University of Washington Medical Center
Harborview Medical Center
Department of Laboratory Medicine
Phlebotomy Services
Rev. December 18, 2012

UNIVERSITY OF WASHINGTON ACADEMIC MEDICAL CENTERS

DEPARTMENT OF LABORATORY MEDICINE

Virology

Title:


Mail Carrier-Driver A

Responsible to:
Manager of Program Operations   

Position Overview:


The mail carrier works for the University of Washington Virology Division as well as the Fred Hutchinson Cancer Research Center Program in Infectious Diseases.  He/She will be responsible for transporting specimens, parcels and mail to affiliated clinics and sites throughout Seattle.

General Duties:

· Drive UW issued vehicle to affiliated hospitals, clinics and offices throughout Seattle.

· Follow set schedule to ensure consistent deliveries.

· Pick-up/Drop-off specimens, packages, supplies and mail and designated stops.

· Load/Unload items from vehicle.

· Answer pages and calls that require urgent assistance/transportation.

· Communicate with additional couriers and supervisor to maintain maximum efficiency.

· Cover stops as needed when other couriers are out or unavailable.

· Maintain open communication with contacts at clinics and sites to ensure needs are met.

· Perform Other Duties As Required.

Communication and Teambuilding:

· Support service and UWMC goals, service efficiency, and effectiveness through such activities as:  participating in problem solving, demonstrating support for policies, sharing expertise, and contributing to project work and committees.
· Promote and contribute to the development of teamwork in the service and working relationships between the laboratory and other departments.
· Form productive working relationships with co-workers.  Communicate clearly, directly and on a timely basis.
· Act as role model/mentor to new staff in same job class.
· Open to receiving feedback and making constructive changes as a result.
· Open to receiving direction and asks for assistance when needed. 

· Demonstrate a courteous, respectful, professional attitude, and behavior at all times.

· Represent the Department professionally.

Safety/Response to Emergencies:

· Participate in interdepartmental efforts to facilitate a safe environment for all staff and patients.
· Keep abreast of safety procedures including fire plan, disaster drills, evacuation routes, etc.
· Communicate any observed problems or safety issues to appropriate personnel.
· Follows safety/biohazards procedures and practices "Universal Precautions" at all times. 

Quality Assessment and Improvement:

· Participate in and support quality assessment and improvement activities.
· Receptive to new ideas and procedures.
· Adapt to new routines and schedules as necessary.
· Maintains competency and keep job knowledge current.

· Attends inservices and continuing education opportunities as available.

Age Specific Competencies:

· Maintain knowledge of age and gender specific developmental stage differences and requirements to meet the needs of patients and their families;

· Maintain knowledge of age and gender specific differences as they relate to minimum specimen volumes and test result reference ranges.   (For technical staff)

Competency Measured by:

· Pre-employment Qualifications, Education, and Experience.
· Successful completion of required orientation, training, review of policies and procedures.
· Supervisor’s observation of demonstrated skills and performance appraisal assessing job related knowledge and skills.
· Demonstrates knowledge and understanding of patient privacy rights.  Maintains confidentiality of all medical, financial, or other sensitive materials and information in printed, electronic or verbal form, which may jeopardize the privacy of patients.  Accesses and uses the minimum necessary patient identifiable information to perform job responsibilities and duties and only for authorized purposes.

· Demonstrates knowledge and understanding of, and maintains confidentiality of employee information and medical center strategic plans and initiatives, financial information or other sensitive materials and information in printed, electronic or verbal form, which may jeopardize employee rights or organization’s operations.  Accesses and uses the minimum necessary employee and organization information to perform job responsibilities and duties and only for authorized purposes.

Working Conditions:

· Will be driving a University of Washington issued vehicle.

· Must be comfortable driving in and around Seattle.

· Requires ability to walk and climb stairs.

· Must be able to lift up to 40 pounds.

· Must be comfortable lifting/carrying large boxes, coolers and containers.

· Position demands good attendance and punctuality.

· Must be comfortable in a clinic, office and research facility.

· May have indirect exposure to patients and biohazardous materials.

· Must be able to adjust schedule and prioritize requests.

Minimum Qualifications:

· High School graduation or GED Certificate; valid motor vehicle operator’s license.  Six months office or clerical experience may be substituted for educational requirements.

Desired Qualifications:

· Previous experience as a messenger driver or courier.

· Ability to learn and remember names and locations well.

· Good communication skills.

· Strong attendance record.

· Good driving record.

Employees working in Laboratory Medicine should be informed that it may be necessary to work in other departmental locations in order to meet patient service requirements, i.e. UWMC, HMC, SCH, Fred Hutchinson Cancer Research Center, Roosevelt, etc.
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