Duties for Workstation XC 14
	Hematology & CD4

	Daily Tasks
	Weekly, Monthly, or As-Needed Tasks

	· Inspect work area

· Adhere to safety practices; ensure all needed safety equipment is available

· Organize work area for the day's workload

· Perform all daily maintenance on analyzer and document in log

· Perform daily analyzer system checks; verify acceptability and document

· Perform daily QC; verify acceptability and document

· Perform assigned testing, validation, and interpretation

· Aliquot specimens properly as needed

· Troubleshoot and document corrective action on all invalid or discordant results

· Notify and document all panic values

· Record results in the log book

· Store specimens in proper place and temperature; discard specimens that exceed retention time

· Document and record QA indicators and occurrences

· Ensure proper disposal of waste 

· Clean and disinfect work area

· Perform daily and as-needed microscope maintenance and document

· Restock work area with all needed supplies for the next day


	· Perform analyzer weekly, monthly, and as-needed maintenance

· Perform, verify, and document calibration as needed

· Analyze and report EQA testing

· Change stain as needed and verify its performance

· Perform basic troubleshooting activities and document

· Contact customer service, document call, and monitor until resolved 

· Issue repair orders and monitor until service is completed

· Monitor performance of new lots

· Review supplies and reagents needed at the workstation; update stockroom as needed

· Ensure sufficient workstation logs are available for the next month; provide blank logs at the end of month

· Ensure analyzer's toolkit is up-to-date

· Observe other members and provide feedback and cross-train as needed

· Review and sign-off on all SOPs for the workstation and overall laboratory policies


