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KETCHIKAN INDIAN COMMUNITY
JOB DESCRIPTION

	

	Position: 
	Phlebotomist
	Reviewed by:
	

	Department:
	Laboratory
	Supervisor
	June 2005

	Reports to: 
	Laboratory Supervisor
	HR Director
	June 2005

	Status:
	(  Exempt
	(  Non-exempt
	Approved by:
	

	Full-Time, Permanent
	General Manager
	

	Indian Preference:  In accordance with the Indian Preference Act of 1934, application for the position must include verification of Indian blood.  


Purpose 

Ketchikan Indian Community (KIC) job descriptions are a management tool to help organize duties and provide employees with the employer’s expectations with regard to a specific job classification.  The duties listed are intended only as illustrations of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is a reasonable assignment for the position.  This job description is not an employment agreement or contract.  Management has the exclusive right to alter this job description at any time without notice.
Job Summary
Incumbent will perform phlebotomy and process specimens in a timely manner for transport and/or analysis insuring the integrity of the specimen is maintained.  Age appropriate procedures will be utilized for all age groups while performing in-house collection of blood, urine, and other body fluids.
Incumbent is responsible for recognizing results or problems that require referral to the Laboratory Supervisor.  The position is in a fast-paced ambulatory setting; often hectic in the morning, constant concentration required when collecting, preparing and processing specimens.  Very little opportunity for sitting throughout the day.
Essential Phlebotomist Job Functions
PROVIDES LABORATORY PATIENT CARE SERVICES BY
· Correlating unexpected results with disease states;

· Applying scientific principles theory of testing procedures for instruments, reagents, and quality control to determine the rationale behind unexpected or inconceivable results;

· Logging specimens

· Keeping accurate records;

· Distributing reports to appropriate staff in a timely manner while avoiding and correcting clerical errors

· Acting as liaison between staff and contracted laboratory in determining proper ordering, processing, and tracking of tests;

Essential Testing Personnel Job functions
· Responsible for specimen processing, test performance, reporting test results within specific time limits, and maintaining patient test results;
· Constant concentration required when collecting, preparing and processing specimens.

· Performing only those moderate complexity tests that are authorized by the Laboratory Supervisor and require a degree of skill commensurate with the individual’s education, training, experience, and technical abilities;
· Responsible for identifying any problems requiring immediate action;
· Following the corrective action policies and procedures whenever tests systems are not within the established acceptable performance levels;
Essential Testing Personnel Job functions(cont.)
· Establish and monitor criteria for the immediate notification of the practitioner responsible for the patient when critical limits of specified tests results are exceeded;
· Implementing corrective actions as required;
· Documenting all corrective actions taken when test systems deviate from the established performance specifications;
· Adhering to the laboratory quality control policies;
· Documenting all quality control activities, instrument, and procedural calibrations and maintenance performed.
JUDGEMENT/IMPACT OF ERRORS

Ability to resolve errors such as:

· Specimen not collected or processed in appropriate manner resulting in invalid testing results and potential risk to the patient;

· Delay in organization and distribution of laboratory results to staff causing a lapse in appropriate patient treatment;

· Quality control not maintained resulting in erroneous lab results.

Essential Administrative Job Functions
· Hand carries lab samples to Ketchikan General Hospital in all weather conditions;

· Collects reports from Ketchikan General Hospital mail system and pick up supplies, reagents, and other items as director by supervisor. 
· Records performed labs in computerized billing system, utilizing ICD-9 Coding as needed for proper documentation;

· Performs periodic quality control testing and assists with C.L.I.A. regulations;
MAINTAINS MEDICAL LABORATORY SUPPLIES INVENTORY BY
· Checking stock to determine inventory level;

· Anticipating needed supplies;
· Placing and expediting orders for supplies;

· Verifying receipt of supplies.

