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     POSITION DESCRIPTION

	CENTRAL SERVICE TECHNICIAN

	FLSA:             
Non-Exempt
	Approved by:    Administrator

	Reports to:   
Clinical Manager
	

	Department:    
Clinical Services
	Revision Date:  January 2008

	SUMMARY

	Executes established procedures for the decontamination, assembly, packaging, and sterilization of instruments and equipment. Maintains an efficient flow of processing procedures through appropriate case set-up, anticipation of surgical suite requests, and patient care needs.

	QUALIFICATIONS

	Education

Minimum:  High school graduate or equivalent

Credentials/Licensure

Minimum: Basic Cardiac Life Support (BCLS) certification; certification in Central Service Processing within 18 months of hire.                     .

Preferred: Certification in Central Service Processing specialty; membership in Central Service professional organization
Related Experience

Minimum:  Two years experience in Surgical Services, Central Services, Sterile Processing

Other Knowledge, Skills and Abilities
Minimum: Oral & written communication skills. Basic knowledge of mathematics & problem-solving skills acquired through a combination of education and experience.  Adequate auditory, visual & tactile senses. 
Preferred: Familiar with medical terminology. Basic understanding of office equipment (e.g. copier, fax, printers).

Computer Competency

Demonstrates competency using a standard desktop and windows based computer system, including a basic understanding of email, e-learning, intranet and computer navigation.  Ability to use other software as required to perform the essential functions of the job.

Physical/Mental

Minimum: Frequent walking/standing (50% of the time). Pulling, lifting and/or positioning equipment/supplies/instruments with weight greater than 25 pounds (75 - 85% of the time). Pulling, lifting and/or positioning equipment/supplies/instruments with weight less than 25 pounds (10 - 15% of the time). Follow detailed written instructions (90% of the time). Work in a stressful environment managing multiple demands (100% of the time). Produce outcomes in a compressed time frame (100% of the time). 

	WORKING CONDITIONS

	Occasionally is exposed to potentially hazardous cleaning & sterilizing materials, hazardous (infectious) waste, including blood, human tissue & other body fluids. Occasional exposure to irritating noise, such as drills, monitoring equipment & alarms. Occasional exposure to other risks including: burns, puncture wounds and micro-organisms of various types.

	AGES OF PATIENTS SERVED

	( Newborns               ( Pediatrics               ( Adolescents               ( Adults               ( Geriatrics               X NA

See department specific checklist.                                                                                                                                         

	ORGANIZATIONAL EXPECTATIONS

	· Flexibility – Demonstrates exceptional ability and willingness to take on new and additional responsibilities.  Embraces new ideas and cultural differences while managing competing priorities.
· Accountability – Willingly accepts personal responsibility for decisions, actions, attitudes and behaviors, which contribute to the overall effectiveness of the organization.  Communicates effectively, follows through on assignments, uses resources efficiently, participates in learning opportunities and treats others with respect and dignity.
· Excellence – Serves as a role model and performs job responsibilities to the highest standards in every situation.  Delivers “Something More” that ensures a more complete and personally satisfying experience for every customer.
· Customer Focus – Dedicated to meeting the expectations/requirements of internal and external customers. Gets first hand feedback from customer and uses it to make improvements.  All actions are rooted in providing excellent customer service.
· Approachability – Is easy to approach and talk to. Spends extra effort to put others at ease. Warm, pleasant, gracious, and positive. Sensitive to and patient with the interpersonal anxieties of others. Good listener.
· Composure – Is cool under pressure and does not become defensive/irritated when challenged. Considered matured. Can be counted on to hold things together when times are tough. Can handle stress effectively.
· Learning on the Fly – Learns quickly when facing new challenges. A relentless versatile learner. Open to change. Analyzes both successes and failures for clues for improvement. Experiments and will try anything to find a solution. 
· Dealing with Ambiguity – Can cope with change/shifts gears comfortably. Decide/act without the total picture. Comfortable with uncertainty.
· Interpersonal Savvy – Relates well to all kinds of people up, down, sideways, inside, and outside of the organization. Builds appropriate rapport; constructive and effective relationships. Uses diplomacy and tact. Can diffuse even high-tension situations comfortably.

	ESSENTIAL FUNCTIONS

	· Assembles instruments, prep trays, basins and wraps according to standards.
· Processes equipment, instruments, and supplies according to policies and procedures.
· Maintains a clean and organized work area.
· Prioritizes and ensures that all instruments, supplies, and equipment are available for surgical cases. This includes proactively reviewing the surgical schedule with clinical employees.
· Assists in the “picking” of supplies and the preparation of carts for surgical cases.
· Cleans and disinfects instruments and equipment according to established policies and procedures.
· Inspects and tests instruments and equipment for proper functioning, and communicates malfunctions to the appropriate individuals.
· Participates in quality monitoring and performance improvement activities.
· Applies infection control practices during the performance of all position description responsibilities. Practices include, but are not limited to, hand hygiene, care of the environment, use of personal protective equipment (PPE), and respiratory hygiene/cough etiquette.
· Other duties as assigned. 

	SYSTEMS AND INFORMATION

	To ensure appropriate utilization of Protected Health Information (PHI) associated with the Health Insurance Portability and Accountability Act (HIPAA) and ASC’s Confidentiality of Information Standards, as well as other regulatory entities, individuals employed in this position will be granted systems and information access as appropriate for this position.

	DISCLAIMER

	The above statements are intended to describe the general nature and level of work being performed by the people assigned to this classification.  They are not intended to be construed as an exhaustive list of all responsibilities, duties and skills required of personnel so classified.  The listed duties may be changed at the discretion of the incumbent’s supervisor.



