
LAB COORDINATOR 
 
GENERAL SUMMARY: 
  Central Methodist University seeks a full-time academic lab coordinator for the Division of Science, Math and 
Computer Science.  The coordinator is primarily responsible for working with faculty and lab assistants in overseeing the 
undergraduate teaching laboratories for 5 different program areas in science: Biology, Chemistry, Physics, Environmental 
Science, and Marine Biology.   This position will start on June 1, 2023 
  
PRIMARY DUTIES AND RESPONSIBILITIES: 
  
Preferred Qualifications: 

• Master’s degree in any area of physical or biological science and 3 years of science lab experience. 
• Previous coordinator or technical experience in the physical/biological sciences. 

  
Duties & Responsibilities: 

1. Prepare labs for science courses with related equipment, supplies, instrumentation, chemicals and chemical 
solutions in coordination with the lab instructors 

2. Ability to utilize, calibrate, configure, troubleshoot, and repair (when possible) laboratory equipment and 
instruments 

3. Maintain an inventory of laboratory equipment, instruments, supplies, chemicals, and safety equipment/supplies 
4. Coordinate the ordering of lab supplies, chemicals, and laboratory equipment and instrumentation 
5. Manage proper collection and disposal of all hazardous chemical and biological wastes 
6. Assist professors with sustainability efforts within labs 
7. Supervise compliance with EPA and OSHA regulations for storage, labeling, handling, and disposal of chemicals 
8. Serve on the university’s safety committee 
9. Assist with proctoring exams as needed 
10. Demonstrate being a positive role model to students, faculty, and staff by supporting the mission of CMU 
11. Other duties as assigned by the division chair 

  
MANAGERIAL/SUPERVISORY RESPONSIBILITIES: 
N/A 
  
EDUCATION AND EXPERIENCE QUALIFICATIONS: 
  
Minimum Qualifications: 

1. Bachelor's degree in any area of science with strong Biology, Chemistry or Physics background 
2. Ability to collaborate with faculty and other staff along with an exceptional ability to work in a self-motivated and 

independent fashion possessing integrity and a commitment to maintaining high professional standards 
3. Strong written and oral communication, critical thinking, time management and organizational skills 
4. Knowledge of function and operation of safe laboratory practices 
5. Experience working with biological agents and handling hazardous chemicals 
6. Proficient in Microsoft Office applications especially Word and Excel 

  
PHYSICAL REQUIREMENTS: 
  

1. Must be able to stand or sit for the duration of the class. 
2. Must be able to bend over, squat, and reach overhead 
3. Must be able to climb on a step ladder 
4. Must be able to occasionally lift up to 20 lbs 

 



OTHER SKILLS AND ABILITIES: 
  
OTHER INFORMATION AND ATTRIBUTES: 
Candidates should submit an application, cover letter, and resume to Human Resources.  Applications and instructions are 
located on the website at www.centralmethodist.edu.  
  
CMU Employees provide collegial, collaborative contributions to their areas and the University as a whole.  They should 
stimulate a harmonious, productive, and inviting work environment that is customer service oriented.  Each must maintain 
a commitment to the mission and purposes of CMU.   Central Methodist University is an Equal Opportunity Employer. 
 

http://www.centralmethodist.edu/

