor grips
	(
	
	

	Repetitive reaching below shoulder height
	(
	
	

	Repetitive reaching at shoulder height
	(
	
	

	Repetitive reaching above shoulder height
	(
	
	

	Psychosocial Issues
	
	
	

	Face to face contact with public
	
	
	

	Lone working
	(
	
	

	Shift work/night work/on call duties                                                        ##
	(
	
	


O – Occasionally (up to 1/3 of time); F – Frequently (up to 2/3 of time); C – Constantly (more than 2/3 of time) ## denotes to HR the need for a full PEHQ to be sent to all applicants for this position.

	FOR FACULTY/SERVICE USE ONLY
	ResourceLink Post Number

	Which post does this job report to
	

	Is this post a Line Manager?
	Yes
	
	No
	

	If yes, which posts directly report into it?
	ResourceLink Post Number

	Post 1
	

	Post 2
	

	Post 3
	

	Post 4
	

	Post 5
	

	Post 6
	

	Post 7
	

	Post 8
	

	Please add additional rows as required
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