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The University of Texas at San Antonio 
 
Job Description 
 
Job Title:  Coordinator, Electron Microscopy Lab 

Code:    14380 

Salary Grade:  60 

FLSA Status:  Exempt 

Department/Division: Biology 

Reports To:  Department Chair 

 
Summary 
 

 This position is accountable for the ultra structural examination when appropriate and 
preparation of tissue specimens and serologic studies using an electron microscope to 
provide information for research projects and pathological diagnosis.  Responsibilities 
include reviewing and supervising the activities of the facility, providing technical 
advice and services to staff and users and maintaining inventory, equipment, record 
keeping and accounting. 

 
Duties 
 

 Typical: 
1. Manages the electron microscopy facility to include planning, 

coordinating, and scheduling of the lab. 
2. Assist in on-going research. 
3. Performs administrative duties including maintaining inventory and 

reference library. 
4. Provide training and conduct lab classes. 
5. Maintains scopes, inventory and equipment, conduct lab classes. 
6. Responsible for researching and developing new techniques as needed. 
7. Performs other duties as assigned. 

 

 Periodic: 
1. N/A 

 
Education 
 

Required Preferred 
Bachelor’s degree in one of the major sciences Master's degree in one of the major sciences. 
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Other Requirements 
 

Required Preferred 
Ability to manage electron microscopy facility 
activities and ensure accurate results. 

N/A 

Possess mathematical aptitude to perform 
accounting, budgeting, and auditing functions. 
Ability to prepare statistical reports. 
Ability to supervise facility employees and 
provide training as needed. 
Possess hardware and software knowledge 
including Windows platform, FileMaker Pro, 
Photo Impact or Adobe Photo Shop. 
Ability to use discretionary judgment to 
determine, plan and coordinate procedures and 
techniques to be used. 
Criminal Background Check (CBC). 
 
Experience 
 

Required Preferred 
Three years experience in biological and 
material science electron microscopy, 
including one year of supervisory experience. 

N/A 

 
Equipment 
 

Required Possible 
Operation and maintenance of 
ultramicrotomes, carbon evaporators, electron 
microscopes and photographic equipment, and 
the latest technical advances in equipment 
utilized in the field. 

N/A 

 
Working Conditions 
 

Usual Special 
Work is performed in a laboratory environment 
with exposure to hazardous chemicals. 

May require overtime work. 

 
Supervision 
 

Received Given 
Work is performed under general supervision 
from faculty director or departmental 
administration. 

Provides supervision and training of laboratory 
staff personnel assigned to the facility. 

 



JC 14380  Updated: 06/01/2014 
Page 3 

Accuracy 
 
Duties require computer work and meticulous accuracy. 
 
Internal Control 
 
Within the scope of position duties, responsible for seeing that operations are effective and 
efficient, assets are safeguarded, reliable financial data is maintained, and applicable laws, 
regulations, policies and procedures are complied with. 
 
Security Sensitive 
 
Specific job requirements or physical location of some positions allocated to this classification 
may render the position security sensitive, and thereby subject to the provisions of section 51.215 
Texas Education Code. 
 


