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Classification Specification
	

	
	2701100

	
	RESEARCH ASSISTANT



Class Summary

The responsibilities of this classification include conducting research, evaluation, and graphical and analytic data summaries, utilizing improved technology, information systems, and business practices. This is an entry-level professional classification, and work is performed under the direction of assigned supervisory staff.

Distinguishing Characteristics

This is a single level classification. This classification is distinguished from Disease Research and Data Specialist in that incumbents, under close supervision, provide limited basic research and economic analysis and prepare graphical and/or analytic data summaries, while the Disease Research and Data Specialist is responsible for performing complex medical data abstraction and disease investigation activities. Research Assistants also assist in basic/fundamental project coordination and desktop computing applications on assigned projects and research activities.

Examples of Duties (May vary by position)

1. Assist the project manager in the design of research, market and evaluation studies; assist in developing research project scopes of work, schedules and budgets; participate in questionnaire design and development of statistical analysis approach; assess and revise current public health protocols.
2. Collect, prepare, code, enter and compile data via interviews, assessments, observations or completed forms; update and maintain appropriate databases, records, files, memoranda and specifications as necessary; analyze data/information gathered and develop summaries.

3. Assist in preparation and analysis of market research data and program evaluation; complete quality review forms and performance review feedback.

4. Assist in preparing documentation on computer procedures, analyses and methodologies; run specific computer procedures; work with programmers, systems analysts, budget analysts and other personnel to coordinate activities.
5. Assist with compiling information, writing narrative and statistical reports and correspondence, and drafting research reports.

6. Check data for completeness and accuracy; code, summarize and mathematically compute statistical summaries using mainframe or microcomputer software.

7. Meet with survey respondents; explain purpose of survey and provide instruction on completing questionnaires.

8. Participate on teams and committees related to project issues.

9. Prepare graphic presentations of research data for presentation and publication.

10. Maintain confidentiality of data at all times.
11. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Basic knowledge of questionnaire design

Basic knowledge of statistical and data analysis
Basic knowledge of survey research design, methodology and sampling techniques
Knowledge of computer applications
Skill in oral and written communications
Skill in data entry and verification
Skill in data collection and analysis
Skill in mathematics and/or statistics
Skill in the use of personal computers and word processing, database management, spreadsheet and/or statistical software
Skill in establishing and maintaining effective working relationships with diverse populations
Skill in communicating clearly and concisely and preparing grammatically correct materials
Skill in providing information in a timely and accurate manner
Skill in summarizing and presenting data through clear graphs and charts
Licensing, Certification and Other Requirements

Some positions may require Washington State Driver’s License or other evidence of mobility.

Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.
	FLSA Designation
	Non-Exempt

	Levels within same series
	None
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