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BRIGHAM AND WOMEN’S HOSPITAL

Job Title: 
Technical Research Assistant, Level II
Date:
February 26, 2014
Job Code:
00950
Grade:
450
FLSA Status:
Non-Exempt

Department/ Unit/ Section:  Division of Network Medicine/ Chronic Disease Epidemiology/ BWH/Harvard Cohorts Biorepository/ Yukari Perella

Reviewed By:
Sherilyn Sawyer and Janine Neville-Golden
 
Reports To: Sr. Laboratory Manager Janine Neville-Golden- and Project Manager, Gakii Masunga

Date revised:
03/05/14
GENERAL SUMMARY/ OVERVIEW STATEMENT:
Summarize the nature and level of work performed.

 The Channing Division of Network Medicine is a research division within the Department of Medicine at Brigham and Women’s Hospital. The Channing mission is: To use an integrated, network-based, systems biology-driven approach to define the etiology of complex diseases; to reclassify complex diseases based on systems pathobiological mechanisms; and to develop new treatments and preventive strategies based on these new disease classifications using systems pharmacology approaches.  To these aims, one of the three units of the Channing, the Chronic Disease Epidemiology unit, includes several of the largest, most intensively studied, longitudinal cohorts in the world, including the Nurses' Health Study, the Health Professionals Follow-up Study, Growing Up Today Study, and the Physician's Health Study. Epidemiology of a broad range of complex chronic diseases is studied in these cohorts, using a variety of traditional and novel approaches, including genomics, metabolomics, and molecular pathoepidemiology. Biospecimens from these and other well-known research studies are the custody of the BWH/Harvard Cohorts Biorepository.  As one of the largest longitudinal biorepositories in the country, the Cohorts Biorepository manages the safe storage of over 3 million research biospecimens and distributes an average of 50,000 specimens annually for research.  We are currently expanding our capabilities to manage specimen collections from research subjects. 
We are currently recruiting for an intermediate laboratory position to perform laboratory work and office duties associated with the cohorts’ biorepository under supervision of the Senior Lab Manager. Routine duties involve all aspects of receiving, processing, storing and performing quality control for newly collected biospecimens entering the biorepository, including but not limited to organizing, planning, data recordation, specimen processing, and quality control as assigned by the Project Manager under the direction of the Lab Manager.   Specifically the job entails processing a wide variety of biospecimens including blood, hair, toenails, urine, saliva, stool and urine; recording collection details in the Laboratory Management System (LIMS); overseeing the receipt of specimen collection kits and coordinating kit deliveries with a shipping company; communicating and troubleshooting issues in the collection as they arise; retrieving and aliquoting frozen biospecimens from liquid nitrogen storage tanks to send to collaborating labs for analysis; and  assisting with data entry, data management, and data cleaning Additional duties  include: assistance with storing and organizing specimens in liquid nitrogen vapor freezers for future analysis; monitoring the liquid nitrogen storage facility; and responding to freezer emergency and oxygen sensor alarms.   
PRINCIPAL DUTIES AND RESPONSIBILITIES:
Indicate key areas of responsibility, major job duties, special projects and key objectives for this position.  These items should be evaluated throughout the year and included in the written annual evaluation.

	For all positions that include direct patient care, indicate with an “X” the age(s) of all patient populations served

	No Direct Patient Care 
	X
	
	

	All age groups
	
	Adolescence (13 to 17 years)
	

	Neonates (birth to 1 month)
	
	Young Adult (18 to 25 years)
	

	Infant (1 month to1year)
	
	Adult (26 to 54 years)
	

	Early Childhood (12 months to 5 years)
	
	Senior Adult (55 to 64 years)

	

	Late Childhood (6 to 12 years)
	
	Geriatric (65 years and up)
	


1. Receipt and Processing of Incoming Biospecimens: Responsible on a day-to-day basis, under the direction of the Collections Project Manager and Senior Laboratory Manager, for receiving, opening and checking incoming specimen collection kits for completeness, logging received kits and specimens into a LIMS system and logbooks, processing biospecimens according to standardized SOPs, and storing samples in liquid nitrogen freezers 

2. Data Recordation: Incumbent will utilize a customized Laboratory Information Management System to record a full chain of custody record for biospecimens entering and processed in the biorepository, including scanning of records, labels and manual data entry.  Incumbent will also perform routine quality assurance procedures of all data records as requested by the Project Manager.  Incumbent will be expected to become a fluent LIMS user and assist the project manager regularly in discussions about process improvement and workflow needs. 

