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JOB DESCRIPTION

The Trust is committed to recruiting and supporting a diverse workforce and so we welcome applications from all sections of the community, regardless of age, disability, gender, race, religion, sexual orientation, maternity/pregnancy, marriage/civil partnership or transgender status.  The Trust expects all staff to behave in a way which recognises and respects this diversity, in line with the appropriate standards.

1. JOB DETAILS

Job Title: 



Medical Laboratory Assistant                         
Band:



Band 2     
Responsible to:

LABORATORY MANAGER - HISTOLOGY
           
Department / Directorate:   
Diagnostics
2. JOB PURPOSE

To participate and support, in conjunction with MTO staff, the efficient running of reception, specimen dissection and slide preparation areas in the histology department. To ensure stock levels are maintained within dissection and reception areas. 
      3.
KEY WORKING RELATIONS

Post holder will liaise with colleagues within the department

Communications will be with the following grades of staff.

Head of Department (Consultant Histopathologist)

Other Consultant Pathologists and Registrars

Cellular Pathology Laboratory Manager 

Histology Manager

Biomedical Scientists (Histopathology/Cytology)

Medical Technical Officers, Medical Laboratory Assistants

Secretaries and clerical staff

Users of the service
4
DIMENSIONS
The Department of Cellular Pathology employs approximately 50 members of staff and processes in excess of 60,000 specimens per year.

Approximately 600 post mortems are performed each year.

The Histology Department provides a full histopathological diagnostic service to the Trust.

5. ORGANISATIONAL CHART:
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      6. KEY RESULT AREAS/PRINCIPAL DUTIES AND RESPONSIBILITIES:
Scientific and Technical

· To support, in conjunction with MTO staff the efficient running of the dissection and reception sections of the department.

· To be responsible for ensuring stock levels are maintained within dissection, reception and slide preparation areas.
· Assist with deliveries and associated documentation.
· To assist and liaise with Consultant Pathologists, Dissection Practitioners and Senior BMS staff in specimen dissection and recording results.

· To receive, validate and prepare specimens for processing.
· To retrieve slides from the archive files for MDT meetings.

· To retrieve and file histological microscope slides and retrieve archival material 

· To collate slides and reports in case order for MDT meetings.

· To label, check and sort stained slides into individual cases for reporting by Consultant Pathologists.

· To input and retrieve data on the laboratory computer system and other clerical functions.

· Assist in technical duties using appropriate laboratory equipment.

· To perform technical and clerical duties appropriate to the grade and experience.

· Maintain a high standard of work and follow Standard Operating Procedures accurately.

· Prioritise urgent and / or unusual specimen requests and bring these to the attention of qualified staff.
· Participate in specimen disposal and recycling of consumables.
Training, education, CPD, development and human resources

· To support the training, mentoring and induction of new MLA staff in dissection and specimen reception.

· To complete the in-house training program for Medical Laboratory Assistants.

· Participate in mandatory training e.g. Information Governance, Fire, Manual Handling etc.

· Participate in appraisals process as required by the Trust.
Quality Management Systems

· To adhere to all policies and procedures as described in the department’s SOPs, with particular attention to quality procedures and health and safety
· To assist with appropriate national audit activities and other audits as arranged by the laboratory and quality managers

· To take part in the quality management system and report or record any incidents and non-conformities. 
· Undertake all necessary quality checks on histological procedures and be able to act on day to day problems encountered.

Communication

· To maintain the highest level of patient confidentiality.

· Liaise with BMS staff on the day to day duties and requirements of the department.
· To report any anomalies within the department to a senior member of staff.
Other Responsibilities:

· In addition the post holder will be expected to carry out other duties commensurate with the grade and role as required

THE TRUST - PURPOSE AND VALUES

We are committed to serving our community by being a high quality specialist Hospital with consultant-led services.  We aim to co-ordinate our services with primary and community care, and to develop a limited number as Sub-Regional Referral Centres with appropriate levels of research, development and educational involvement.  Where appropriate, and consistent with our services, we may provide services aimed at preventing disease and debilitation.

