CARNEGIE MELLON UNIVERSITY
POSITION DESCRIPTION
The following is a composite representation of the actual positions which make up this classification. It is not intended to cover all possible job requirements and qualifications or job factors nor is it intended to separate the possible job functions into essential or secondary functions. Essential and secondary job functions as well as required and preferred qualifications will be found in the individual position descriptions. 

CURRENT DEMOGRAPHIC INFORMATION:

Classification Title:

Research Associate I
Department Number/Name:  
Computer Science Department

Job Class Code/Grade:

4551 / Grade 6
Exempt or Non-Exempt:  
Non-Exempt

Current as of:




CLASSIFICATION SUMMARY: 

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

Responsible primarily for collecting and recording data for research and experimental purposes, as well as performing general lab duties, i.e., ordering supplies, preparing solutions, answering phones, etc. Some data analysis may be performed.
CLASSIFICATION COMPONENTS: 

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: Knowledge of scientific research methods.
Licenses: None. 

Experience: None 

Skills/Abilities: Computer literacy, including ability to use a variety of software packages to input and manipulate data; ability to collect and record data; ability to learn to set up and conduct sound experimental procedures; ability to maintain accurate and detailed records; ability to understand and follow directions; must be able to work closely with others.  

Physical: 
Mobility: Primarily sedentary position with some mobility; i.e., ability to stoop, reach, bend at waist, grasp. Ability to lift and carry equipment to research site or lift small children. 

Environmental Conditions: May be exposed to hazardous materials, chemicals, etc.
Mental: Ability to work under pressure and meet inflexible deadlines; ability to work on several tasks simultaneously; ability to pay strict attention to research protocol; ability to remain calm and composed when dealing with difficult situations or people; ability to deal with hospital patients and parents of children involved in research study.
Other: May be required to travel to various research site locations off campus. Some evening and week-end hours may be required.  

Preferred Requirements and Qualifications 

(Describe all additional qualifications and requirements.)
Education: Bachelor's degree in a field related to the research being conducted, i.e., psychology, biology, chemistry, etc. 

Experience: 6 months to 1 year experience in conducting scientific research.
---------------------------

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.)

EXAMPLE: Responsible for carrying out the research project as directed by supervisors. Accurately inputting data which is collected through the use of statistical software packages. Maintains lab records; may track and order lab supplies and distributes money to research subjects.
Direction: 

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

Performs under close supervision. Supervisor determines work priorities.
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 inputted.
Supervision: 

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

May distribute work to work-study employees.
CLASSIFICATION 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.)  Some typical RAII examples given below.

% Effort
Essential Functions

%
(1) Collects data for research and experimental purposes following established research procedures. Performs duties such as administering surveys or questionnaires. 


%
(2) Codes data collected and enters collected data into research data base. Verifies accuracy of work. 


%
(3) Performs general laboratory duties such as ordering supplies for work area according to predetermined inventory levels, preparing solutions and dyes, monitors payments to project participants, maintains files, oversees cleaning of lab areas, etc. 


%
(4) May conduct some literature searches related to the research project. 


%
(5) Other related duties as assigned.
-------

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: _____________________________________ __________

