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HUMAN RESOURCES JOB DESCRIPTIONS / Endoscopy
SUBJECT:  Scope Technician

HRJD.106

Endoscopy Scope Technician
Department:




Endoscopy
Reports to:




Endoscopy Manager
Ages of Patients served:


Age 2 through Geriatric


JOB DUTIES & RESPONSIBILITIES (in order of priority)

1. Adhering to hospital and department policy and demonstrating constructive interpersonal relationships in all areas of communication.

2. Ensuring that proper techniques and practices are used according to accepted standards of practice.

3. Assists with setting up equipment and supplies for days schedule.

4. Assuring appropriate completion of quality control records.  Maintaining clear, concise and accurate records as required by regulatory agencies.

5. Performs leak tests on all scopes per manufacturer’s guidelines.
6. Follows Hospital and department policies and manufacturer’s recommendations for cleaning and disinfecting scopes and accessories.
7. Maintaining the cleanliness and orderliness of the department. 

8. Participating in and assuming accountability for information presented in department meetings and inservice programs.

9. Practice safe handling of equipment and supplies to reduce or eliminate mishandling and incorrect usage.

10. Accepting responsibility for all other related duties as assigned.
11. Follows standard precaution when assisting with procedures and cleaning scopes and accessories – wears personal protective equipment.

12. Assists with room turnovers as needed.

13. Stocks supplies and checks for outdates and rotating stock.

Physical Requirements:

For the purpose of the American Disability Act (ADA), this position has been assessed to identify essential and marginal functions.  Tasks listed below are considered to be essential functions of the job.  Reasonable accommodations may be made for individuals with qualifying disabilities in order to perform the essential function of the job.

1. Work Position

a. Sitting




0%
b. Standing




90% or more

c. Walking




10% or more
2. Body Movements

a. Lifting/Carrying up to 20lbs

Frequency, 5%

b. Bending and stooping


Frequency, 50%

c. Hand grip, wrist and digital dexterity
Frequency, 45%
d. Pushing and pulling 


Frequency, 0%
POLICIES AND PROCEDURES
Adheres to Hospital and Departmental Policies and Procedures.
COMMUNICATION

· Must demonstrate excellent communication skills.

· Convey messages in a timely manner.

· Keeps staff informed of availability of scopes.
TEAMWORK

· Accepts constructive feedback in a professional manner.
· Attends staff meetings and in-services.
· Functions as a cohesive team member.
· Able to stand for long periods of time.
JOB SPECIFICATIONS

Minimum Education:
High school graduate.

Minimum Experience:
At least 6 months experience in an acute care hospital Central Processing Department required.

Required Course(s)/Training:
Graduate of Technician training program preferred.

Required Certification/Registration:
Cardio Pulmonary Resuscitation (CPR) 
Physical:
In good physical condition to meet the demand of an active position including extensive walking and standing, moderate sitting, stooping, and lifting.  
Maintains following logs:

1. Temperature

2. Aldahol

3. Acecide

4. Scope usage

5. Scope processing

6. Opening and closing procedures
	

Employee Signature
	
	

Date


