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	Job Description



	Function:  Technical Services Supervisor
	Revision Date: 11/15/2023

	Department:  Laboratory
	Hours:  8:00am to 5:00pm

	Reports to:  Operations Manager
	

	
Job Summary:
	

	The Technical services manager is responsible for the supervision of the metrology department and the tasks necessary to maintain the calibration system.  The position will perform calibrations, supervise internal calibration and contract personnel, write and revise calibration procedures, and conduct or coordinate department specific training.

	

	 Job Functions:

	
· Supervise the metrology department including assignment of projects and training to department specific SOPs.
· Work with the metrology department staff to develop professional goals and objectives.
· Oversee the metrology workflow, identify areas for improvement and work with document users on scheduling and prioritizing metrology projects.
· Provide support to ensure that project timelines are met.
· Monitor metrology department procedures and ensure that the procedures accurately represent current practices.
· Initiate investigations and generate reports for any failed Metrology standards.
· Coordinate the maintenance of calibration standards.
· Schedule and supervise calibration contractors.
· Assist in troubleshooting equipment malfunctions.
· Provide the highest level of service while staying within the calibration budget.
· Perform unscheduled calibrations to support business needs.
· Review calibration records for accuracy and compliance.

	

	Education:

	Completion of an Instrumentation or Industrial Electronics (2-year) curriculum at a technical school, or an AA/AS Degree in a related science or engineering major. Equivalent experience and relevant on-the-job training may be considered.

	

	Requirements:

	· 2+ years experience in a supervisory position, with direct experience overseeing a metrology system preferred, but not required.
· Strong organizational skills with the ability to handle multiple priorities and follow projects through to completion.
· Proficiency with standard metrology software applications, Calibration software and office applications including MS Word & MS Excel required.
· Strong interpersonal skills with the ability to communicate verbally and in writing with various levels of management.
· Ability to motivate other individuals outside the department to complete document reviews in order to meet deadlines.
· Ability to communicate effectively with department staff and other departments.
Self starter.
· Interacts with special projects and teams.
· Other duties as assigned

	

	Other Skills/Abilities

	





	NOTE:  This job description is not intended to be all-inclusive. Employee may perform other related duties as required to meet the ongoing needs of the organization.
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