
 
Job Description 

 
Job Title Preparation Area Technician 

Department School of Life Sciences 
Grade 2 

 
Job Description 

Job purpose (a 
brief summary 
of the role) 

 
To provide the School’s teaching and research activities with clean and sterile consumables. To 
dispose of bio-hazardous material safely. To provide appropriate bespoke support and service to 
individual research groups. 
 

Duties and 
responsibilities 

 
 
1. Preparation and distribution of a wide range of glassware and sterile glassware, plastics, 
and consumables for use in the school’s research and undergraduate teaching communities. 
 
Main duties include: 
 

• Following safety protocols (which vary by lab) enter laboratories and tissue culture 
rooms to collect dirty/contaminated glassware and pipettes.  

• Load washing machines with the correct inserts determining the correct programme for 
the load. 

• Prepare clean glassware for communal stocks or for the provision of bespoke items to 
specific laboratories. 

• Determine appropriate sterilising methods of equipment i.e. industrial autoclaving or 
use of ovens, depending on materials being sterilised, time constraints and user 
requirements.  

• Responsible for ensuring consumable stock is maintained to agreed levels to allow 
research to progress unhindered. When applicable, purchase replacement items from 
stores.  

• Prioritise workload to ensure time critical items are processed in a timely manner. 
Items for undergraduate teaching classes take priority during term time. 

 
2. Inactivate and dispose of biologically hazardous, clinical, and offensive waste. 
 
Main duties include: 
 

• Collect waste from laboratories and tissue culture suites. 
• Sort and stream waste, selecting appropriate methods of inactivation/sterilisation 

using an autoclave; choose the correct cycle for the type of hazard. Follow strict safe 
operating protocols and risk assessment adhering to COSHH to ensure personal safety 
and to make sure the material leaves the building in a safe state in line with HSE 
legislation. 

 
3. Preparation of the department’s Drosophila fly food using Mediaclave. 
 
Main duties include: 
 

• Preparation of fly food to weekly orders, following strict production protocols. 
Selection and measurement of reagents to ensure media is made as per recipe. 
Calculate modifications to recipe as requested by users. 

• Calibrate and prime peristaltic pumps to dispense required volumes in to bottles/vials. 
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4. To provide sterile water for use in the School’s.  
 
Main duties include: 
 

• Assess when to initiate a new batch of sterile water, as usage is variable depending on 
departmental needs. 

• Sterilise load using appropriate method/cycle for volume dispensed. 
 
5. Undertake accurate administrative tasks and record keeping. 
 
Main duties include: 
 

• Carry out regular validations of autoclaves to ensure equipment is functioning to HSE 
guidelines. Confirm that loads processed are inactivated/sterile. Recording and file this 
information for auditing purposes. 
 

6. Receive and respond to requests for information and assistance. 
 
Main duties include: 
 

• Provide information on sterilisation techniques/procedures carried out. 
• Signpost and assist individuals on the location and availability of consumables and 

sterile items. 
• Advise and provide guidance to members of the school on how to prepare waste for 

inactivation/disposal. 
• Provide users with accurate turn-round and completion dates for requests. 

 
7. General housekeeping and essential cleaning.  
 
Main duties include: 
 

• Essential daily/weekly cleansing of surfaces, benches, flooring, and equipment to 
ensure they are free of contamination and safe for users and students. Selecting the 
appropriate disinfectant or cleaning materials, diluting products, and using as specified 
following COSHH guidelines.  

• Report Jobs when equipment repairs are required, or defects are noted via Online Job 
Board. 

 
The duties and responsibilities outlined are not intended to be an exhaustive list but provide 
guidance on the main aspects of the job. The postholder will be required to be flexible in their duties. 
 

 
 

Person Specification 
The Person Specification focuses on the essential and desirable knowledge, skills, experience and qualifications 
required to undertake the role effectively. This is measured by (a) Application Form, (b) Test/Exercise, (c) Interview, 
(d) Presentation.  

 
Essential 

Criterion No. 
Essential Criterion Description  Measured by 

E1 NVQ Level 1 or 2 or education to GCSE level or equivalent, or experience in a 
similar or related role. 

A & C 
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E2 Interpersonal, written and verbal communication skills required for excellent 
customer service in order to provide and exchange basic information. 

C 

E3 Ability to multi-task, as many operations and processes are carried out 
simultaneously. 

A & C 

E4 Good problem-solving ability. C 
E5 Ability to work using own initiative, without direct supervision. A & C 
E6 Good organisational skills. A & C 
E7 Good knowledge of health and safety including hazardous substances and 

equipment with regard to safe working practices. 
A & C 

E8 Work well as part of a team and give support/advice to work colleagues. C 
 

Desirable 
Criterion No. 

Desirable Criterion Description  Measured by 

D1 Some experience of a laboratory environment. A & C 
D2 Knowledge of laboratory consumables. A & C 
D3 Knowledge of safe laboratory practice including COSHH. A & C 
D4 Knowledge of the sterilisation process and its importance to the success of the 

department.  
A & C 

 


