LIFE MANAGEMENT CENTER OF NORTHWEST FLORIDA, INC.


JOB DESCRIPTION


DATE ESTABLISHED: 8/21/2020

DATE AMENDED: 
TITLE OF POSITION:  Phlebotomist 
POSITION NUMBER:  26-02
MINIMUM TRAINING AND EXPERIENCE REQUIREMENTS:

· High school graduate or equivalent
· Minimum of one year experience working as a phlebotomist.

· Successful completion of accredited course in phlebotomy. 

· Completion of Cardiopulmonary Resuscitation and Basic First Aid (within six months of hiring).  Completion of two hours of HIV/AIDS education (within 30 days of hiring) and two hours of HIV/AIDS information (biennially). 
· Compliance with minimum standards for screenings of mental health personnel as contained in F.S. 394.4572.  

· Life Management Center relies heavily on technology to run its business; therefore, all employees are required to have basic computer skills.  These basic skills will include knowledge of creating folders, saving and retrieving files, e-mail (Outlook), MS Office (Word and Excel), using web browsers such as Internet Explorer and/or Mozilla Firefox, along with operating a keyboard, mouse, and printer.
DESCRIPTION OF DUTIES AND RESPONSIBILITIES
: 
ESSENTIAL FUNCTIONS:  (Essential functions of this position are listed below.  The position also includes additional functions as needed and/or assigned by supervisor.)

· Practice established infection control standards as well as practice all quality assurance and safety standards. 

· Demonstrate skills and knowledge necessary to perform phlebotomy services based upon order of physician or nurse practitioner. 

· Practice accepted procedures of transporting, accessioning and processing specimens. 

· Have knowledge base of anatomical structures and function of body systems in relation to services performed by phlebotomy. 

· Follow directions of nurse or administrative supervisor. 

WAGE AND HOUR STATUS:
Non-exempt/Hourly position

Life Management Center maintains and enforces a drug-free workplace policy. Applicants are required to be drug tested prior to employment.  Under certain circumstances, employees may also be required to submit to drug and/or alcohol testing.  Information on the Drug-Free Workplace Policy is contained in the employee Handbook and set forth in the Drug-Free Workplace Policy, available 
through the Human Resources Department and the organization’s website at www.lifemanagementcenter.org
Physical and Other Requirements: 
	Activity
	Expectation

	Standing
	 FORMCHECKBOX 
 Minimal
 FORMCHECKBOX 
 Moderate
X Frequent

	Sitting 
	 FORMCHECKBOX 
 Minimal          X   Moderate
 FORMCHECKBOX 
 Frequent

	Driving vehicles
	X Minimal
 FORMCHECKBOX 
 Moderate
 FORMCHECKBOX 
 Frequent

	Lifting and/or carrying
	 FORMCHECKBOX 
 Minimal
 X Moderate
 FORMCHECKBOX 
 Frequent

	Bending and/or stooping
	 FORMCHECKBOX 
 Minimal
 FORMCHECKBOX 
 Moderate
 X Frequent

	Climbing Stairs and/or Ladders
	X Minimal
 FORMCHECKBOX 
 Moderate
 FORMCHECKBOX 
 Frequent

	Walking or Moving (between offices, other facilities, etc.)
	 FORMCHECKBOX 
 Minimal
 FORMCHECKBOX 
 Moderate
 X Frequent

	Other (lift above waist/reaching etc., please explain)


	 FORMCHECKBOX 
 Minimal
 X Moderate
 FORMCHECKBOX 
 Frequent


Speaking:   





X Yes

 FORMCHECKBOX 
 No

Hearing: 





X Yes

 FORMCHECKBOX 
 No
Reading Comprehension:  



X  Yes

 FORMCHECKBOX 
 No
Repetitive motion with hands, wrists, arms 

X Yes

 FORMCHECKBOX 
 No
(e.g keyboard, typing, handwriting, etc.)
Ability to lift and carry up to 10 pounds.

Ability to handle stressful situations:
 FORMCHECKBOX 
  Minimal
X  Moderate
 FORMCHECKBOX 
  Frequent

	
	Infrequent
	Occasional
	Frequent
	N/A*

	Travel Same Day
	X
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Travel Overnight
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	X

	Overtime (Non-Exempt only)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	    X

	Holidays/Weekends
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	X

	Shift Work (PMs/Midnights)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	X



* Not Anticipated

Life Management Center maintains and enforces a drug-free workplace policy. Applicants are required to be drug tested prior to employment.  Under certain circumstances, employees may also be required to submit to drug and/or alcohol testing.  Information on the Drug-Free Workplace Policy is contained in the employee Handbook and set forth in the Drug-Free Workplace Policy, available through the Human Resources Department and the organization’s website at www.lifemanagementcenter.org
Copy received by:









  Date  






� Expectations regarding quality and quantity of work are further delineated in the criteria-based performance appraisal.






