
Temporary Assignment 
Position Title: Lab Coordinator (PED 119, Level 14) 
Faculty/Unit: Faculty of Science, Dept. of EPS 
Reporting to: Administrative Assistant 
Hours: 35 
Duration: Until July 31, 2019 
Reference Number: TR2567 
Under the direction of the immediate supervisor, oversees the day-to-day operations of a facility, a 
large laboratory or several laboratories. Organizes, distributes and verifies the work of others and 
participates in their training. Establishes priorities and schedules of projects. Coordinates execution 
of projects and service. Prepares quotations. Develops procedures and makes recommendations to 
improve unit efficiency. Develops methodology. Analyses and interprets data. Acts as resource 
person, resolves problems and instructs others. Administers accounts. Prepares budget proposals. 
Maintains equipment. 
1. Oversees the day-to-day operations of the ICP-MS facility.  Coordinates the execution of 
experiments, projects and services. Establishes priorities and ensures adherence to schedules. 
Ensures efficiency and quality of output.  
 
2. Organizes, distributes and verifies the work of others, and participates in their training.  
 
3. Participates in the development and implementation of unit procedures and work methods. 
Makes recommendations to improve unit efficiency.  
 
4. Reviews and analyzes project submissions. Advises on feasibility. Establishes time and cost 
estimates. Prepares quotations.  
 
5. Performs a variety of specialized technical tasks in field of Earth Sciences.  Sample preparation 
and analyses.  Keeps labs, including clean room, in proper working condition for sample 
preparation and analyses. 
 
6. Acts as resource person, resolves problems and instructs others. Provides technical guidance 
and assistance concerning work methods, the use of equipment and techniques, and the analysis of 
results.  
 
7. Reviews, tests, evaluates and modifies equipment and methodology. Develops methodology. 
Assesses equipment needs. Coordinates the provision of equipment. Designs and fabricates 
specialized equipment as required.  
 
8. Compiles experimental and analytical data. Prepares reports. Analyzes and discusses results and 
their interpretation with others. Maintains records and files.  
 
9. Maintains computerized information systems and participates in their development.  
 
10 Ensures compliance with safety regulations in the use of equipment. Ensures proper storage, 
handling and disposal of hazardous materials.  
 
11. Maintains equipment and performs minor repairs. Arranges for servicing.  
 
12. Ensures appropriate inventory. Recommends and purchases equipment and material.  
 
13. Performs accounting functions such as monitoring expenditures, verifying ledgers and 
resolving discrepancies. Forecasts costs of supplies, materials and equipment. Prepares invoices.  



 
14. Keeps abreast of new developments in the field of Earth Sciences to update skills and 
knowledge.  
 
15. Uses a variety of equipment such as ICP-MS and laser ICP-MS, microscopes, 
spectrophotometers, centrifuges, fume hoods, pipettors, cryostats, and computers. 
 
16. The list of duties and responsibilities outlined above is representative and not a complete and 
detailed list of tasks which may be performed by an employee whose position has been matched to 
this generic job description. 
 

Education/Experience: 
(from generic) 

Undergraduate Degree (Earth Science or Science)  

Two (2) years' related experience 
Other Qualifying Skills and/or Abilities:  
Demonstrated ability to perform specialized technical tasks in fields such as chemistry, geochemistry, 
hydrology, geobiology and oceanography. Previous experience with laser ablation inductively coupled 
plasma mass spectrometry (ICP-MS), microscopes, autosamplers, cryogenic equipment, high purity 
acid and water stills, ultrasonic baths and other cleaning equipment. Experience working with 
computers; specifically the ability to troubleshoot, perform minor repairs and maintenance, scheduling 
major repairs, on-going maintenance and upgrades. Experience with daily operation of a quadrupole 
ICP-MS instrument for elemental analysis.  Experience with laser ablation sampling of solids for ICP-
MS and fluid sample introduction systems. Expert user of data processing software for laser ablation 
ICP-MS data and ability to teach laboratory users. Inorganic chemistry laboratory skills, including the 
preparation of multi-element standards, distillation of ultra-clean acids and cleaning of cones, 
nebulizer, spray chamber, etc. Experience in basic ICP-MS maintenance and optimization, including 
the changing of cones, tuning of the instrument, calibration of the detector and changing of the torch, 
nebulizer, spray chamber, etc. Knowledge of QA/QC protocols for ICP-MS data. Hands-on experience 
with the Thermo Finnigan iCAP and/or X-Series ICP-MS and its QTegra software. Experience with 
the NewWave laser ablation systems. Experience with the Iolite laser ablation data processing 
software. Experience with digestion of organic and inorganic materials using microwave wet ashing. 
Ability to develop new analytical procedures, standards and methodology as well as new data 
processing procedures. Strong attention to detail and proven ability to verify work. Must be client-
focused and service-oriented. English, spoken and written. French spoken preferred. 
 

How to Apply:   

Please submit your cover letter and curriculum vitae, clearly indicating the reference number, to 
Faculty of Science: 

Mail 
McGill University, Faculty of Science, HR Services 
853 Sherbrooke Street West (Dawson Hall), room 314 
Montreal, Quebec 
H3A 0G5 

 
Email 
apo.science@mcgill.ca 
 
 

 
 



McGill University is committed to equity in employment and diversity. It welcomes applications 
from indigenous peoples, visible minorities, ethnic minorities, persons with disabilities, women, 
persons of minority sexual orientations and gender identities, and others who may contribute to 

further diversification. 


