SAN BERNARDINO COMMUNITY COLLEGE DISTRICT
Research Assistant (Continued)

San Bernardino Community College District

Research Assistant
Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class. Specifications are not intended to reflect all duties performed within the job; however, any additional duties will be reasonably related to this class.

Summary Description

Under direction, performs a variety of duties related to the preparation and reporting of results on studies pertaining to the District’s research agenda; assists in data collection, data review, data search, and other research as identified by the director; develops queries or programs to process data; analyzes data using software such as SPSS or other programs; and assists in the development of written reports and/or oral presentations.
representative Duties

The following duties are typical for this classification.
1. Conducts a variety of studies for both instructional and non-instructional programs and services for the District.
2. Inputs, formats, and reports institutional information; runs statistical analysis as necessary.

3. Collects and inputs a variety of data, including survey development using scannable publishing software or online tools.

4. Conducts literature research; reviews and maintains current research literature.

5. Maintains accurate and confidential data files in both hard copy and electronic form.

6. Prepares a variety of tables, charts, and graphs in Excel, SPSS, and PowerPoint; writes and edits material as well as writing drafts of material and data for presentation and/or publication.

7. Assists in conducting focus group interviews.

8. Interprets, synthesizes, and analyzes data using scientific or statistical techniques.

9. Modifies and plans research procedures, tests, or survey instruments.

10. Assists in research design and applies appropriate computer tools, statistical measures, and data collection techniques.

11. Reports on status of research activities.
12. Perform related duties as required.

QUALIFICATIONS

The following generally describes the knowledge and ability required to enter the job and/or be learned within a short period of time in order to successfully perform the assigned duties.

Knowledge of:
Research design, data evaluation, and database management as applicable in higher education.
Institutional research, statistics, statistical applications, collection and correlation of data.

Computer based management information systems.

Methods and techniques of technical analysis and report writing.

Principles and techniques of research and analysis.

Oral and written presentation techniques.

Office procedures, methods, and equipment including computers and applicable software applications such as word processing, spreadsheets, and databases.
Ability to:

Perform statistical research and analysis work of a specialized nature involving the use of independent judgment and personal initiative.

Edit and evaluate research text.

Compile, organize and analyze data and prepare analytical reports and make recommendations.

Review and maintain current research literature

Assist in designing projects related to educational and institutional research.

Perform appropriate statistical applications to research activities.

Create and maintain research files and records related to variety of research projects and studies undertaken by the Research & Planning Department.

Independently compose and prepare correspondence and memoranda.

Maintain complex and varied files and records.

Type or enter data at a speed necessary for successful job performance.

Plan and organize work to meet schedules and changing deadlines.

Operate office equipment including computers and supporting word processing, spreadsheet, and database applications.

Adapt to changing technologies and learn functionality of new equipment and systems.

Work independently and effectively in the absence of supervision.

Present complex technical information both orally and in writing.

Communicate clearly and concisely, both orally and in writing.

Establish and maintain effective working relationships with those contacted in the course of work.

Education and Experience Guidelines - Any combination of education and experience that would likely provide the required knowledge and abilities is qualifying. A typical way to obtain the knowledge and abilities would be:

Education/Training:
A Bachelor’s Degree from an accredited college or university with major course work in computer science, mathematics, statistics, business, economics, or a related filed.

Experience:
Two years of increasingly responsible experience in the collection, analysis, reporting, and presentation of research data.
physical demands and WORKING ENVIRONMENT

The conditions herein are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential job functions.

Environment: Work is performed primarily in a standard office setting.

Physical: Primary functions require sufficient physical ability and mobility to work in an office setting; to stand or sit for prolonged periods of time; to occasionally stoop, bend, kneel, crouch, reach, and twist; to lift, carry, push, and/or pull light to moderate amounts of weight; to operate office equipment requiring repetitive hand movement and fine coordination including use of a computer keyboard; and to verbally communicate to exchange information.
Vision: See in the normal visual range with or without correction; vision sufficient to read computer screens and printed documents; and to operate assigned equipment.

Hearing: Hear in the normal audio range with or without correction.
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