We aim to make all our services exemplary in both clinical and operational aspects.  We will show leadership in identifying healthcare needs to which we can respond and in determining the most cost-effective way of doing so. We will share our knowledge with neighbouring healthcare agencies and professionals.

We recruit competent staff that we support in maintaining and extending their skills in accordance with the needs of the people we serve.  We will pay staff fairly and recognise the whole staff’s commitment to meeting the needs of our patients.

We are committed to equal opportunity for all and encourage flexible working arrangements including job sharing. 
GENERAL

This is a description of the job as it is now.  We periodically examine employees' job descriptions and update them to ensure that they reflect the job as it is then being performed, or to incorporate any changes being proposed.  This procedure is conducted by the Manager in consultation with the jobholder.  You will, therefore, be expected to participate fully in such discussions.   We aim to reach agreement on reasonable changes, but if agreement is not possible, the Trust reserves the right to insist on changes to your job description after consultation with you.

The RD&E is a totally smoke-free Trust.  Smoking is not permitted anywhere on Trust property, including all buildings, grounds and car parks.  For help to quit call: 01392 207462.

As an employee of the Trust, it is a contractual duty that you abide by any relevant code of professional conduct and/or practice applicable to you.  A breach of this requirement may result in action being taken against you (in accordance with the Trust’s disciplinary policy) up to and including dismissal.
The post holder is expected to comply with Trust Infection Control Policies and conduct him/her at all times in such a manner as to minimise the risk of healthcare associated infection.

PERSON SPECIFICATION
POST:  Medical Laboratory Assistant                         
BAND: 2
	REQUIREMENTS
	At 

Recruitment
	At 2nd KSF 

Gateway

	QUALIFICATIONS / TRAINING
2 x GCSE O / A level* or equivalent -  English plus a science
A levels or equivalent – Biological/Science

	E
D
	E

E

	KNOWLEDGE / SKILLS
Ability to use IT systems required for laboratory work

Good written and verbal communication skills 

Ability to work accurately under pressure 

Good dexterity 
Theoretical knowledge of Histology
	E

E

E

E

D
	E
E

E

E
E

	EXPERIENCE
Experience in histological techniques
Numerate and accurate with numbers

Methodical and careful

Neat and Tidy Appearance

Team Member

Ability to adapt to change in working practices

Able to prioritise own workload and meet deadlines

Remain calm and professional in a busy environment
	D
E
E

E

E

E

E

E
	E

E
E

E

E

E

E

E

	PERSONAL ATTRIBUTES
Enthusiastic highly motivated and committed to supporting the service

A flexible approach to work

Ability to initiate and coordinate change to working practices

Able to prioritise own work load and meet deadlines

Able to work independently with minimal supervision 

Clear verbal communication 

Remain calm and professional in a busy environment
	E

E

E

E

E

E

E
	E

E

E

E

E

E

E

	OTHER REQUIREMENTS

Flexible attitude to work
Willingness to undertake further studies
	E

D
	E

D




* Essential/Desirable

	HAZARDS IDENTIFIED (tick as appropriate):

	Laboratory specimens

Proteinacious Dusts
	x
	Clinical contact with 

patients
	
	Performing Exposure

Prone Invasive Procedures
	

	Blood / Body Fluids
	x
	Dusty environment
	
	VDU use
	x

	Radiation
	x
	Challenging Behaviour
	
	Manual handling
	x

	Solvents
	x
	Driving
	
	Noise
	

	Respiratory Sensitisers
	x
	Food handling
	
	Working in isolation
	


Head of Department (Consultant Pathologist)








Cellular Pathology Laboratory Manager





Histology Manager





Lead Secretaries





Cytology Manager





Section Leaders & Dissection Practitioners 





Cytology Team





Support Secretaries





Specialist BMS





BMS 





Associate Practitioner





MTO





MLA*
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