
JOB DESCRIPTION

POSITION TITLE

Research Project, Bibliography and Office Assistant


REPORTS TO:

Center Director – MN Center for Health Care Ethics: 

PRIMARY FUNCTION: 


A part-time position (about 400 hours / year, a Center staff member providing bibliography management, research project assistance, and other Center project materials.  

AREAS OF RESPONSIBILITY:


1.   Review and enter new materials into End Notes

2.   Maintain and update Center Bibliographies in preferred media format

3.   Develop access procedures for sharing bibliographies

4.
Standardize entry procedures, backup procedures, and maintain paper files

5.
Research and identify central resource materials and obtain articles for staff review

SUPERVISORY RESPONSIBILITIES: 
None

CONTACTS:
Contact Karen Gervais for general direction and Julia Anderson for day-to-day issues.
EDUCATION: 
Essential:
Bachelor of Arts


Desirable:
Advanced Degree

EXPERIENCE:
Essential:
Demonstrated experience is bibliographic documentation. 



Desirable:
Previous experience in a similar role

KNOWLEDGE, SKILLS, ABILITIES:

Knowledge of biomedical ethics, relevant health care and legal terminology; excellent writing and editorial skills, research skills, and familiarity with relevant journals.  Ability to learn and apply relevant software.

PHYSICAL DEMANDS:
None

WORKING ENVIRONMENT:
None
WORK SCHEDULE:
FTE:
(Full-time Equivalent):  0.20 FTE


APPROVAL:                                                
Karen Gervais  / Julia Anderson
DATE:




9.5.08

