UPDATE ONLY HIGHLIGHTED AREAS (some examples provided)


POSITION DESCRIPTION

POSITION TITLE: 	(i.e. Scientific Assistant / Research Intern / Agricultural Research Technologist)
Title Code

POSITION NUMBER: 		xxxxx

APPOINTMENT STATUS: 	Permanent or temporary; 
12 months; 
100%

ORGANIZATION AND LOCATION: College xxxxx – Department Name

REPORTS TO: 			Identify position e.g., Title of xxxx Department

Summary of Duties:

Describe basic function of position

DUTIES AND RESPONSIBILITES: (note (E) indicates an Essential Function)

This is ONLY example text, please provide actual duties to be performed.

60% (E) Lab Research and Analysis

Conduct experiments in the laboratory per the protocols provided.
Set up, operate necessary equipment and instrumentation.
Work with research scientists, technologists, and graduate students for the
successful completion of experiments.
Prepare the materials needed for the experiments. This will include, getting the
ingredients weighed, mix the ingredients as per the protocols and have the trial
batches ready.
Calibrate the analytical equipment as per the protocols. Ensure that they are ready
for the trials.
Conduct the experiments, record all the necessary experimental conditions and
collect the samples appropriately.
Collect the samples, label appropriately and store them properly.
Conduct analytical tests on the collected samples, based on the protocols provided
by the Scientists.

15% (E) Communicate Results
Input the data collected into excel spreadsheets.
Assist in development of manuscripts explaining the design and development of
research.
Document all the tests conducted in detail.
Communicate the results to the supervisors both in writing and verbally.

20% (E) Field and lab inventory and personnel management
Participate in college and university committees; evaluate research proposals and grants

5% other duties
Miscellaneous duties as assigned.

KNOWLEDGE, SKILLS, AND ABILITIES (example KSAs; see full list here)

Ability to provide assistance with a high degree of customer service.
Ability to effectively handle multiple, complex issues effectively and in a timely manner.
Excellent interpersonal, written and verbal skills.
Demonstrated experience analyzing complex issues, conducting thorough and appropriate
fact finding, reasoning logically, and articulating sound solutions.
Demonstrated collaborative work style.
Ability to establish and maintain effective working relationships with peers, co-workers,
students, supervisors, and department heads.
Demonstrated ability to perform the essential functions of the job, with or without
accommodation.
Commitment to Diversity – an understanding and appreciation of the benefits of a diverse
workplace and the knowledge of how to shape processes and procedures that reflect and
enhance the diversity of the WSU communities.

ESSENTIAL MENTAL COMPETENCIES (you can add more)

Mental Requirements: (boiler plate requirements)
Ability to reason logically and make sound decisions, to communicate effectively both
orally and in writing, to remain poised under all circumstances, and to interact effectively
with people in a positive manner that engenders confidence and trust.
Ability to work effectively and efficiently in high stress and conflict situations.
Ability to deal simultaneously with multiple complex problems.

Physical Requirements:
Work is performed in lab, field and office setting.
some travel off-site may be required.
Ability to navigate uneven surfaces (i.e., yards, unpaved walkways or driveways) and access
various types of buildings (i.e., stairs or narrow corridors).
Speech, visual, and hearing abilities that are sufficient to read and view written materials
and effectively communicate and interact with WSU staff and the public—both in person
and over the telephone.

Specify amount he position will be required to lift/carry:

[bookmark: _Hlk201735088]__ Up to 10 lbs
__ Up 20 lbs
__ Up to 50 lbs
__ OVER 50 lbs

Specify the amount the position will be required to pull/push:

__ Up to 10 lbs
__ Up 20 lbs
__ Up to 50 lbs
__ OVER 50 lbs

Indicate the physical demands of the position. The requirements selected must be related to the duties and responsibilities identified as essential functions.
Occasionally = occurs less than 33% of hours worked 
Frequently = occurs 33% - 66% of hours worked 
Continuous = occurs more than 66% of hours worked

Bend –
Twist – 
Squat – 
Climb – 
Knee/crawl – 
Reach overhead– 
Sit – 
Drive – 
Finger dexterity


Work Conditions:
Most of the work is performed in an office environment but interactions in employee
workplaces are periodically necessary. This may be indoors or outside in any weather
condition.
Intense emotional situations may exist which necessitate incumbent’s ability to lend a
calming influence and control.

Supervisory/Lead Responsibilities

Lead Definition- A lead employee has delegated responsibility for training, assigning, organizing or scheduling work, and reviewing completed work assignments. A lead employee does not make hiring decisions. 

Supervisor Definition- A supervisor has the authority to recommend hiring of staff, establish job performance standards, evaluate job performance, and take corrective action if performance is not acceptable. Supervisors are also responsible for training, assigning and scheduling work, and acting upon leave requests.

Will this position lead or supervise (choose one or answer no)? ___________;
(If yes, what type of employees [hourly, AP, civil service]):

*There are boiler plate required qualifications depending on which classification your position falls in. Consult your HR Partner. 

The following are in addition to:

*Required Qualifications:

List required qualifications for position specifically educational and experience

This is ONLY example text, please provide actual qualification required and preferred.

Demonstrated effective interpersonal, written and oral communication skills;
Demonstrated ability to interact with large groups and individuals at all work levels;
Demonstrated sensitivity to and desire to promote diversity;
Demonstrated proficiency in the use of computers and software applications;
A record showing commitment to customer service and the application of appropriate
flexibility in response to issues and opposing points of view is required.

Preferred Qualifications:

List desired qualifications
