WATERLOO

Job Description

Job Title: Chemical Preparations Technician

Department: Chemistry

Reports To: Chemistry Undergraduate Laboratory Coordinator
Jobs Reporting: N/A

Salary Grade: USG 6

Effective Date: August 2024

Primary Purpose

Following consultations with the Laboratory Instructors, the incumbent is responsible each term for
supplying the undergraduate laboratories with all chemicals, reagents, and analyzed samples required to
carry out the experiments in the various laboratory courses operated by the Department of Chemistry. The
Chemical Preparations Technician duties include the preparation of hazardous chemicals for use in
laboratories.

Key Accountabilities

Supply and Prepare Chemicals

e Supply required chemicals and prepare solutions for all Chemistry and Nanotechnology
undergraduate laboratory courses that the Chemistry department is responsible for on a weekly or
daily basis;

e Orders chemicals needed for laboratory experiments and arranges proper disposal of waste;

e Prepare required solutions and reagents in advance of laboratories whenever possible;

e Ensure that all required standardized solutions are properly prepared (using at least three trials with
appropriate relative deviations specified by the appropriate Laboratory Instructor);

e Prepare code sheets for unknowns and to prepare samples to be used as unknowns;

e Prepare chemicals needed for experiments to be carried out during high-school outreach programs
and public visits and assist with the set-up and presentation of these experiments.

Record Management

o Keep up to date logbooks of all chemicals and solutions prepared;

¢ Maintain and modify preparation sheets;

¢ Maintain reagent spread sheets for both common and specific reagents required in every laboratory
course;

e Maintain running cost estimates for each laboratory course using appropriate spread-sheet
software.

Inventory Management

e Maintain accurate Preparation Room inventory of all chemicals and reagents on appropriate
computerized databases;

¢ Anticipate future undergraduate laboratory needs and order chemicals as needed;

e Monitor shipments and distribution of orders to the individual laboratories;

e Conduct chemical inventory annually and reconcile inventory as needed.

Safety
e Establishes, administers and enforces safety standards including WHMIS requirements and UW
Safety policies and procedures to ensure a safe setting for the chemicals preparation room;
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e Update posted safety procedures including WHMIS, hazardous waste disposal, etc.so that they are
current;

Maintain personal certifications as required by the Safety Office;

Maintain equipment certifications and the associated records;

Prepare and maintain current Standard Operating Procedures (SOPS)

Maintain first aid kits.

Maintain safety inspection reports for the prep room (eye wash station, spill kits, etc.) and report any
incidents to the Department and Safety Office as required;

o Ensure adherence to Health and Safety guidelines by all core users.

*All employees of the University are expected to follow University and departmental health and safety policy,
procedures and work practices at all times. Employees are also responsible for the completion of all health and
safety training, as assigned. Employees with staff supervision and/or management responsibilities will ensure that
assigned staff abide by the above, and actively identify, assess and correct health and safety hazards, as required.

Required Qualifications

Education

e B.Sc. in Chemistry is required, M.Sc. in Chemistry is preferred or equivalent related
education/experience

Experience

¢ Minimum of two years’ experience preparing chemicals and reagents for an UG laboratory setting.

¢ Must have a thorough and up-to-date background in chemistry, especially of common laboratory
reagents.

Knowledge/Skills/Abilities

Knowledge of chemical handling, safety and emergency procedures is required,;

Must have a working knowledge of hazardous materials and have completed WHMIS training;

Excellent attention to detail skills required;

Excellent written and oral communication skills required;

Ability to manage multiple priorities in a fast-paced, deadline oriented environment is required;

Experience with Unit 4 and vendor online ordering systems is an asset.

Nature and Scope

o Contacts: The Chemical Preparations Technician works closely with the Chemistry Laboratory
Instructors and the Chemistry Stores staff.

e Level of Responsibility: Must demonstrate being a self-starter who can work independently, with little
or no direct supervision, and the ability to interact well with other staff members are necessary
attributes of any person who is to hold this position No direct supervision of other staff. Accountable for
the inventory, ordering, delivery and set up of chemicals and reagents for Chemistry undergraduate
laboratories.

o Decision-Making Authority: Required to make decisions on chemical preparation room inventory and
ensuring enough product for the undergraduate laboratories. All problems are handled with minimal
supervision and referred to the supervisor or laboratory instructor when there is a possible danger to
students and/or TAs or does not comply with the guidelines defined by the Chemistry department.

e Physical and Sensory Demands: The incumbent must be capable of lifting carboys of the order of
20 kg.

e Working Environment: The Chemical Preparations Technician duties include the preparation of
hazardous chemicals. The working environment at times will be dusty and dirty. Exposure to various
chemicals. Some chemicals may cause noxious smells.




