
 

 

LABORATORY RECEPTIONIST 
Revised:  September 2005                        FLSA:  NE 

Class Code:  4045                                     Bargaining Group:  YCEA 

 
DEFINITION 
Under general supervision of the Laboratory Manager, functions as the main intake person for 
internally and externally generated water and wastewater samples. The incumbent prepares 
sampling equipment, prepares samples for internal analysis and/or sub contracting, logs in 
samples to the laboratory computer system in a manner that will ensure “chain of custody” 
validity and keep the sample receiving area in an organized, clean and professional 
appearance; and performs other related work as required. 

 

CLASS CHARACTERISTICS 
Incumbents in this classification typically have little or no directly related experience and work 
under immediate supervision while learning job tasks.  As an incumbent’s responsibilities and 
breadth of knowledge increase and as they gain experience, they may reasonable expect their 
position to be reassigned to a position with more responsibility and/or complexity. 

SUPERVISION RECEIVED AND EXERCISED 

General supervision is provided by a higher level professional or management position.  A 
Laboratory Receptionist does not have supervisory or lead responsibilities.   

EXAMPLES OF DUTIES (Illustrative Only) 

• Receives samples from employees and laboratory customers in a manner that ensures 
the samples are kept in a clear “chain of custody” to ensure reliability of test results 

• Assists in the preparation of microbiology medias and setting of bacteria samples 
received by the laboratory 

• Logs in samples to the Laboratory Information Management System (LIMS) upon receipt 

• Maintains the sampling Standard Operating Procedures with the assistance of the Lab 
Assistant 

• Assists in the preparation of laboratory solutions and supplies for the chemical analysis 
of samples received by the laboratory 

• Cleans and maintains laboratory equipment such as glassware, utensils and facilities 

• Cleans and maintains the sample receiving area so that it can function in  a neat and 
orderly manner 

• Conducts simple lab tests such as temperature, ph, conductivity, etc, upon sample 
receipt 

• Performs a variety of clerical tasks that may include commercial invoicing, maintaining 
spreadsheets and file management 
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• Responsible for carrying out the mission of the City and the department and adherence 
to the City’s and department’s organization values 

• Develops and maintains positive public relations with emphasis on customer service 

• Has the ability and willingness to work cooperatively in a team environment with other 
City employees in the course of daily activities 

• Adherence to the City and department’s organizational values 

• Performs other duties and assumes other responsibilities as apparent or as delegated  

Collateral Functions: 

• Provide assistance to the Laboratory Technicians when requested 

• Work with the Lab Assistant collecting samples and/or preparing sampling equipment 

• Cleans and maintains the laboratory in a neat and orderly manner 

• Performs related duties and responsibilities as required  

• Establishing and maintaining cooperative working relationships with those contacted in 
the course of work 

 

QUALIFICATIONS 
NOTE:  The required level and scope of the following knowledge and skills relate to the level of 
the position as defined in the class characteristics. 

 

Knowledge of: 

• Safe driving and work practices 

• Modern office methods and procedures 

• Personal computers; applications of word processing and computer programs 

 

Skill in: 

• Coordinating multiple projects and meeting deadlines 

• Maintaining accurate records and files  

• Use of computers and computer applications and software 

• Establishing and maintaining effective working relationships with those contacted in the 
course of the work  

• Making arithmetical calculations quickly and accurately 

 

Ability to: 

• Understand and follow oral and written instructions; work independently in the absence 
of supervision.  

• Communicate effectively, both orally and in writing. 
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• Meet the physical, mental and environmental demands of the job 

• Prepare reports and efficiently maintain accurate records, demonstrate continuing 
effectiveness in maintaining the knowledge and skills required of this position 

• Keep abreast of new products, procedures, and changing technology relevant to this 
position 

• Use initiative and exercise sound independent judgment 

• Accept the input of supervisors and co-workers as well as provide input and be a 
genuine team player. 

• Recognize, prioritize and accomplish needed tasks 

• Use courtesy, tact and firmness in dealing with the public; evaluate alternative solutions 
and present recommendations; interact with the public effectively and courteously 

• Identify with management and City goals and objectives and understand and support 
City priorities and needs  

 

EDUCATION AND EXPERIENCE  

Any combination of education and experience that would demonstrate the knowledge, skills and 
abilities as outlined above  is qualifying.  A typical way to obtain the knowledge and skills is:  

High School graduate or equivalent, an Associate’s degree is preferred, with exposure to 
chemistry, microbiology, biology or a related field.  Both basic laboratory and customer service 
experience is desired but not required. 

 

LICENSES 
Possession of a valid California Class C driver’s license.  Individuals who do not meet this 
requirement due to physical disability will be reviewed on a case-by-case basis. 

 
PHYSICAL DEMANDS AND WORKING CONDITIONS 
Working conditions in the office are clean, well lit and free from extremes of temperature and 
humidity.  Working conditions in outside areas are subject to variations in temperature, and may 
include wind and rain, and other elements.  Requires ability to work safely out-of-doors in all 
weather, lift and carry equipment alone weighing up to 50 lbs., work on slippery and uneven 
surfaces, and hearing capacity sufficient to understand conversations.  Reasonable 
accommodations will be made for some physical demands for otherwise qualified individuals 
who require and request such accommodations.   Samples of water and wastewater may 
contain contaminants and have an unpleasant odor.   

 
OTHER DUTIES AND REQUIREMENTS 
This class description lists the major duties and requirements of the job and is not all-inclusive.  
Not all duties are necessarily performed by each incumbent.  Incumbents may be expected to 
perform job-related duties other than those contained in this document and may be required to 
have specific job-related knowledge and skills. 
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