
 1 

 

 
 

BOONE MEMORIAL HOSPITAL, INC. 

JOB DESCRIPTION 

PHLEBOTOMIST 
 

Department: Laboratory 

Supervisory Title: Laboratory Clinical Director, Laboratory Assistant Supervisor 

 

Employee Name: _________________________________________________ Emp #:___________ 

 

I. Basic Function: Performs venipuncture on inpatients, outpatients, of all age groups as 

ordered by medial provider. Performs phlebotomy duties and other related tasks according to 

BMH Laboratory Policy and Procedure as assigned by supervisors.  

 

II. Certification:  Hold valid certification in Phlebotomy 

 

III. Organizational Relationship: Debbie Randant-Executive Director of Laboratory & 

Pathology Services is your immediate supervisor.  Reports to the clinic director. All 

competencies will be performed by the lab with like or greater discipline. 

 

IV. Scope of Responsibility: Will work in the laboratory department as well as going to patient 

rooms and emergency rooms (or other areas as assigned) to make blood draws or collect 

specimens) as ordered by medical provider. Age of patient serviced: Birth to death. 

 

V. Duties and Responsibilities: General Phlebotomist duties. 

 

Essential Duties: 

 

1. Responsible for collecting fasting routine, timed, "STAT" blood specimens, and urine specimens. 

2. Verifies patient identity prior to collection of specimens. 

3. Provides age appropriate care and treatment, as defined by the department to neonates, pediatric, 

adolescent, adult, and geriatric patients. 

4. Performs venipunctures using aseptic technique according to departmental policies and 

procedures. 

5. Transports specimens to lab per infection control policies and procedures. 

6. Collects specimens for chain of custody drug testing. 

7. Assists in reporting functions. Will ensure pathology records, and PAP reports are accurate and 

timely. Follows up on community reports. Follows departmental policies and procedures for 

follow-up. 

8. Must keep work area clean, neat, orderly and well-stocked.  

9. Responsible for answering phone, assessing need and responding accordingly. Seeks assistance 

from supervisor or tech as necessary. 

10. Performs clerical duties and has basic computer skills. Maintains an accurate and up-to-date file 

system of lab results requiring filing. 

11. Delivers departmental mail. 

12. Works well with others in a team effort while showing respect to supervisory personnel and 

fellow workers. 
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13. Participates in the performance improvement process. 

14. Demonstrates understanding of and compliance with hospital policies and procedures and 

assumes responsibility for learning new policies and procedures. 

15. Assumes responsibility for professional and personal development. Self learning needs are 

communicated to appropriate resources. 

16. Must attend in-services education as required. 

17. Maintains a safe environment for self and others. 

18. Effective and tactful communication is maintained between patients and fellow staff members. 

19. Work performance demonstrates competency of skill and concepts. 

20. This job description requires a telephone in residence as a condition of employment. 

 

Supervisory Responsibilities: 

 

1. This job has no supervisory responsibilities. 

 

Non- Essential Duties: 

 

1. Perform related duties as assigned. 

 

Physical Requirements:  (Essential Physical Requirements) 

 

Reading  Yes (X)  Essential (X) 

Mathematics  Yes (X)  Essential (X) 

Written Language Yes (X)  Essential (X) 

Vision   Yes (X)  Essential (X) 

Binocular Vision Yes (X)  Essential (  ) 

Vehicle Use  Yes (X)  Essential (X) 

Hand Coordination Yes (X)  Essential (X) 

Hand-Eye Coordination Yes (X)  Essential  (X) 

Hearing   Yes (X)  Essential (X) 

At normal level  

Speech:  Must speak English fluently 

At what frequency? Clear speech, audible by all levels of hearing 

Communication  Yes (X)   

Equipment Operation Yes (X)  Essential  (X) 

Explain:  Computer:  Able to perform basic keyboarding skills, type at least 30 WPM 

 

Physical Demands: 

Sitting   Yes (X)  Essential (X) 

Length of time: 2-6 hours 

Standing  Yes (X)  Essential (X) 

Length of time: 1-8 hours. 

 

Walking  Yes (X)  Essential (X) 

Length of time: 4-8 hours. 

 

Lifting <10 pounds Yes (X)  Essential (X) 

 

Lifting 11-25 pounds Yes (X)  Essential (X) Seldom (X)  

 

Lifting 26-50  Yes (X)  Essential (X) Seldom (X)  

 

Pushing   Yes (X)  Essential (X)    (X) 11-25  

 

Reaching/Pulling Yes (X) Essential (X)   (X)   <10# (X) 11-25  

Frequent   Often (X)  
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Kneeling  Essential (X) 

 

Crouching/ Stooping Essential (X) 

 

Twisting Upper Body  Yes (X)  

 

Coordination of simultaneous operations Essential (X) 

 

Environmental Conditions: 

 

Indoors   Yes (X)  Essential (X) 

Mechanical hazards Yes (X)  Essential (X) 

 

Safety Requirements: 

 

Electrical Hazards Yes (X)  Essential (X) 

Safety Requirements: Wear Gloves, eye splash guard and other protective gear 

 

Fumes/Odors/Gases Yes ( )  Essential (X) 

 

Airborne particles/ Yes (X)  Essential (X) 

 

Chemical hazards:   Body Fluids 

 

Toxic Wastes   Yes (X)  Essential (X) 

 

Exposure to body Yes (X)  No ( )  Essential (X) 

Fluids 

 

Specialized knowledge, experience and skills: Certificate in phlebotomy training. 

1. What level of formalized training does this position require? High school graduate or 

equivalent, and formalized training in phlebotomy.  

2. How much experience needed to qualify an individual for this position? No experience 

needed. Orientation is provided. 

3. Identify the specific computer skill requirements of the position. Familiarity of Basis 

functions of keyboarding and knowledge of laboratory equipment needed to suit job 

requirements. 

4. Required certifications and licenses. Registry eligible in phlebotomy, CPR certification, 

Valid Drivers license. 

 

Other Clerical Duties that may apply include: 

1. Filing 

2. Pulling patient chart/ chart hunts 

3. Answering the telephone 

4. Pulling and reviewing labs 

5. Routing labs to the appropriate medical provider 

6. Making patient appointments 

7. Sending faxes 

8. Other general duties as assigned 

 

 

______________________________________________  _______/______/______ 

Employee Signature           Date 