MAINTAINS SAFE WORKING ENVIRONMENT BY:

· Reporting any unsafe conditions to appropriate supervisor upon discovery. 
· Adhering to all local, state, and federal moderate complexity regulations
· Complying with federal and state laws and regulations regarding the protection of the health of employees and provide for appropriate occupational health services for those employees

MAINTAINS QUALITY IMPROVEMENT PROCESS BY
· Understands the Tribe’s and employees needs by demonstrating courtesy, diplomacy and tact during interactions with internal and external parties;

· Prepares and monitors indicators for quality and continuous improvement;

· Demonstrates continuous initiatives for improvement of laboratory services;
· Takes a systems approach to problem solving and process improvement, which involves staff.

CONTRIBUTES TO TEAM EFFORT BY:

· Participating in the appropriate patient care services committees and other workgroups;

· Performing other related duties as directed by supervisor.

MAINTAINS PROFESSIONAL AND TECHNICAL KNOWLEDGE BY
· Conducting research to improve laboratory operation technology.

· Attending educational workshops; reviewing professional publications; establishing personal networks; benchmarking state-of-the-art practices.
RESPONSIBILITY FOR CONTACTS
Below are the minimum contacts required for this position including the purpose and frequency:
	Job or Persons Contacted
	Purpose of Contact
	Frequency in Normal Duties

	Nurses
	Patient Care
	Frequent

	Patients
	Specimen Collection
	Frequent

	Reference Laboratories
	Patient Care
	Occasional

	Physicians/Mid-Levels
	Reporting of Results
	Frequent


KNOWLEDGE, SKILLS, AND ABILITIES
· Knowledge of basic specimen collection and processing;;

· Knowledge and ability to carry out rules of Health Insurance Portability and Accountability Act (HIPAA), which protects patient rights;

· Knowledge of word processing, spreadsheet, and RPMS computer application skills;
· Knowledge of office equipment and limited maintenance;

· Ability to organize specimens and lab results for easy reference and efficient distribution;

· Ability to communicate professionally over the telephone and in person in a positive and clear manner;

· Ability to manage multiple tasks simultaneously including telephone, computer operations and in-person visits;

· Ability to be flexible in order to perform at the highest level as a team player;

· Ability to utilize maximum degree of professionalism and diplomacy with those who may be experiencing a high degree of stress both mentally and/or physically;

· Ability to work independently with minimal supervision and able to prioritize assignments;

Physical Activities Include
Must be able to hear.  Specific vision abilities include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus.  Ability to use hands to finger, handle, or operate objects tools, or controls; reach with hands and arms; climb or balance; stoop, kneel, crouch; and taste or smell.  Each of the listed activities also requires standing, sitting, walking, bending, and stooping, climbing on stools and ladders, and routinely lifting and carrying items and boxes up to forty (40) pounds.

Writing by hand and using a personal computer. Long hours in front of computer screen.  Traveling occasionally, using air and/or water transportation, to out-of-town meetings and functions.

Working Environment
The risk of being exposed to communicable diseases is always present.  Safety precautions for employees such as blood drawing for screening of various diseases such as hepatitis, required immunizations, etc. are necessary.  The employee is occasionally subject to verbal abuse, threats, and physical violence from angry, hostile, or disgruntled patients and/or family members.

License(s)
Possess current valid State of Alaska driver's license with a record acceptable to KIC’s Insurance carrier preferred.
Education
High school diploma or GED required.  Graduate of an approved phlebotomy program, or phlebotomist apprentice program.  Licensed nursing personnel with documented training in lab procedures.  

Certification as Phlebotomist or documentation of training appropriate for the testing performed.

Experience
At least six months experience and demonstrated competency in phlebotomy and specimen processing preferred.  Background check required.  
Any combination of related education and/or related experience will be considered if the candidate possesses the demonstrated ability.  
Must be able to pass a pre-hire drug screen and

full background investigation

Native Preference in accordance with P.L. 93-638

Applications to:

KETCHIKAN INDIAN COMMUNITY






Attn:  Human Resources






2960 Tongass Avenue






Ketchikan, AK 99901






Fax:  1-800-757-7040
Closes:
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