	Instructions:
1. Complete all sections of this form.
2. Email completed form to hr@paire.org for review.
3. PAIRE HR will email the final version to the supervisor for signature.
4. Please return the final signed job description to PAIRE HR at 151P.
Note: To put an “X” in a box, double click on the box to enable check mark or lock form & click in the appropriate boxes.
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	P.O. Box V-38 ∙ Palo Alto, CA  94304-0038

POSITION DESCRIPTION
PAIRE POSITION DESCRIPTION CONTINUED		2

	PAIRE USE Only
	Reviewed by:

	Copy to: 
Employee
	
TriNet
	
Research
	
Personnel File


5/31/2011

	JOB TITLE:  
	EMPLOYEE’S NAME: 

	PRINCIPAL INVESTIGATOR:  
	SUPERVISOR’S NAME: 


	EMPLOYEE IS ASSIGNED TO THE FOLLOWING AREA OF RESEARCH
	EXEMPT/NON EXEMPT STATUS:
(For questions regarding Job classification or over time, contact HR)
	EFFECTIVE DATE 
OF JOB DESCRIPTION

	[bookmark: Check51][bookmark: Check53]|_|CLINICAL RESEARCH 	|_|LIFE SCIENCES	|_|SOCIAL SCIENCES	
|_|SOCIAL SCIENCES	|_|BIOMEDICAL ENGINEERING
[bookmark: Check52]|_| INFORMATION TECH	|_|GENERAL ADMINISTRATION

	|_|EXEMPT FROM OT
Job must be classified as “exempt” per CA Labor Codes.
	|_|NON EXEMPT
OT is paid on all hours worked over 8/day or over 40/workweek.
	

	GENERAL PURPOSE OF JOB:  In 1-2 sentences state the overall purpose/function of this position.

	


DUTIES & RESPONSIBILITIES:  List in order of importance the major duties/responsibilities required for this position.















REQUIREMENTS & QUALIFICATIONS:  Include the minimum job-related skills such as language, analytical, mathematical and communication skills and other qualifications such as degree, related experience, training, or license required to perform the essential components of this job.








	EDUCATION/LICENSE/EXPERIENCE/SUPERVISORY REQUIREMENTS
	INFORMATION

	If degree is required/desired, check degree level & list related field of study required/desired for this job in Information section
	Degree:
	[bookmark: Check63][bookmark: Check64][bookmark: Check65]|_|HS diploma	|_|BA/BS	|_|MA/MS
[bookmark: Check68][bookmark: Check66][bookmark: Check67]|_|MSN	|_|PhD	|_|MD
	|_|Required
[bookmark: Check62]|_|Desired

	· 
	Field of study:
	
	|_|Required
|_|Desired

	If license is required, state type:
	

	If required/desired, years of related experience should be listed in Information section 
	
	|_|Required
|_|Desired



	If this is a supervisory* position (hiring/firing/performance review responsibility), list the title(s) of position(s) supervised in Information section 

*Per CA law, 2 hours Sexual Harassment Training is required of all PAIRE supervisors every 2 years.
	INFORMATION

	
	

	ENVIRONMENTAL CONDITIONS/PHYSICAL DEMANDS 
	NONE
	LESS THAN
50% OF TIME
	MORE THAN
50% OF TIME

	POTENTIAL EXPOSURE TO BLOOD BORNE PATHOGENS
	|_|
	|_|
	|_|

	EXPOSURE TO RADIATION
	|_|
	|_|
	|_|

	EXPOSURE TO TOXIC OR CAUSTIC CHEMICALS OR REAGENTS
	|_|
	|_|
	|_|

	REGULAR EXPOSURE TO ANY LAB ENVIRONMENT
	|_|
	|_|
	|_|

	OTHER SIGNIFICANT FACTORS, E.G., HEAVY LIFTING
[bookmark: Text35]DESCRIBE:
	|_|
	|_|
	|_|

	Work Location:
Bldg.	
Rm#	
	|_|Palo Alto Division
|_|Menlo Park Division
|_|Other:      




[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Supervisor’s Certification:  This job description accurately reflects this position.  I understand that significant changes to the position will necessitate a new or updated job description.  


If you, as the Supervisor, are not paid by the VA, sign below and obtain a signature from your VA Supervisor.  


										
Supervisor’s Signature, if not paid by VA		Date signed	
(NEEDS VA SUPERVISOR’S SIGNATURE, ALSO)		


If you, as the Supervisor, are paid by the VA, sign on designated line below.

										
VA paid Supervisor’s signature			Date signed


Employee’s Acknowledgement:  I acknowledge that I have read the above job description and have received a copy for my records.


									
Employee’s Signature				Date signed

	PAIRE USE Only
Rev 5-23-11
	Reviewed by:

	Copy to: 
 Employee
	
 EE File
	
 TriNet
	
 Research
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