V53860 – STATE PATROL QUALITY ASSURANCE MANAGER (continued)

STATE OF NEBRASKA

CLASS CODE:
      V53860

CLASS SPECIFICATION

SALARY GRADE:
 16
EST:  10/04 - REV:  04/06


OVERTIME STATUS:    E

STATE PATROL QUALITY ASSURANCE MANAGER

DESCRIPTION:  Under administrative direction, performs administrative and professional level work involving the development, implementation, and management of all aspects of the quality assurance/safety inspection and evidence management systems of the State Patrol crime laboratories; supervises the staff and activities of assigned functions; coordinates attainment/continuation of accreditation by the collaborative development and administration of professional and technical laboratory practices and incorporation of new technologies; performs related work as assigned.

EXAMPLES OF WORK:  (A position may not be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned.)

Advises the director of the State Patrol crime laboratories of needed changes to laboratory, administrative, and security/safety practices to ensure continuing compliance with accreditation standards. 

Develops, leads, and assesses the quality assurance and proficiency testing functions to ensure policies and processes are in compliance with accreditation standards and agency policies.  
Develops procedural and training manuals, monitoring procedures, and recording formats to ensure and report on compliance with all quality assurance/safety requirements.

Monitors laboratory practices at all work sites to identify deficiencies and ensure adherence to laboratory protocols and procedures and continuing compliance with accreditation standards.
Prepares quality assurance/safety evaluation reports on each laboratory function/section for review by laboratory management; assists management with inspection evaluations; prepares and submits annual accreditation review reports to management.

Plans, organizes, assigns, schedules, and approves the activities and work of assigned staff to include the evidence management function; handles issues affecting the staff to include disciplinary actions.

Instructs assigned staff on administrative, technical, and security/safety policies and protocols; explains application of policies and procedures to specific work assignments and circumstances.

Evaluates the capabilities and needs of applicants and employees to include completion of performance evaluations, recommendation and documentation of personnel actions, and adherence to work standards.

Schedules, coordinates, and/or conducts on-site reviews/audits of laboratory facilities and practices on a regular basis to verify compliance with agency, professional, and accreditation standards.
Studies technical problems, proposes corrective actions, and verifies implementation to address discrepancies identified from proficiency tests, external laboratory audits/inspections, or complaints.
Prepares administrative/financial reports and documents to record activities, accomplishments, and needs of the functions directed to include equipment and staffing expenditures and budget proposals.
Develops and ensures maintenance of recordkeeping processes to retain all manuals, reports, and records pertinent to corrective actions, security/safety issues, proficiency testing and training/education, and similar activities affecting all laboratory operations and staff.
Recommends training to improve the quality of the skills and proficiency of all laboratory staff; trains and informs staff of changes in laboratory protocols and procedures, accreditation standards, and quality assurance/safety needs.

Prepares and coordinates the preparation of accreditation applications and supporting documentation to include development of action steps and time schedules for ensuring continuing accreditation of each laboratory function.

Coordinates and serves as administrative contact for grants that fund specific technical and support functions of the laboratories; assesses needs, researches technical options, and participates in the development of proposals or specifications for automated recordkeeping systems and databases. 
Prepares and provides court testimony and monitors and evaluates peer reviews, relative to qualify assurance activities and compliance.

Attends conferences and training to keep current with developments in professional/legal and accreditation standards that affect crime laboratories; reviews scientific/professional reports to be informed of issues facing the functions directed.
FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES REQUIRED:  (These may be acquired on the job and are needed to perform the work assigned.)

Knowledge of: the accreditation standards for the biological/physical/chemical scientific disciplines; the operational processes and requirements of crime laboratory functions including the evidence management function; agency financial and personnel practices and requirements. 
Ability to: direct, train, and evaluate assigned staff; develop and guide in conjunction with others the implementation of laboratory program improvement plans; manage the development and implementation of quality assurance/safety processes and requirements; monitor and conduct compliance audits of laboratory activities and staff; assess the feasibility of implementing proposals.
ENTRY KNOWLEDGE, SKILLS AND ABILITIES REQUIRED:  (Applicants will be screened for possession of these through written, oral, performance, and/or other evaluations.)

Knowledge of: quality assurance/safety concepts and techniques as related to a laboratory setting; work function audit procedures; laboratory based proficiency testing practices; generally accepted laboratory processes and protocols of the various scientific disciplines; established record-keeping practices for scientific laboratories.
Ability to: communicate orally and in writing to include preparing and presenting reports and proposals; coordinate and manage multiple activities and deadlines; interpret and analyze data and draw conclusions about the compliance of laboratory and administrative operations.
Skill in: maintaining an effective rapport with laboratory staff, inspection or audit participants, members of the criminal justice community, and consultants to resolve issues and reach agreements.
JOB PREPARATIONS GUIDELINES:  (Entry knowledge, skills and/or abilities may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)

Any combinations of education, training, and/or experience that will allow the individual to possess the required knowledge, skills, and abilities.  A general qualification guideline for positions in this class is a Bachelor’s degree in the physical or natural laboratory sciences such as forensic science, chemistry, or biology, AND five years experience, with exposure to all facets of quality control, proficiency testing, reporting procedures, and equipment usage, in a scientific laboratory preferably in a forensic laboratory setting.

SPECIAL NOTE:

Applicants other than current State Patrol employees will undergo a background check.  Felony convictions, certain misdemeanor convictions, or a history of criminal activity or association with known criminals will result in applicants being eliminated from consideration for employment.

A valid Nebraska driver’s license is required.  
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