PART T DEPARTMENT OF HUMAN RESOURCES DEVELOPMENT 17.661
STATE OF HAWAIT

Class Specifications
for the Class:

PUBLIC HEALTH MICROBIOLOGY LABORATORY MANAGER
(PUBLIC HLTH MICRO LAB MGR)

Class Distinguishers:

Managerial Responsibility: This class reflects
responsibility, as a branch chief, for managing the activities of
a public health microbiology laboratory program which provides,
on a statewide basis, a variety of professional
clinical/laboratory services to State, federal and county
agencies, private businesses, various interest groups and
individuals. The intensity of activities is such that it
requires the direction of a sizable staff of professional
microbiologists and related personnel, organized in several
sections, each responsible for carrying out specialized
activities, through subordinate supervisors.

A position in this class is responsible for formulating
policies and procedures and long- and short- range goals and
objectives; providing consultative advice and assistance in
technical matters; and has significant responsibility for
establishing and maintaining effective working relationships with
representatives of various public and private sector agencies,
institutions, and individuals.

Supervision Received and Guidelines Available: The work is
performed under the general supervision of the State Laboratories
Division chief and in accordance with pertinent federal, State
and county laws, rules, regulations, policies and standards.

Full Performance Knowledge and Abilities: (Knowledge and
abilities required for full performance in this class.)

Knowledge of: Principles and practices of microbiology and
clinical laboratory procedures, techniques and equipment;
principles and applications of a wide range of analytical
instruments; trends, research and recent developments in
microbiology and related fields; pertinent federal, State and
local regulatory requirements, standards and issues; principles
and practices of supervision and management; and report writing.

Ability to: Plan, organize, coordinate and direct the
activities of a public health microbiology laboratory program;
develop policies, procedures and standards; develop quality
control and quality assurance guidelines to assure accuracy of
laboratory results; serve as technical consultant and speak for
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the department on technical matters; evaluate program
effectiveness and recommend improvements; prepare, recommend and
justify operating budget, expenditure and staffing requirements;
establish and maintain effective working relationships with
associates, representatives of State and other governmental
jurisdictions, private agencies and individuals; supervise, train
and evaluate the work of others; speak clearly and influentially
with managers, administrators, and representatives of private and
public agencies in groups or individually; and write clear and
concise reports, correspondence, memoranda, and policies and
procedures.

Examples of Duties: (Positions may not be assigned all of the
duties listed, nor do the examples necessarily include all the
duties that may be assigned. The omission of specific statements
does not preclude management from assigning such duties if such
duties are a logical assignment for the position. The
classification of a position should not be based solely on the
examples of duties performed.)

1. Plans, organizes, directs, coordinates and implements
the operation of a statewide public health microbiology
laboratory program's services and activities.

2. Establishes and maintains policies, procedures, manuals
and guidelines for the branch ensuring compliance with
federal, State and local requirements and standards.

3. Develops long- and short-term goals and strategies.

4. Establishes priorities for the branch.

5. Formulates and justifies budget and expenditure plans.
6. Evaluates validity, accuracy, currency and efficiency

of laboratory tests, protocols, and procedures.

7. Reviews and approves implementation of new laboratory
tests, protocols, techniques, and procedures.

8. Reviews and approves all quality assurance protocols,
procedures and documents.

9. Keeps abreast of research, trends and new analytical
techniques in microbiology and related fields.

10. Provides consultation and technical assistance to
branch personnel, other departmental programs, health
institutions, private physicians, and other public and
private agencies and individuals.
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11. Assists in the development and updating of Hawaii
Administrative Rules pertaining to the regulation
and/or certification of laboratories and other branch
regulatory matters.

12. Conducts and/or oversees the conduct of the more
developmental and/or technically demanding laboratory
procedures.

13. Ensures coordination and provision of microbiological
laboratory support services to users.

14. Prepares and/or ensures the preparation of all required
data, reports and documents.

15. Represents the branch, department or State by attending
and/or speaking at meetings, symposia, seminars, etc.

16. Ensures provision/provides testimony in court on branch
related matters.

17. Provides supervision to subordinate supervisors.

18. Determines staffing and resource requirements to meet
branch needs.

19. Performs personnel management functions including

interviewing and selecting employees, providing
training, evaluating employees' performance, initiating
requests for personnel actions, approving leave
requests and handling disciplinary problems.

This is the first specification for the new class PUBLIC
HEALTH MICROBIOLOGY LABORATORY MANAGER (PUBLIC HLTH MICRO LAB

MGR) .

Effective Date: 6/1/90

DATE APPROVED: 12/28/94 /s/ Ann K. Kon

for SHARON Y. MIYASHIRO
Director of Human Resources
Development
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