Administrative Professional 

Role:   Provide expertise, guidance, support and leadership to Laboratory management and staff in an administrative specialty.

Responsibilities:

· Respond to internal and external requests for information and guidance.

· Develop procedures and guidelines for use by own group or entire Laboratory.

· Review documents, policies, standards, guidelines, procedures, and requirements for conformance with laboratory objectives, law, regulation, and good business practice.

· Resolve conflicts arising from policies, procedures, and guidelines.

· Coordinate efforts with related functions and activities to avoid conflicting/duplicative guidance, efforts, and instructions.

· Make recommendations on issues relating to area of expertise.

· Participate in/chair committees and meetings related to area of expertise.

· Facilitate audits and other reviews by providing information and explanations of why actions were taken.

· Manage and complete assigned projects to achieve established goals within time and resource restrictions, providing feedback in process.

· Make presentations to Laboratory groups concerning area of expertise.

· Maintain records and documentation relating to function.

· Present training to Laboratory personnel to facilitate their performance of required functions.

Accountabilities:

· To Laboratory staff for providing expertise and guidance in assigned functional area

· To DOE for implementation of any contractual requirements in area of expertise

· To other regulating agencies which may govern aspects of functional area

Authorities:

· Exercise professional judgment and decision making in the execution of assignments.

· Make recommendations on Laboratory policies and procedures.

· Convey functional guidance to Laboratory managers and staff.

· Give direction to support personnel in the accomplishment of assigned tasks.
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