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Documentation of Career Development
Instructions for Completing Form
Section 1 – Demographics (Employee and/or Supervisor)
[bookmark: _GoBack][bookmark: current]Employee Name:  Research Hawk 	Current Classification/Job Code:   Research Assisant PRK1
[bookmark: dept]Department:   Biology	Supervisor:   Ima Boss
[bookmark: initiate][bookmark: date]Initiated by: Research Hawk	Date Initiated: 11/28/2011 (mm/dd/yyy)
Section 2 - Scope/Responsibilities (Employee and/or Supervisor)
Please list the six most important activities that are performed.  If the duty is new since the last time the employee/position was classified, please indicate so and note the % of effort for the new work.  Identify the Key Areas of Responsibilities (KAR) for those six activities and the classification associated with it (which may be the current classification or another one).  Identify overall time spent performing each duty (does not need to equal 100%).  Also identify if these duties have been performed more than 6 months.
	Position Specific Duties
	New
	Key Area of Responsibility
	Classification
	% Effort
	>6 mo

	Contribute to research projects by conducting literature searches, interpreting and adapting published research protocols to meet and expand lab research goals, ex: _______________________________________________ 
	|_|
	Research: Perform research activities in a specialized area. Research literature as requested. Critically review literature for the purposes of furthering the research and developing new hypotheses in conjunction with the principal investigator.
	Reasearch Associate
	10
	|_|

	Designed, made, and tested a new model for the study ex:_____________________________________________. Develop new protocol,  __________ that increases accuracy of experiments. This accounts for 5%  of my experiment time.  Perform experiments in molecular biology on __________ based upon lab potocols, record results, and present findings to PI and at departmental meetings.  
	|_|
	Conduct Experiments: Read and understand protocols. As individual skills develop, troubleshoot and analyze protocols; propose modifications to other researchers or principal investigator. Arrange and plan daily activities to prepare for experimental protocols. As individual skills develop perform complex techniques as outlined in research protocols and test and evaluate current procedures. Set up and operate equipment for experiments. Perform experimental procedures assuring fidelity to protocols; record and consolidate data as directed by Principal Investigator (PI). Track progress/success of research project. As skills develop may present results at lab meetings. As skills develop, develop and monitor quality controls.
	Research Assistant
	40
	|_|

	Manage lab animals by interacting with the Office of Animal Resources to assure the proper ordering and transfer in and out of facilities on and off campus.  Develop systems and forms to manage breeding colony status.
	|_|
	Administrative and Project Management: Make recommendations regarding the validity of research subjects and data. Submit routine IRB and ACORPS submissions or equivalent protocol, if applicable. Responsible for safety programs by following guidelines and maintaining required documentation.
	Research Associate
	10
	|_|

	Maintain lab equipment and supplies; create new forms and procedures to organize lab resources; assure lab safety by reviewing and implementing safety procedures.
	|_|
	Facilities and Equipment Management: Coordinate and manage equipment and facilities. Monitor environmental risks and quality control. Test new equipment and troubleshoot and resolve complex equipment failures and repairs.
	Research Associate
	5
	|_|

	Record experiment findings by summarizing data and developing it into figures for reports and publications.
	|_|
	Analyze and Summarize Data; Prepare Reports; Contribute to Manuscripts, Publications: Collect, track, and perform data entry for reports. Prepare materials for reports. As skills develop, analyze data. Prepare bibliographies and abstracts for publications.
	Research Assistant
	10
	|_|

	Provide guidance to undergraduate students on lab protocols and safety procedures
	|_|
	Supervision/Staffing: May train, provide direction, assignments, feedback, coaching and counseling of employees to assure outcomes are achieved.
	Research Assistant
	3
	|_|




Section 3 – Knowledge/Skills/Abilities (KSA)/Competencies (Employee and/or Supervisor)
What new knowledge, skill, or ability (competency) was developed in order to take on the key areas of responsibility documented on this form?  Supervisor, please rate how developed the employee is in the KSA.
	Knowledge/Skills/Abilities
	Continuing to Develop
	Developed
	Well Developed

	Research: Discusses issues and considerations for using different types of research approaches. 
	|_|
	|_|
	|_|

	Research Ethics: Recognizes ethical/compliance requirements within own area of responsibility 
	|_|
	|_|
	|_|

	Research Analysis:  Analyzes published research reports and their possible implications.  
	|_|
	|_|
	|_|

	Laboratory Testing: Recommends solutions to improve existing procedures of laboratory tests. 
	|_|
	|_|
	|_|

	Laboratory Supply and Inventory Management:  Employs inventory management systems and tools to monitor supply levels.  Explains established procedures, documentation requirements and approval levels.  
	|_|
	|_|
	|_|


Section 4 – Employee Recommendation Job Classification/Career Development (Only if Employee Initiated)
Which job classification (may be current or different) do you feel best matches the changes documented on this form?
[bookmark: title][bookmark: jobcode]Title:  Research Assistant	Jobcode:  PRK1
[bookmark: Check6][bookmark: Check7][bookmark: Check8][bookmark: Check9]This appears to qualify for:	|_| Career Advancement	|_| Promotion 	|_| Career Shift	|_| No Change


The following section is for Supervisors Only
Section 5 – Supervisor Section
A. Assessment/Comments
Document if and how the employee has assumed each of the new, changed or expanded duties/competencies and the importance of these duties/competencies to unit operations.
Research has advanced his skills and responsibilites and is developing towards a Research Associate.  His creativity in designing  a new tool and his critical analysis of new research models and abilty to adapt them to our lab has helped advance our research faster with more reliable results.  This demonstrates his advancing ability in conducting research and experiments.  I believe that he will continue to expand his skills which may suport his future advancement.  In addition to his research skills development, his contributions to research and lab management (animal care, lab equipment, lab safety) are valued in our small lab as it relieves me from these administrative duties.  For these reasons, I recommend him for a career advancement as he has taken on some responsibilities as outlined at the next higher level classification.  
B. Overall performance rating at last formal performance review
[bookmark: appraisal]Date of Last Review: 6/8/2011  (mm/dd/yyyy)
[bookmark: yes][bookmark: no]Was performance commendable? 	|_| Yes	|_| No
C. Job Classification/Career Development Recommendation
Which job classification (may be current or different) do you feel best matches the changes documented on this form?
Title:  Research Assistant	Jobcode:  PRK1
This appears to qualify for:	|_| Career Advancement	|_| Promotion 	|_| Career Shift	|_| No Change
Section 6 – Employee and Supervisor Electronic Signature
I agree that this represents a true and accurate documentation of the work being performed.
[bookmark: emp]|_| Supervisor	|_| Employee
[bookmark: finaldate]	Date: 12/1/2011 (mm/dd/yyy)
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