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	STATE OF OREGON
Oregon Health Authority (OHA)
POSITION DESCRIPTION
	Position Revised Date:

3/20/2025
This position is:

	Agency: 	Oregon Health Authority

Division: 	Oregon State Hospital


[bookmark: Check8]|_| New 	|X| Revised
	[bookmark: Check1]|X| Classified
|_| Unclassified
|_| Executive Service
|_| Mgmt Svc – Supervisory
|_| Mgmt Svc – Managerial
|_| Mgmt Svc – Confidential

	SECTION 1. POSITION INFORMATION

		a.	Classification Title:
	Medical Laboratory Technician 1

	b.	Classification No:
	6820
		c.	Effective Date:
	

	d.	Position No:
	
	

	e.	Working Title:
	MLT1

	f.		Agency No:
	44300
	

		g.	Section Title:
	Medical Laboratory

		h.	Employee Name:
	

		i.	Work Location (City — County):
	Salem – Marion

		j.	Supervisor Name:
	Sharon Laddusaw

	
	k.Position:
	[bookmark: Check34][bookmark: Check36][bookmark: Check37][bookmark: Check38]|X| Permanent	|_| Seasonal	|_| Limited Duration	|_| Academic Year
[bookmark: Check35][bookmark: Check39][bookmark: Check40][bookmark: Check41]|X| Full-Time	|_| Part-Time	|_| Intermittent	|_| Job Share

		l.	FLSA:
	[bookmark: Check42]|_| Exempt
[bookmark: Check43]|X| Non-Exempt
	If Exempt:
	[bookmark: Check44]|_| Executive
[bookmark: Check45]|_| Professional
[bookmark: Check46]|_| Administrative
	m.	 Eligible for Overtime:
	[bookmark: Check47]|X| Yes
[bookmark: Check48]|_| No



	SECTION 2. PROGRAM AND POSITION INFORMATION



a. Education Requirements
High school graduate or equivalent or,
Associate’s degree in medical laboratory technology, medical laboratory science, or clinical laboratory science from an accredited institution. 
Have at least 1 year of phlebotomy experience.
b. Describe the program in which this position exists. Include program purpose, who’s affected, size and scope. Include relationship to agency mission.
Oregon Health Authority (OHA) is the organization at the forefront of lowering and containing costs, improving quality, and increasing access to health care in order to improve the lifelong health of Oregonians. OHA is responsible for most state health services and for implementing the health care reforms in House Bill 2009. OHA is overseen by the nine-member citizen Oregon Health Policy Board working toward comprehensive health and health care reform in our state. 
The OHA mission is helping people and communities achieve optimum physical, mental and social well-being through partnership, prevention and access to quality, affordable health care. OHA’s work is organized into three broad goals: Improve the lifelong health of all Oregonians, increase the quality, reliability and availability of care for all Oregonians and lower or contain the cost of care so it is affordable to everyone.

Oregon State Hospital is aligned with the Oregon Health Authority’s core values of partnership, service excellence, leadership, integrity, health equity, innovation, and transparency. In our practice, these values are expressed through:

[bookmark: Text117]Humanity - We see all people for who they are and seek to treat everyone with respect, dignity and compassion. We are mindful that no matter how we came to OSH, we are all humans. 
Equity - We understand that people have different needs and face different obstacles to wellness. We take an individualized approach that focuses on helping people have what they need to be successful. 
Wellness - We strive for everyone at OSH to achieve the best health, safety and well-being possible for them – physical, mental, emotional, and social. 
Partnership - We recognize that everyone at OSH has something valuable to contribute to our community. To achieve the best possible patient outcomes, we collaborate with each other and with those outside OSH whose work also touches the lives of our patients. 
Transparency - We are honest and upfront in our actions and communication. We seek input from those impacted by our decisions. 
Performance Excellence - We take pride in doing our best work. We hold ourselves and each other accountable. We celebrate success, learn from failure, and seek opportunities to improve.
c.	Describe the primary purpose of this position, and how it functions within this program. Complete this statement. The primary purpose of this position is to:

The purpose of this position is to perform the duties that support the Medical Laboratory operations.  These duties include clerical and administrative functions as well as technical functions relating primarily to phlebotomy, specimen processing, the Quality Assurance Program, Point of Care, Waived, and Non-waived Testing at the Oregon State Hospital.

