
Dir, Instruct & Research 
Labs
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JOB INFORMATION
Job Code HC51
Job Description Title Dir, Instruct & Research Labs
Pay Grade RE09
Range Minimum $56,610
33rd % $69,820
Range Midpoint $76,420
67th % $83,030
Range Maximum $96,230
Exemption Status Exempt
Approved Date: 1/1/1900 12:00:00 AM
Legacy Date Last Edited 1/25/2017

JOB FAMILY AND FUNCTION
Job Family: Research
Job Function: Lab & Field Operations

JOB SUMMARY
Responsible for the overall operation, leadership, direction, and administration of the laboratories in accordance 
with governmental regulations.

RESPONSIBILITIES
• Directs and oversees the submission of annual reports on research activities and expenditures and 

educational activities and production of degrees to governmental and scientific organizations ensuring 
compliance with regulatory and professional standards by national and professional organizations and 
government agencies that sponsor scientific research.

• Serves as a liaison with environmental, safety, risk management and regulatory agencies to arrange 
laboratory safety and environmental inspections as well as completes reports and responds to agency 
recommendations.

• Monitors and reports on the chemistry building, its internal infrastructure and the department's teaching and 
research facilities, e.g. specialized equipment and storage and processing of chemicals, gases, and reactive 
materials.

• Administers the undergraduate laboratories to include the coordination of teaching assistant assignments.
• Assembles and reports data pertaining to undergraduate degree requirements, assessments, and 

accreditations.
• Maintains student records and faculty-approved policy documents pertaining to the graduate degree 

programs and advises the Graduate Program Officer on graduate student eligibility for assistantships and 
progress toward degrees.

• Identifies and prioritizes laboratory equipment purchases.
• Coordinates department activities pertaining to graduate and undergraduate recruiting and outreach.

SUPERVISORY RESPONSIBILITIES

Supervisory Responsibility May be responsible for training, assisting or assigning tasks to others. May 
provide input to performance reviews of other employees.

MINIMUM QUALIFICATIONS
To be eligible, an individual must meet all minimum requirements which are representative of the knowledge, 
skills, and abilities typically expected to be successful in the role. For education and experience, minimum 
requirements are listed on the top row below. If substitutions are available, they will be listed on subsequent 
rows and may only to be utilized when the candidate does not meet the minimum requirements. 



MINIMUM EDUCATION & EXPERIENCE

Education
 Level

Focus 
of 

Education
 

Years 
of 

Experience

Focus 
of 

Experience
 

PhD In Chemistry or related And 2 years of Experience in analyzing chemical 
research and the coordination of lab 
operations, and procedures.

MINIMUM KNOWLEDGE, SKILLS, & ABILITIES
Knowledge of laboratory techniques, safety procedures, and government regulations.

MINIMUM LICENSES & CERTIFICATIONS

Licenses/Certifications Licenses/Certification 
Details Time Frame Required/

Desired  

None Required.

PHYSICAL DEMANDS & WORKING CONDITIONS

Physical Demands Category: Other

PHYSICAL DEMANDS

Physical Demand Never Rarely Occasionally Frequently Constantly Weight

Standing   X   
Walking   X   
Sitting     X
Lifting X     
Climbing   X   
Stooping/ Kneeling/ Crouching   X   
Reaching   X   
Talking    X  
Hearing    X  
Repetitive Motions   X   
Eye/Hand/Foot Coordination   X   

WORKING ENVIRONMENT

Working Condition Never Rarely Occasionally Frequently Constantly

Extreme cold  X    
Extreme heat  X    
Humidity  X    
Wet  X    
Noise  X    
Hazards  X    
Temperature Change  X    
Atmospheric Conditions  X    
Vibration  X    

Vision Requirements:



Ability to see information in print and/or electronically.


