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	OFFICE OF STATE PERSONNEL

POSITION DESCRIPTION FORM

CAREER BANDING

CB-102


	Name of Employee


	Present Classification Title:

Research Specialist 

	Present 15 Digit Position Number/Proposed Number

	Usual Working Title of Position


	Department, University, Commission or Agency
Fayetteville State University
	Institution and Division



	Street Address, City and County

	Section and Unit



	Location of Workplace, Bldg. and Room Number

	Supervisor’s Position Title and Number


	Name of Immediate Supervisor

	Work Hours (i.e. 8:00 – 5:00pm, etc.) 

M-F, 8:00 AM- 5:00 PM for a total of 40 hours per week. 

	Work Schedule (i.e. Mon. – Fri., rotating shifts, etc.)
Monday - Friday
	


	Primary Purpose of the Organizational Unit:

The purpose of this organizational unit is to conduct cellular research aimed at the study of cardiovascular diseases within the unit. This includes (1) providing instruction, training, and supervision for undergraduate students, medical and graduate students, and surgical residents; (2) using molecular biology and biomedical techniques to conduct cell transplantation research in both an in vitro cell culture model and in vivo animal model.


	Change in Responsibilities or Organizational Relationship:

This position has evolved to include the general responsibilities of what was previously considered a Research Laboratory Technician III position. Under the direction of the Laboratory Director/Principal Investigator, employee has assumed the responsibilities for the daily management and oversight of the laboratory for medicine.  Position actively participates in the ongoing research of several investigators in the laboratory, maintaining laboratory analytical records and providing analytical support and data analysis for all research programs conducted in this laboratory. Position documents and maintains the necessary inventories of supplies and reagents, manages the requisition and purchasing records and maintains the budget expenditure for several funded projects. Employee is responsible for the appropriate maintenance of laboratory equipment, and oversees proper procedures by all users of laboratory equipment in this laboratory. Position must establish and maintain both human and animal stem cell lines which are currently used by several investigators.   It routinely provides training in basic laboratory techniques and safety to graduate students and residents. In addition position provides technical support for ongoing research in the department.
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	Description of Work:  Describe the purpose of the job, and the major functions in which the employee participates or for which the employee is responsible.  In the small left-hand column, indicate the percent of the time the employee spends in each functional element.  The percentage amounts should add up to 100%.  In addition, please place an asterisk (*) next to each essential duty/function.
The competencies described are organized per the Career Banding Competency Profiles:

*Knowledge and Conducting Experiments/Procedures: Requires a high level of professional/scientific skill and knowledge in biomedical techniques and stem cell research.  Current laboratory techniques used include real time RT-PCR, Western Blot assays, flow cytometry, confocal and light microscopy, sterile technique, bone marrow isolation and cell culture techniques.  Day to day responsibilities require considerable independent judgment in the logistics and application of pertinent methods and in the troubleshooting of assays based on practical experience. The incumbent must possess excellent communication and organizational skills and maintain detailed records of experiments by several investigators.  The incumbent must access, search and review pertinent literature and have a clear understanding of its application to the ongoing laboratory research.  Position requires an active role in the logistics, planning, discussion, execution and analysis of experimental procedures and written results. This position participates in the development and optimization of new assays that address the goals of this research. 
*Research Design and Data Analysis: Responsible for the collation and statistical analysis of raw data and for the presentation of the results to the Laboratory Director/Principal Investigator, and to the other members of the laboratory at regularly scheduled meetings. Must use computers to file, retrieve, analyze, and perform statistical analysis of the laboratory data.  Must be competent with Excel spreadsheets, statistical software and relevant data analysis per experimental assay. Responsibilities include writing and proofing text, figures, and tables for publication/presentation and grant preparation.  Assists in the modification and development of new laboratory techniques to meet the goals of the research.  Attend and participate in journal clubs and seminars relevant to the research goals of the laboratory. 
Communication: Clearly and concisely conveys information verbally and in written form; effectively presents ideas to individuals or groups to ensure that they understand the information and message.  Presents research results and summaries; adheres to reporting requirements of research projects and contributes to the writing of publications and reports.  Provide information and descriptions of the laboratory’s goals and ongoing research projects to visiting professors, lecturers and other groups who visit the laboratory. As necessary, this individual will maintain contact with surgeons, pathologists, basic scientists, and clinical and research personnel collaborating with the laboratory. These responsibilities include answering questions and ensuring adherence to protocol as well as addressing issues such as specimen acquisition and patient follow up.  
Instruction:  Actively participates in the training and supervision of M.S. and Ph.D. graduate students, surgical residents, undergraduate students including work study students, and high school students who are involved in Medical Honors and other such programs. These students are engaged in working on projects as dictated by the laboratory director with the goal of learning about research, good laboratory practices and the scientific method. Responsibilities include the teaching and supervision of these individuals to insure that they understand and practice safe laboratory protocols and that they achieve their research goal(s). This individual will also assist the work of other lab personnel in the performance of routine and specialized assays. This may involve limited supervision of their activities.
Laboratory Management: Provides oversight of all laboratory technical programs and administrative activities.  This includes establishing quality assurance and safety programs; monitoring environmental risks and laboratory quality control, understanding and complying with safety standards to maintain a safe environment.  Responsible for coordinating and managing facilities, equipment, supplies and related resources as needed in accordance with budgeted funds.  Also responsible for overseeing general laboratory maintenance, daily cleaning, dishwashing and autoclaving, and preparation of buffers and media.


	Competencies:  Knowledge, skills and attributes required in this position.  What educational background is needed to perform these duties and responsibilities?  What kind or work experience is needed?

The minimum education and experience for the Research Specialist class is graduation from a four year college or equivalent combination of training and/or related experience.  However, we expect that the knowledge, skills and attributes required for this position would preferably require a master’s degree in the biological sciences or a bachelor’s degree with several years of experience in a basic research laboratory.



	License or Certification Required by Statue or Regulation:  Is a license or certification required?  What kind and type?

None.



CERTIFICATION: Signatures indicate agreement with all information provided, including designation of essential functions. 

Employee Verification: I certify that I have reviewed this position description and that it is a complete and accurate description of my responsibilities and duties. 

Signature
Title
Date

Supervisor Certification: I certify that (a) I am the Immediate Supervisor of this position, that (b) I have provided a complete and accurate description of responsibilities and duties, and (c) I have verified (and reconciled as needed) its accuracy and completeness with the employee.

_________________________________________________________________________________________

Signature
Title
Date

Department Head or Authorized Representative Certification: I certify that this is an authorized, official position description of the subject position.  

Signature
Title
Date

Section or Division Manager Certification: I certify that this position description, completed by the above-named Immediate Supervisor, is compete and accurate. 

Signature
Title
Date
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