	SECTION 3. DESCRIPTION OF DUTIES

	List the major duties of the position. State the percentage of time for each duty. Mark “N” for new duties, “R” for revised duties or “NC” for no change in duties. Indicate whether the duty is an “Essential” (E) or “Non-Essential” (NE) function. 
Note: If additional rows of the below table are needed, place cursor at end of a row (outside table) and hit “Enter”.

	% of Time
	N/R/NC
	E/NE
	DUTIES
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	30%
	N
	E
	Laboratory Specimen Collection and Processing:
1. Draws blood samples from potentially verbally and physically abusive patients. Utilizes established protocols for technique, test requirements (amounts and types of collection containers), safety, security, and patient/staff communication to effect satisfactory test results and patient cooperation.
2. Advises nursing and other unit staff regarding acceptable specimen collections of urine, stool, culture specimens, etc.; utilizes references/resources appropriately to provide optimal information and advice regarding collection, handling, storage, and transport of specimens.
3. Collects and processes samples for delivery to testing areas at OSH Laboratory departments along with samples sent to the reference laboratories.
4. Checks for proper specimen identification by following National Patient Safety Goals:  2 identifiers (full name, unit number, date of birth, etc.), date, time, staff member collecting on all samples.  Verifies proper handling, storage, and transport of specimens.  Utilizes OSH information on the I:/ drive and reference laboratory site when appropriate to the testing.
5. Refers any questionable issues to the Laboratory Director or designee.

	30%
	N
	E
	Technical Functions:
1. Performs waived, point of care, and moderately complex testing when appropriately trained, and according to established protocols in urinalysis, serology, and chemistry, while meeting quality and schedule requirements defined by the Laboratory Director or designee.
2. Maintains records that demonstrate that proficiency testing is performed in the same manner as patient samples.
3. Follow corrective action policies and protocols whenever test systems are not within established levels of performance, document all corrective action taken.
4. Organizes and prioritizes work to meet time parameters and to effectively accommodate possible interruptions in workflow.
5. Reports test results via the Laboratory Information System, screens lab reports and results for Critical values, Reportable Disease reporting, and STAT reporting, and documents as appropriate according to established protocols.
6. Recognize instrument or equipment malfunction and takes appropriate action in order to achieve adequate and timely resolution so that patient results are not delayed, and proper documentation is performed according to protocol.
7. Performs and documents routine preventative maintenance procedures and quality control testing.

	




10%
	




N
	




E
	Operational Duties:
1. Answer telephone inquiries to the laboratory; effectively communicates information and inquiries or concerns to coworkers to accomplish a “team approach” in the workplace, and to other customers (reference laboratory, Infection Prevention, Medical Clinic, Pharmacy, and other personnel providing services to OSH) to achieve optimal outcomes
2. Accumulates and tabulates data used for Laboratory Quality Improvement monthly, and for each quarterly report 
3. Works on special projects, as delegated by the Laboratory Director or designee.
4. Works on The Joint Commission standards as delegated by the Laboratory Director or designee.

	10%
	N
	E
	Communications/Electronic Health Record and Laboratory Information System:
1. Operates and works within the Oregon State Hospital electronic health record and laboratory information system.
2. Responsible for monitoring email communication for self and the laboratory.osh@oha.oregon.gov mailbox. 

	5%
	N
	E
	HOUSEKEEPING PROCEDURES:
1. Maintains a clean and well-organized work environment to assure freedom of excess dust/contaminants, and to expedite efficient workflow.
2. Monitors supplies, writes, and receives orders according to established protocols to assure a constant availability of all materials, reagents, and supplies used in the operation of the laboratory.

