DRAFT/SAMPLE


Reclassification of an OA III to OA IV

We are requesting reclassification of the OA III to OA IV.  The PI has just accepted a new grant, and the focus of this position’s role will now include budget monitoring, creating and maintaining a new database to hold the research data, as well as preparing presentations and the SOP for the department.  This position receives direction/supervision from the Administrative Assistant III from our department.

A breakdown of responsibilities:

35%
Project support:  this position will review, define and document current office processes and maintain the SOP once documented; the PI will now be involved with a number of new committees so this position will need to schedule the meetings and conferences with multiple participants (which will include conference rooms and refreshments as necessary), but also assist the PI in creating presentations (PowerPoint); this position will also assist with general maintenance of the program website.

25%
Research to include database creation and maintenance, web research for specific studies:  this position will create a database, which will include monthly updating of key factors, as well as creation of reports for weekly and monthly reporting.  This position will also be asked to support the PI by researching study specific details, both on the internet as well as in the library.

20%
Budget reconciliation, monitoring expenses to meet grant specifications:  the budget amount for which this position is responsible is $100,000 for department supplies and grants totaling $500,000 over three years.  Expenses are monitored against budget and report status, and any discrepancies will be researched and resolutions brought to the supervisor’s attention.

20%
General administrative support to include:  answering telephones and screening calls accurately and quickly.  The position is often the only point of contact in the office, so the person will need to be able to independently respond to complex inquires; transcribe dictation from rough notes and process the mail in an efficient and timely manner.

This position is not directly supervising staff; however, the office does employ student support during the school year (normally three students).  This position is responsible for delegating assignments and ensuring completion of projects.

Generally this position requires a high school degree and three years of experience, preferably in a university setting.  

