
The Los Angeles LGBT Center is an Equal Opportunity Employer and is committed to fostering diversity within its staff. 

Applications are encouraged from all persons regardless of their race, color, ancestry, religious creed, national origin, sex, 

sexual orientation, gender identity, gender expression, medical/physical/mental condition, pregnancy/childbirth and related 

medical condition, age, marital status, or veteran status. 

E-mail resume and cover letter as a word attachment to jobs@lalgbtcenter.org  website:  www.lalgbtcenter.org 

Or submit application/resume to: Los Angeles LGBT Center, Human Resources Dept., 1625 N. Schrader Blvd., Los Angeles, CA  90028 

 

 

Position: Assistant Laboratory Supervisor 

Program: Health and Mental Health Services 

Reports to: Laboratory Supervisor        

Salary: DOE 

Status: 100% Full-time; Exempt  

Probation: 180 days 

Benefits: Medical, Vision, Dental, and Life Insurance; also including Long Term Disability, 

an Employee Assistance Program, and a 403B retirement plan 

 

JOB SUMMARY: 

Under the direction of the Laboratory Supervisor, the Assistant Laboratory Supervisor will be responsible for the coordination of 

laboratory services and the maintenance of quality patient care in compliance with local, state, and federal regulations, and 

accreditation standards.  

 

ESSENTIAL FUNCTIONS: 

1. Coordinate daily laboratory operations and inventory maintenance. 

2. Coordinate all phlebotomy, specimen collection, specimen handling, processing of specimens and laboratory testing done 

by point-of-care testing devices.  

3. Serve as a resource and support to the Laboratory Supervisor and Nurse Manager; overseeing personnel who perform 

laboratory testing and services. 

4. Assist the Laboratory Supervisor and Nurse Manager with maintaining and updating laboratory safety, quality assurance, 

training and competency programs for the laboratory staff. 

5. Serve and support the Laboratory Supervisor and Nurse Manager as a liaison between HMHS programs and outside 

reference labs to facilitate prompt and accurate testing. 

6. Perform or arrange for performance of preventive maintenance for all lab instruments and equipment. 

7. Assist the Laboratory Supervisor and Nurse Manager to ensure compliance with third party payers, Medicare, Medi-Cal 

and proper Coding. 

8. Respond to client and or staff complaints regarding laboratory services. 

9. Perform and assist with supervision of phlebotomy, skin puncture, oral swabs and all other approved testing procedures as 

needed. 

10. In the absence of the Laboratory Supervisor, the Assistant Laboratory Supervisor is responsible for directing and 

supervising the Laboratory Assistant’s. This includes Human Resource activities, disciplinary actions, enforcing policies, 

procedures, standards and regulations, and adjusting staff for adequate coverage. 

11. Serve as a laboratory clinical resource and professional role model. 

12. Communicate appropriately and tactfully with staff, consultants, patients, and community members. 

13. Attend LA LGBT Center and HMHS meetings as required. 

14. Other duties/responsibilities as assigned. 

 

JOB QUALIFICATIONS AND EXPERIENCE: 

1. One year minimum supervisory experience; 

2. Three year minimum experience with phlebotomy, specimen collection/handling/processing and approved laboratory 

testing procedures in an outpatient clinic; 

3. Knowledge of state laboratory licensing requirements, federal CLIA regulations, and national accreditation standards; 

4. One year HIV/AIDS healthcare experience preferred; 

5. Bilingual (English/Spanish) skills preferred; 

6. Excellent verbal and written communication skills, including strong organizational skills and attention to detail; 

7. Computer skills and knowledge; 

8. The ability to work effectively with men and women of diverse races, ethnicities, ages, gender identities and sexual 

orientations in a multicultural environment. 

 

Training, Education and Licensure 

1. Medical Assistant Certification or Current Phlebotomy Certification and high school diploma or GED. 

2. Current American Heart Association CPR Certification. 
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