University of California Los Angeles
Job Description
The Job Description form is used to record the duties, responsibilities, qualifications sought and fiscal impact of classified and nonclassified positions. This information is the basis for determining the title, salary rate, and Fair Labor Standards Act exemption status for positions. To achieve these purposes, it is essential that detailed and exact information pertaining to current duties, responsibilities, and qualifications be accurately recorded on this form.

	Employee Details


	Employee First Name: 

	Employee Last Name: 

	Employee ID: 


	Position Information


	JA Number: 

	Effective Date: 

	Department Code / Name: 

	Organization Code / Name: 

	Fund Source: 


	Department HR Contact


	Name: 

	Email Address: 

	Phone Number or Extension: 


	Position Title


	Title Code: 
	7262   

	Title: 
	PUBLIC ADMINISTRATION ANALYST, SENIOR   

	Approved Working Title: 
	Senior Researcher, Programming and Development

	Approved Program: 
	PSS   

	Approved Grade Level: 
	4   

	Range Minimum: 
	4187   

	Range Maximum: 
	8104   

	Approved Employee Relations (ER) Code: 
	E-All others, not confidential   

	Approved Bargaining Unit (BU) Code: 
	99-Policy Covered   

	Approved Step Level: 
	  

	FLSA Status: 
	Exempt   

	Appointment Type: 
	Contract   

	Is this a Master Job Description? 
	No   


	Reporting Information


	Supervisor Name: 

	Supervisor Payroll Title: 

	Supervisor Working Title: 

	Dept Head Name: 

	Dept Head Payroll Title: 

	Dept Head Working Title: 


	Job Summary


	Job Summary Statement: 
	Program and Development Senior Research position at UCLA's Institute for Research on Labor and Employment.  Work with IRLE director to plan, develop, and manage the conduct of complex research studies that integrate research in Labor and Employment studies.  Actively disseminate research concepts and findings and be visible in leading conference and publication venues. 
  

Provide leadership for identifying traditional/non-traditional funding sources, develop and market materials, and coordinate intra/inter-departmental audiences and external constituencies at other institutions. Ensure productive research environment for organizational leaders and staff that will promote success.  



	Type of Supervision Received/Exercised: 
	Work is assigned by supervisor and reviewed periodically with the employee. In-house and within-department personnel exist as resources for normal procedures and policies and as problem-solvers for special needs.   


	Supervisory Information


	Does this job have supervisory responsibilities? 
	No   

	# of Career FTE's this position supervises: 
	  

	# of Career FTE's supervised through subordinates: 
	  

	Extent of Supervisory Responsibilities: 
	  


	Fiscal Responsibility


	Amount: 
	  

	Type: 
	  

	Amount: 
	  

	Type: 
	  

	Amount: 
	  

	Type: 
	  


	Core Functions & Duties


	% of Time 
Core Function 
Function Letter 
Duty Statements 
40 
Strategic Planning
A 
 A1. Develop a short-term strategic plan that systematizes current administrative systems and obligations for research and development tasks, deliverables, timelines, and reporting mechanisms within one year. Develop long-term (e.g., 3-5 year) comprehensive plans that extend capabilities to incorporate other institutions in research and development.(E)
A2. Establish collegial working relationship with principal investigators, program/project directors, faculty, and other researchers to develop a consensus around common vision, goals and objectives. Provide leadership in setting operational goals and deliverables. Prepare written plans and submit objectives to the Director for approval.(E)

A3. Evaluate delivery of goals and objectives on a regular basis and make adjustments in operating strategies as appropriate. Prepare annual report of results for the Director.(E)

50
Development of Funding and Research Opportunities 
B 
B1. Attend meetings with potential clients and funding sources to identify potential projects and funding opportunities. (E)

B2. Meet with clients and funding agencies as requested to identify client or sponsor needs, focus research questions and designate appropriate approaches. (E) 

B3. Assist in the development of persuasive proposals, management plans and project budgets to assure timely and cost effective completion of work. (E) 

B4. Help supervise and/or conduct project to assure timely, quality, and on-budget completion of project goals. (E) 

B5. Provide oversight for budget development and monitor financial progress in collaboration with business manager. (M)
10
Promote Professional Development and Institutional Reputation 
C
C1. Disseminate results of project research through appropriate channels including leading professional journals and conferences and other presentations to academics, practitioners, and policymaker audiences. (E) 

C2. Forge and maintain alliances in professional networks and with relevant funding agencies to disseminate research findings, increase visibility, and develop relationships to support on-going and future research opportunities. (E) 

C3. Provide input, feedback, and review as needed to the research and measurement designs and reports of other center projects to enhance quality and improve efficiency across projects. Participate in activities where internal colleagues benefit from each others' learning experiences and overall staff skill are enhanced. (E) 

C4. Establish and meet annual professional development goals to explore new areas and/ or deepen competencies in areas of mutual benefit. (M)



	SKACs


	  
SKAC 
Duty Reference 
Req/Preferred 
  
Working knowledge of Labor and Workplace issues. 
All 
Required 
Skill in writing grammatically and substantively correct reports and deliverables which are suitable for publication in professional journals and/or meet the requirements of the grant or contract which pays for the project.
All 
Required 
Ability to make oral group presentations to present project information.
All 
Required 
Ability to speak on a one-to-one basis using appropriate vocabulary and grammar to provide information about project tasks and the requirements of an assignment.
All 
Required 
Skill in working as part of a team; ability to collaborate with colleagues.
All 
Required 
Skill in project management and in delegating tasks and directing others as necessary toward a common goal.
All
Required 
Skill and demonstrated history in publication of articles in labor and workplace related studies. 
C 
Preferred 
  
Ability to perform effectively under conditions of fluctuating workload.
All 
Required 
  
Skill in analyzing information, problems, situations, practices, or procedures to define a problem or objective; identify relevant concerns or factors; identify patterns, tendencies and relationships, formulate logical and objective conclusions, recognize alternatives and their implications; conduct both research and evaluations using these skills.
All 
Required 
  
Ability to travel to sites in and outside the state to represent the Institute as required by the research or at the request of the Director.
All 
Required 
  
Demonstrated success in academic publication, including books, chapters, journal articles, etc.
C
Required 
  
Earned masters or doctorate in related field or an equivalent combination of education and relevant experience.
All 
Required 
  
  
  
  
  
  



	Special Employment Designations/Requirements


	Conflict of Interest: 
	N/A   

	Critical: 
	Continued employment contingent upon completion of satisfactory background investigation.   

	Driving Record: 
	N/A   

	Other Special Employment Requirements: 
	  


	


	Date
	Signature of Supervisor
	Name and Class Title

	Date
	Signature of Employee
	Name and Class Title


