CARNEGIE MELLON UNIVERSITY

POSITION DESCRIPTION FORM

CURRENT DEMOGRAPHIC INFORMATION

Incumbent: 


<<Vacant or Replacement for x>>
Position Title: 


<<title>>
Department Number/Name:  
<<title>>
Job Class Code/Title:

<<JCC / JCC title>>
Exempt or Non-Exempt:  
<<Exempt or Non-Exempt>>
Description Current as of:
<<date>>
POSITION SUMMARY

(Briefly describe the nature and accountabilities of the position stating why this job exists)

Responsible for assisting with routine duties according to the type of research in which the supervising scientist or researcher is engaged, i.e., may prepare information for analysis, examination or presentation; may perform standardized tests; may participate in field explorations; may participate in library research and may use computers to facilitate data collection or document information; may perform other office/clerical duties as required.
JOB COMPONENTS

(Briefly describe the following job components for this position.)

Minimum Qualifications and Requirements

(Describe the minimum education or training required and the essential

experience, skills, physical or any other job-related requirements needed to

perform in this position.)
Education/Training:  High school or equivalent combination of experience and training.
Licenses:  None

Experience: At least six months to one year's experience in a research lab.
Skills/Abilities:  Ability to learn a variety of software packages to input, manipulate, collect and record data; willingness and ability to learn and follow sound experimental procedures; ability to research and document information by compiling and maintaining accurate and detailed records; ability to understand, follow directions and work with others; ability to use office equipment.


Physical:  
Mobility: Ability to stoop, reach, bend at waist, grasp, etc. Ability to lift and carry equipment to research site. 

Environmental Conditions: May be exposed to hazardous materials, chemicals depending upon the research being conducted. If so, this the position would then require that the successful candidate completes Hazardous Communication Training prior to beginning work. 

Mental: Ability to pay strict attention to research protocol; ability to remain calm and composed when dealing with difficult situations or people; work under pressure and meet inflexible deadlines. 

Other: Some evening and week-end hours may be required.
Preferred Qualifications and Requirements 

(Describe all additional qualifications and requirements.)

Education/Training: Some college course work or equivalent combination of experience and training.
Licenses:

Experience: Additional experience working in a research lab.
Skills/Abilities: Demonstrated computer literacy, including ability to use a variety of software packages to input, manipulate, collect and record data; knowledge of sound experimental procedures to conduct research and document information.
Physical:

Mental:

Other:

ACCOUNTABILITY:

(This component highlights the position's level of responsibility and the impact the position has on the department's goals.  List any projects/programs the incumbent has responsibility for overseeing; or if

applicable, list the total dollar budgetary responsibility and the total number and types of accounts managed; or list responsibility for equipment or space management.)
Accountable for the information/data which is requested by the supervisor. Performs routine research tasks as required according to standardized practices or general instructions. Inputting accurate information; and using statistical software packages. 

DIRECTION:

(Describe the level of supervision received; give examples of procedures/policies followed.)

Performs under close supervision. Supervisor determines work priorities. May require that work be performed without daily monitoring however.
DECISIONS:

(This component describes the scope of problem solving/decision making. Please list one or two examples of problem solving/decision-making typically encountered in this position.  State whether or not

discretion, negotiation or authorization is required regularly on the part of the incumbent.)

Decides if data to be collected meets the criteria of the experiment. Verifies the accuracy of data entered or collected.
SUPERVISION:

(Describe who is supervised by this position and the supervision given to others.)

This position has no supervisory responsibility.
JOB FUNCTIONS OR RESPONSIBILITIES

(List the essential responsibilities and duties associated with this position.  Minor or occasional tasks should be considered secondary.  It is important to separate and note which responsibilities are essential and which are secondary.  Indicate in terms of %, with the total being 100%.  When listing  responsibilities/duties it is important to be precise and concise.  This is critical for accurate position evaluation and analysis.)
% Effort 
ESSENTIAL FUNCTIONS

%
May assists with the collection and coding of data following established research procedures including conducting surveys. 

%
May enter data collected into database. 

%
May conducts library searches related to the research project by utilizing sources such as reference works, literature, documents, newspapers and statistical records to obtain data on assigned subjects. 

%
May assist in the interviewing of individuals to obtain data; 

%
May monitor equipment usage, by signing in and out equipment for research purposes 

% Effort 
SECONDARY FUNCTIONS

%
May provide office/clerical assistance, i.e., copying, filing, etc. 

%
Other related duties as assigned. (1)

-------

100% TOTAL EFFORT

ORGANIZATIONAL CHART 

(Sketch out a brief organizational chart highlighting this position.)
ADDITIONAL INFORMATION 

(List any other supporting documentation.)

Office may or may not have a window.
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Signature                      

Date

Supervisor:       _____________________________________ __________

Department Head:  _____________________________________ __________

Dean/Director/VP: _____________________________________ __________