	5%
	N
	E
	CONTINUING EDUCATION/COMPETENCE:
1. Actively participate in scheduled and as needed laboratory staff meetings. Pursue educational opportunities as agreed upon by Laboratory Director and employee. Complete OSH-sponsored continuing education events (required). Participate in review and revision of standard operating protocols as delegated by the Laboratory Director.
2. Participates in the orientation process of new employees. 

	10%
	N
	E
	OTHER DUTIES AS ASSIGNED:







	SECTION 4. WORKING CONDITIONS



Describe any on-going working conditions. Include any physical, sensory, and environmental demands. State the frequency of exposure to these conditions.
1.  Daily application of personal protective equipment for specific laboratory task.
2.  Daily exposure to (potential) blood-borne pathogens.
3.  Daily exposure to patients with aggressive behaviors.
4.  Daily exposure to instrument and equipment background noise.
5.  Daily operations of computer (keyboard) system.
6.  Daily walking (35%), standing (40%), and sitting (25%); occasional bending and carrying packages weighing less than 25 lbs.
7.  Daily focus of attention (concentration) required for performing highly detailed work requiring accuracy.
8.  Work hours subject to change with little notice.
9.  May be required to work hours that exceed regular schedule, i.e., a double shift or a different shift in addition to regular schedule.
10. Driving of an automobile between OSH Salem and OSH Junction City as needed for coverage of Laboratory Services.    

[bookmark: Text113]

	SECTION 5. GUIDELINES



a.	List any established guidelines used in this position, such as state or federal laws or regulations, policies, manuals, or desk procedures:
1.  OSH Policies and Procedures provide guidelines and requirements addressing campus-wide issues.
2.  OSH Laboratory Procedure and Policy Manuals provide specific instructions and interpretations for daily, weekly, monthly, and annual operations.
3.  State of Oregon Administrative Rules for Clinical Laboratories now parallel the requirements of CLIA ’88.
4.  CLIA ’88 Regulations provide standards for operating laboratories.
5.  TJC Regulations for Pathology and Medical Laboratory Services provide standards of performance for which the laboratory is accredited.
6.  Vehicle rules for state drivers (collected state laws, rules, and policies for state vehicle users).
7.  OSHA guidelines provide specific rules to protect the safety of each employee.
8.  HAZCOM and SDSs provide guidelines for safe use of all reagents and products, and their disposal.


b.		How are these guidelines used?



See above explanation of their application.


	SECTION 6. WORK CONTACTS

	With whom, outside of co-workers in this work unit, must the employee in this position regularly come in contact? When applicable, please identify contacts that might be virtual/ in-person, or both.
Note: If additional rows of the below table are needed, place cursor at end of a row (outside table) and hit “Enter”.

	Who Contacted
	How
	Purpose
	How Often?



	Laboratory Director
	Phone; in person; mail/email
	Report results; receive orders; consultations
	Daily

	Physician
	Phone; in person; mail/email
	Report results; receive orders; consultations
	Daily

	Chief of Medicine
	Phone; in person; mail/email
	Report results; receive orders; consultation
	Daily

	Nurses
	Phone; in person; mail/email
	Report results; receive orders; provide instructions
	Daily

	Ward Staff
	Phone; in person; mail/email
	Receive aid with phlebotomy
	Daily

	Infection Prevention
	Phone; in person; mail/email
	Coordinate needs relating to epidemics/employee post-vaccination; Reportable/Communicable disease reporting
	Daily

	Pharmacy
	Phone; in person; mail/email
	Communication for Clozaril administration; patient monitoring
	Daily

	Medical Clinic
	Phone; in person; mail/email
	Interactions need to coordinate patient laboratory requests
	Daily

	Reference Laboratory
	Phone; in person; mail/email
	Address service issues and patient results
	Daily





