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The following section is a model that was developed to assist supervisors in developing the initial position description. The menu is intended as a resource of exemplars that you might find helpful in developing the position. Use only those items that are relevant and feel free to add items as needed.

Position Categories
       


Position Responsibilities or Tasks

	1.
	Leadership/Management Core Responsibilities
	a.
	Provide strategic vision.

	
	
	b.
	Design, prepare and submit grant applications to secure funding for research, training, or service.

	
	
	c.
	Publish research results in appropriate scholarly journals and present research findings at scholarly conferences.

	
	
	d.
	Analyze staff productivity and provide regular feedback.

	
	
	e.
	Coordinate and maintain an administrative system for the research program, setting or center according to University, State, and Federal standards and regulations.

	
	
	f.
	Stimulate, identify, seek, and secure adequate internal and     external resources.

	
	
	g.
	Serve on committees at the local, state, national, and international levels.

	
	
	h.
	Additional responsibilities

	2.
	Research Investigators Core Responsibilities
	a.
	Direct strategic planning and scholarly program continuity.

	
	
	b.
	Design, prepare and submit grant applications to secure internal and external funding for research, training, or service.

	
	
	c.
	Publish research results in appropriate scholarly journals or other media, and present research findings at scholarly conferences.

	
	
	d.
	Provide scholarly, methodological, and technical leadership.

	
	
	e.
	Recruit, train and supervise research staff

	
	
	f
	Develop and test products.

	
	
	g.
	Provide pre-service, in-service or other academic training

	
	
	h.
	Provide technical assistance or consultation.

	
	
	i.
	Disseminate products to target populations and stimulate the utilization of products by target populations.

	
	
	j.
	Prepare, submit and secure approvals from appropriate oversight committees such as Human Subjects, Animal Care, etc.

	
	
	k.
	Additional responsibilities.

	3.
	Research Staff Core Responsibilities:
	a.
	Enter, check, and maintain data sets and databases.

	
	
	b.
	Schedule and conduct appropriate subject assessments

	
	
	c.
	Analyze, graph and report appropriate data or other research components.

	
	
	d.
	Conduct literature reviews, library and web searches.

	
	
	e.
	Coordinate staff assignments for data collection and other scholarly and administrative purposes

	
	
	f
	Liaise with grant objectives, the research subjects, sites, or programs, or educational or other appropriate personnel

	
	
	g.
	Write, edit, disseminate and stimulate utilization of manuals, user guides, and training materials

	
	
	h.
	Additional responsibilities

	4.
	Professional/Technical Support Core Responsibilities:
	a.
	Develop and manage (technical/professional) services to support research (funding/compliance/design/data collection/data analysis/dissemination).

	
	
	b.
	Maintain and improve technical/professional expertise to support research activities.

	
	
	c.
	Organize and coordinate research presentation series, lectures, symposia, brown bag seminars and similar activities.

	
	
	d.
	Design, maintain, improve, and implement appropriate subject assessment procedures and data collection methods for reliable database entry, retrieval and statistical or other analyses.

	
	
	e.
	Design, maintain, improve, test and debug software programs for laboratory and other research projects and for other program settings or center purposes.

	
	
	f
	Design, maintain, and improve Internet and print-based venues for public access and for research access and data collection.

	
	
	g.
	Analyze and recommend hardware and information technology for various research or other scholarly and administrative uses.

	
	
	h.
	Prepare grant applications, research and training materials, and follow-up the various applications to Human Experimentation and Animal Care compliance committees and other documents.

	
	
	i.
	Analyze needs and assist in developing externally and internally funded project budgets to adequately support proposed externally and internally funded project activities.

	
	
	j.
	Process application for externally and internally funded projects through the University system, make revisions as needed, package and deliver applications to funding agencies.

	
	
	k.
	Additional responsibilities

	5.
	Administrative Support Core Responsibilities:
	a.
	Schedule meetings and conference calls, manage calendars, and facilitate staff travel.  

	
	
	b.
	Supervise staff, assign workloads, and evaluate performance.

	
	
	c.
	Coordinate seminars, site-visits, colloquia, and other presentations.

	
	
	d.
	Arrange travel, hotels, and reimbursement for speakers, guests, consultants, and program setting or center sponsors or prospective sponsors.

	
	
	e.
	Manage accounts of externally and internally funded projects for proper balances, assuring only allowable and allocable charges are submitted, and provide reports to researchers.

	
	
	f
	Follow all federal, state, and university accounting and bookkeeping practices

	
	
	g.
	Enter fiscal transactions into PeopleSoft or other approved system as required.

	
	
	h.
	Assist program, setting, or center staff to prepare and disseminate manuscripts, proposals for externally and internally funded projects and other documents.

	
	
	i.
	Additional responsibilities
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