MANAGER OF LABS (CTEL)

DISTINGUISHING FEATURES OF THE CLASS: Under the general supervision of the
Administrative Director of Laboratory Services, this position is responsible for managing the
clinical and administrative functions of the CTEL Laboratory for the Westchester Medical
Center. This includes responsibility for policy development and implementation,
establishment of procedural systems and controls, audit and review of guidelines, regulatory
compliance and quality assurance. Administration is exercised over laboratory supervisors,
cytotechnologists and support staff. Does related work as required.

EXAMPLES OF WORK: (lllustrative Only)

Develops, plans, coordinates and administers the activities of the CTEL laboratory to ensure
quality, timely, and efficient operations;

Establishes quality assurance indicators, measurements and outcomes to quality
management staff and prepares statistical reports as required;

Provides education to staff regarding job safety requirements, ensuring compliance with
regulations and standards;

Provides leadership and direction for all administrative laboratory service in the CTEL
Laboratory and implements changes as needed to improve performance;

Creates quality assurance indicators to improve laboratory performance by monitoring
measurements, outcomes and turnaround time;

Implements, supervises, and monitors current and new operating processes, strategies and
standards across the CTEL section;

Provides input into collaborative goals, objectives and strategies for assigned sections and
develops strategies and activities designed to achieve short and long term goals;

Develops, implements and monitors operating and capital departmental budget, analyzes
financial reports and variances, and creates and presents statistical reports to senior
management as needed,;

Reviews, revises and creates protocols in accordance hospital objectives and strategies to
address clinical operational issues;

Prepares statistical reports for the Medical Director and Administrative Director of
Laboratory Services regarding laboratory results and procedures in the CTEL laboratory;

Recommends hiring, training, discipline and termination of laboratory staff and provides
guidance to laboratory supervisors on human resource issues; oversees and monitors
compliance with performance evaluations and competencies, and ensures timely
completion;
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EXAMPLES OF WORK: (lllustrative Only) (Continued)

Monitors mandatory requirements such as employee evaluations, healthcare compliance
surveys, employee health assessments and staff competencies and ensures timely
completion;

Develops opportunities for education and professional development for all levels of staff;
Coordinates automated clinical systems upgrades with laboratory technical staff.

FULL PERFORMANCE, SKILLS, ABILITIES AND ATTRIBUTES: Thorough knowledge of
the principles, techniques, procedures, instrumentation and safety precautions used in a
CTEL laboratory; thorough knowledge of all functional (equipment, programs, systems,
functional capabilities) and administrative aspects of a CTEL laboratory; good knowledge
of a hospital organization and functioning; thorough knowledge of CTEL laboratory
regulation and licensing; ability to implement quality control standards; ability to construct
technical and administrative reporting procedures; ability to provide technical consultation
to laboratory staff, physicians and nurses; ability to supervise and coordinate the work of
others; ability to communicate effectively both orally and in writing; ability to establish and
maintain effective working relationships; thoroughness; dependability; accuracy; sound
professional judgment; physical condition commensurate with the requirements of the
position.

MINIMUM ACCEPTABLE TRAINING AND EXPERIENCE: Possession of a license and
current registration issued by the New York State Education Department as a Clinical
Laboratory Technologist and either: (a) six years of subsequent medical technologist
laboratory experience in an approved hospital or public health laboratory, including four
years in a CTEL laboratory which included responsibility for ensuring compliance with
regulatory and accreditation requirements, two of which were at the supervisory level; (b) a
Bachelor’s degree* in medical technology and six years of subsequent experience, pre or
post license, described in (a); (c) a Bachelor's degree* in one of the chemical, physical or
biological sciences and seven years of subsequent experience, pre or post license,
described in (a); (d) a Master's degree * in one of the chemical, physical or biological
sciences and four years of subsequent experience, pre or post license, described in (a).

SPECIAL REQUIREMENT: Licensure and current registration as a Clinical Laboratory
Technologist issued by the New York State Department of Education must be maintained
throughout employment in this title.

*SPECIAL NOTE: Education beyond the secondary level must be from an institution
recognized or accredited by the Board of Regents of the New York State Education
Department as a post- secondary, degree-granting institution.
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