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Classification Specification
	

	
	7536200

	
	LABORATORY PROJECT MANAGER



Class Summary
The responsibilities of this classification are to manage assigned laboratory projects for internal and external customers, including intake, scheduling, technical and regulatory consultation, coordination with each lab section throughout the project, quality assurance, responsiveness to customer needs and objectives and timely completion of projects.
Distinguishing Characteristics
This is a single-level classification and is distinguished from other classifications in that incumbents are responsible for managing laboratory projects.  

Examples of Duties (May vary by position)
1. Advise customers approaching the lab with potential projects; communicates lab services and methods, probable timeframes, contractual practices, etc. 

2. Provide independent technical advice to customers and Lab staff regarding analytical and sampling strategies and concerns, such as what Environmental Protection Agency (EPA) method or types of Quality Control (QC) would be needed or were used on a given sample type for a specific category of compounds, or what sampling strategies are available or should be used, based on the customer's objectives.

3. Coordinate the provision of further scientific and field expertise and regulatory advice by appropriate lab sections.

4. Function as primary liaison between customer and lab sections throughout life of projects, providing high customer support by scheduling incoming projects, monitoring progress for timely completion, coordinating schedule and project requirement changes, answering customer inquiries and advising on problems.

5. Coordinate and review draft and final data and reports for adherence to required data formats and regulated methods, contractual requirements, correctness of QC criteria, and reasonableness and clarity of entire package. Responsibility for ensuring timely transmission of project deliverables to the customer.

6. Facilitate and advise teams of section representatives who are responsible for projects in their respective areas; advise other lab project coordinators on project management subjects.

7. Design project management systems as needed, e.g., project management information system.
8. Arrange for work to be subcontracted for analyses that cannot be performed by the Laboratory.

9. Will occasionally examine project sampling sites, sampling equipment installations in the field and contract laboratories.

10. Perform other duties as assigned.

Knowledge/Skills (May vary by position)

Knowledge of EPA and other commonly used methods for testing a wide range of environmental parameters, including a broad, basic understanding of testing and sampling protocols and reporting requirements and a detailed understanding of quality assurance/quality control and sample requirements

Familiarity with bench level analytical chemistry methods as applied to environmental soil, sediment, tissue and water samples

Familiarity with regulatory guidelines for National Pollutant Discharge Elimination System (NPDES), hazardous waste regulations and related aspects of the Leaking Underground Storage Tank program for the State of Washington (desired)

Skill in organization in the face of frequently changing priorities and conditions

Skill in written and oral communication 

Skill in customer service, including interpersonal skills

Skill in leadership and supervision

Skill in using word-processing, database and other microcomputer software applications including laboratory information management systems

Skill in communicating clearly, interacting professionally and developing cooperative working relationships with employees at all levels and external customers

Skill in working with and promoting mutual respect among all workers in a diverse workgroup

Skill in participative group problem solving and decision making

Licensing/Certification Requirements
Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Exempt (Administrative)

	Levels within same series
	None
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