3. Communications: Incumbent will be required to serve as a liaison of the organization in working with partner laboratories, third party companies, and other logistical and shipping entities inside and outside of BWH. 
4. Prepare Specimens for Distribution: Incumbent is required to participate in the preparation of blood samples, drawn from two banks of specimens for biochemical analyses.  This includes computer generation of necessary files, creation of shipping lists and labels using appropriate software programs, labeling of tubes and shipping boxes, removal of blood from freezers (involves lifting 26 lb. racks), thawing and aliquotting of samples to be sent to collaborating laboratories as well as creation of subaliquots in appropriate volumes, careful check of contents of boxes against shipping lists, updating of computer and hardcopy files of work accomplished, and shipment of samples to collaborating laboratories via Federal Express.

5. Freezer Inventory and Quality Control: When required, incumbent will assist in the consolidation of specimen collections within Liquid Nitrogen (LN2) freezers to optimize sample storage space, Re-label existing vials with 2-D Barcode labels to enhance ease of tracking vials, Add sentinel vials to each new and then carefully move relabeled vials from existing box into these new boxes, Update inventory records and, consolidate boxes from one rack to another and move racks, as needed, from freezer to freezer.

6. Biorepository Monitoring: When required, incumbent will assist in monitoring liquid nitrogen freezers, which includes, measuring liquid Nitrogen levels, ordering moving and replacing heavy liquid nitrogen tanks.  Also assists in monitoring 8 mechanical freezers for thermal accuracy and weekly confirmation of properly functioning alarm systems.  Responds promptly and efficiently to any freezer alarm situation and contacts the Laboratory Manager, communicates with facilities maintenance personnel when warranted.

7. General: As needed, incumbent will be required to contribute to other general activities such as writing Standard Operating Procedures (SOPs), answering participant questions regarding collection and shipping via email or phone, general lab maintenance, ordering supplies, and special projects.

QUALIFICATIONS:
(MUST be realistic, neither overstated nor understated, and related to the essential functions of the job.)

Requirements:
· Bachelor’s degree in life sciences; 

· Minimum of three (3) years of experience handling human biological specimens; 
· Demonstrated careful laboratory techniques, with strict attention to detail, and accuracy with study data and numeric identification numbers;
· Excellent organizational, interpersonal, and communication skills; 
· High degree of customer service and business acumen;
· Ability to lift 26-pound freezer racks; 
· Proficiency with Excel, UNIX; 
· Experience with databases. 
Direct experience working in a biorepository is desirable, although not required.  Additionally, experience with using LIMS systems in a research environment is also desirable, but not required.  Candidates are encouraged to describe experience working with identifiable and/or coded and/or de-identified human biospecimens.
SKILLS/ ABILITIES/ COMPETENCIES REQUIRED:
(MUST be realistic, neither overstated nor understated, and related to the essential functions of the job.)
1. Ability to work independently under the direction of a project manager

2. Ability to strictly adhere to laboratory SOPS, directions of supervisors, and complex institutional guidelines. 
3. Sound independent judgment, accepts responsibility for designated assignments, and meet deadlines efficiently.

4. Excellent organizational skills in order to formulate, implement, and monitor a number of interrelated tasks.

5. Careful laboratory technique.
6. Ability to contribute as a member of a laboratory team.
7. Strong scientific curiosity and demonstrated involvement in scientific endeavors
8. The ability to pay strict attention to detail on a continuous basis to ensure that research results are valid and error-free.

9. A high degree of computer literacy, especially MS Excel, in order to learn and utilize database management and other specialized software and to implement these on the existing computer systems. 

10. Excellent interpersonal and writing skills are necessary, in order to communicate and interact effectively with individuals from various fields of expertise and various levels of experiences

11. Must be able to lift heavy racks and push heavy nitrogen tanks.
WORKING CONDITIONS:
Describe the conditions in which the work is performed.

The work takes place in both an office and laboratory settings.  Frequent exposure to Liquid nitrogen (LN2) freezers, which are located in basement locations with controlled air ventilation.  Walking between the three sites; 221 Longwood (lab); 181 Longwood (freezer farm); and 665 Huntington (HSPH- lab and freezer farm) Avenue is required. Exposure to human biological specimen and LN2 occurs daily. Occasional trips to area hospitals are required to meet with collaborating investigators and to deliver samples, and infrequently, weekend work to process blood samples may also be required.

SUPERVISORY RESPONSIBILITY:  List the number of FTEs supervised.

N/A
FISCAL RESPONSIBILITY:
Indicate financial “scope” information, i.e.: size of budget, volume, revenue, etc.
Will be required to track tasks and hours for some duties for project invoicing and billing purposes. 
APPROVAL:

(NAME)

Department Mgr.         __________________________     Title:   ___________________     Date:
   ____________
(NAME)

Other, As Appropriate  __________________________      Title:   ___________________     Date:   ___________

The above is intended to describe the general contents and requirements of work being performed by people assigned to this classification.  It is not intended to construe as an exhaustive statement of all duties, responsibilities or skills of personnel so classified.
Job Title: _Technical Research Assistant I________  Department ID:  BR _  _  _  _
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PHYSICAL/ENVIRONMENTAL REQUIREMENTS OF JOB

Indicate requirements and frequency by placing an “X” in the appropriate box.

