
Clark Atlanta University 

Job Description 

 

Position Title: Laboratory Manager 

Department: Chemistry 

Reports To: Department Chair (Dr. Conrad Ingram) 

Time and Effort: 100% Title III 

    

The following statements are intended to describe the general nature and level of work to be 

performed.  They are not intended to be construed as an exhaustive list of all responsibilities, 

duties and skills required of personnel so classified. 

 

General Function (Description): 

 

 Plans and coordinates resource requirements  

 

 Identify and purchase instrumentation, equipment, apparatus from qualified vendors; install 

and calibrate instruments to establish fully functional undergraduate analytical and physical 

chemistry labs. 

 

 Work closely with the project director and other chemistry department professors to 

assemble the relevant literature (procedures etc.) for various experiments into analytical 

chemistry and physical chemistry lab manuals.  

 

 Set-up and test new laboratory experiments to be conducted by undergraduate students  

 

 

Examples of Duties and Responsibilities: 

 

 

 Inventory chemicals and equipment in undergraduate labs to be disposed. 

 

 Identify vendors; solicit quotations and purchase chemicals, apparatus and other scientific supplies 

and scientific equipment. 

 

 Work closely departments professors to develop new (analytical I and II and physical chemistry I 

and II) lab manuals. 

 

 Provides technical and administrative support for the undergraduate labs; establishes the SOP and 

safety protocols for the lab; trains users on the operations of the instruments and equipment 

 

 Maintains lab inventory and orders supplies 

 Assists faculty with designing experiments 

 

 Prepare equipment, materials, reagents and other necessary supplies for the introductory 

 

 Implement and perform test-runs for undergraduate experiments in analytical and physical chemistry 

 

 Train graduate teaching assistants on the execution of the new experiments. 

 

 Other related duties assigned by supervisor 

 



 

 

Knowledge, Skills and Abilities 

 

 Knowledge of chemistry laboratory safety rules and regulations. 

 Knowledgeable of the specialized teaching techniques for effective laboratory instruction in 

physical and analytical chemistry (including instrumentation) 

 Supervises teaching assistants/undergraduate researchers 

 Proficient at an advanced level with all Microsoft Office, select Banner applications and other job 

related technologies 

 Excellent interpersonal skills (written, verbal, and active listening) Communicates clearly, 

professionally, and effectively with all stakeholders. 

 Ability to: 

 Work well under pressure, meet deadlines, and multitask 

 Implement procedures that promote operational efficiency 

 Effectively prioritize activities 

 

 

Minimum Hiring Standards: 

 

 

 

 

Education M.S. Degree in Chemistry or related STEM discipline 

Years of Experience Required 2 years of experience 

Other Skills   