	SECTION 7. POSITION-RELATED DECISION MAKING



Describe the typical decisions of this position. Explain the direct effect of these decisions:
1.  Prioritizes work in assigned position and in laboratory operations (as part of the team).
2.  Evaluates and decides actions necessary when Quality Control is “out of control.”
3.  Trouble-shoots and decides actions necessary when equipment malfunctions.
4.  Decides when to refer inquiries to the Laboratory Director or designee, or Chief of Medicine.
5.  Decides actions to take when correlating laboratory test results and/or evaluating test results with known clinical conditions.
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	SECTION 8. REVIEW OF WORK

	Who reviews the work of the position? 
Note: If additional rows of the below table are needed, place cursor at end of a row (outside table) and hit “Enter”.

	Classification Title
	Position Number
	How
	How Often
	Purpose of Review



	Medical Laboratory Technician 2
	
6709004
	Results review in current LIS.
	Daily
	Reviews clerical work as part of the Quality Assurance program in LIS.

	  
	
	
	
	

	Clinical Laboratory Scientist
	
6709003
	Results review in current LIS.
	Daily
	Reviews clerical work as part of the Quality Assurance program in LIS.

	  
	
	
	
	

	Technical Consultant
	6709003
	Results review in current LIS
Direct interface data transmission and Quality Control
	Daily
	Reviews clerical work as part of the Quality Assurance program in LIS.
EHR/LIS direct download of data.
	
	
	
	
	

	Laboratory Director
	4601.001
	Meeting
	Daily
	Reviews clerical work as part of the Quality Assurance program in LIS. EHR/LIS direct download of data.
	
	
	
	
	

	Laboratory Director
	4601.001
	Meeting
	Weekly/Monthly
	Address work-related updates and issues, which may include review of work; review  (by direct observation) one of the technical functions.
	
	
	
	
	

	Laboratory Director 
	4601.001
	Meeting
	Annually
	Evaluate year’s competencies, proficiency testing, etc., and set plans/goals for future; reviews project assignments during the processes of development and implementation.
	
	
	
	
	







	SECTION 9. OVERSIGHT FUNCTIONS

	a.
	How many employees are directly supervised by this position?
	0
	

	
	How many employees are supervised through a subordinate supervisor?
	0
	

	b.
	Which of the following activities does this position do?

	
	[bookmark: Check49][bookmark: Check50]|_| Plan work	|_| Coordinates schedules
[bookmark: Check51][bookmark: Check52]|_| Assigns work	|_| Hires and discharges
[bookmark: Check53][bookmark: Check54]|_| Approves work	|_| Recommends hiring
[bookmark: Check55][bookmark: Check56]|_| Responds to grievances	|_| Gives input for performance evaluations
[bookmark: Check57][bookmark: Check58]|_| Disciplines and rewards	|_| Prepares and signs performance evaluations



	SECTION 10. ADDITIONAL POSITION-RELATED INFORMATION


ADDITIONAL REQUIREMENTS: List any knowledge and skills needed at time of hire that are not already required in the classification specification. 
All positions in OHA require a Criminal Background Check and an Abuse/Neglect Check. Fingerprints may be required.


	BUDGET AUTHORITY: If this position has authority to commit agency operating money, 
indicate the following: 
Note: If additional rows of the below table are needed, place cursor at end of a row (outside table) and hit “Enter”.

	Operating Area
	Biennial Amount ($00,000.00)
	Fund Type



	
	
	




	SECTION 11. ORGANIZATIONAL CHART

	Attach a current organizational chart. Be sure the following information is shown on the chart for each position: classification title, classification number, salary range, employee name and position number.




	SECTION 12. SIGNATURES

	
	
	[bookmark: Text119]     
	

	Employee Signature
	
	Date
	

	
	
	     
	

	Supervisor Signature
	
	Date
	

	
	
	     
	

	Appointing Authority Signature
	
	Date
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