Work Environment:

	Activity
	Amount of Time Spent

	
	None
	1 - 25%
	25 - 50%
	50 - 75%
	Over 75% 

	Outdoor weather conditions
	
	X to deliver samples to local labs
	
	
	

	Extreme cold (non weather)
	
	X
	
	
	

	Work in high place(s)
	X
	
	
	
	

	Work in confined space(s)
	X
	
	
	
	

	Risk of electrical shock
	X
	
	
	
	

	Risk of radiation exposure
	X
	
	
	
	

	Exposure to blood borne pathogens
	
	
	
	X
	

	Flammable/explosive gases
	X
	
	
	
	

	Toxic / caustic chemicals
	X
	
	
	
	

	Dust or other irritants
	
	
	
	
	X

	Grease or oils
	X
	
	
	
	

	Hazardous specimens 
	X
	
	
	
	

	Exposure to lab animals
	X
	
	
	
	

	Infectious / contagious disease
	
	
	
	X
	

	Cleaning agents/chemicals
	
	
	X
	
	

	Hot equipment
	
	
	X
	
	

	Noisy equipment
	
	
	X
	
	

	Humid or wet conditions (non -weather)
	
	X
	
	
	

	Other LN2: LIQUID NITROGEN
	
	
	
	X
	


Lifting/Carry Requirements of this job

	No Lifting required
	

	No Carrying required
	

	Number of pounds
	Amount of Time

	
	1 - 25%
	25 - 50%
	50 - 75%
	Over 75% 

	
	Lift
	Carry
	Lift
	Carry
	Lift
	Carry
	Lift
	Carry

	Up to 10 pounds
	
	
	X
	X
	
	
	
	

	Up to 25 pounds
	
	
	X
	X
	
	
	
	

	Up to 50 pounds
	
	
	
	
	
	
	
	

	Up to 100 pounds
	
	
	
	
	
	
	
	

	Over 100 pounds
	
	
	
	
	
	
	
	


Push/Pull Requirements of this job:

	No Pushing required
	

	No Pulling required
	

	Number of pounds
	Amount of Time

	
	1 - 25%
	25 - 50%
	50 - 75%
	Over 75% 

	
	Push
	Pull
	Push
	Pull
	Push
	Pull
	Push
	Pull

	Up to 10 pounds
	
	
	X
	X
	
	
	
	

	Up to 25 pounds
	
	
	X
	X
	
	
	
	

	Up to 50 pounds
	X
	X
	
	
	
	
	
	

	Up to 100 pounds
	X
	X
	
	
	
	
	
	

	Over 100 pounds
	X
	X
	
	
	
	
	
	


	Activity
	Amount of Time Spent

	
	None
	1 - 25%
	25 - 50%
	50 - 75%
	Over 75% 

	Stand 
	
	X
	
	
	

	Walk
	
	X
	
	
	

	Sit
	
	
	X
	
	

	Use of hands requiring fine motor skills and sense of touch
	
	
	
	
	X

	Move / rotate / bend wrist(s)
	
	X
	
	
	

	Type / use keyboard or other data entry device
	
	X
	
	
	

	Reach with hands & arms
	
	X
	
	
	

	Climb stairs
	
	X
	
	
	

	Climb ladder or other equipment
	
	X
	
	
	

	Drive / operate motor vehicle
	X
	
	
	
	

	Balance
	
	
	X
	
	

	Stoop, kneel, crouch, bend, crawl
	
	X
	
	
	

	Speak
	
	
	X
	
	

	Hear
	
	X
	
	
	

	Taste 
	X
	
	
	
	

	Smell
	X
	
	
	
	

	Other
	
	
	
	
	


Physical Activity requirements of this job: 

Vision Requirements of this job:
	Vision Requirement
	Required
	Not Required

	Close vision
	X
	

	Distance vision
	X
	

	Color vision
	X
	

	Peripheral vision
	X
	

	Depth perception
	X
	

	Ability to adjust focus
	X
	

	Other
	
	


Safety equipment used while performing this job: 

	Safety eye glasses
	X
	
	Gowns
	

	Filter lens (welding/soldering)
	
	
	Scrubs
	

	Face shields
	X
	
	Boots
	

	Ear plugs or Mufflers
	
	
	Hard hat
	

	Surgical mask / dust mask
	X
	
	Coveralls
	

	Self contained breathing apparatus (SCBA)
	
	
	Gloves
	X

	Other
	LAB COAT, and Ear plugs while sonicating


Level of noise typical in this work environment:

	Very quiet
	

	Quiet
	

	Moderate
	X

	Loud
	

	Very loud 
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