
Occupational Group:  Business and Financial
CLASS GROUP:  Research Analyst
	Class Code
	Class Title
	Occupational Role
	Pay Plan
	Pay 

	
	Research Assistant
	Support
	Current
	


CONCEPT:
Performs support work in compiling and analyzing data or information for a research project or program.  Work is performed under the technical supervision of a research analyst or an administrative superior.
TASKS:

· Receives, reviews, and compiles statistical data; compiles and edits data for accuracy and completeness.
· Formulates questionnaires and other forms for use in gathering and reporting data.

· Completes and/or proofs reports in preparation for publication or dissemination.

· Computes basic statistical functions (e.g. percentages, means, medians, standard deviations, etc.) in the tabulation and summarization of data.

· Designs analytic and assessment tools which incorporate suitable statistical tests.

· Interprets data and the statistical analysis.

· Researches and verifies accuracy of discrepant data.

· Utilizes multiple computer programs to corroborate the data and prepare the final report/product.

· Extracts and/or completes statistical analysis on requested data from appropriate databases.
· Prepares reports on test, survey or other research data results.

LEVELS OF WORK:
· Class Group consists of one class.  
MINIMUM QUALIFICATIONS: 

· Six months of experience in collecting, studying or reporting on statistical, economic, fiscal/budget, legislative or administrative data.
·  Education may be substituted for experience as determined relevant by the agency.

· Some positions may require additional minimum requirements that will be specified on the position description.
CONTRIBUTOR LEVELS:

Contributor levels are a range of work within a class that allows for a progressive increase of responsibility and employee competency.  Progression through a contributor level is dependent upon management discretion, the availability of funds, increase of responsibilities, and the employee’s acquisition of competencies and job performance.  Specific career plans are designed for employees by their agency that are tailored to the organization and mission of each activity using the below framework and the established pay plan for the class.
	MINIMUM  MAXIMUM

	RESEARCH ASSISTANT

	
	Recent           
Contributor
	Experienced   
Contributor
	Independent 
Contributor
	

	
	
	
	
	

	
	· Assignments are well defined, limited in scope and are reviewed upon completion as one learns the specific area or assignments where they work.

· Employees have working understanding of the assigned database(s), programs, surveys, and reports associated with their position.

· Employees follow set procedures and established sequence of work requiring limited decision making

Performance Range for Core Competencies:

·  Job Responsibilities – Learner to Experienced Knowledge


	· Employees have a working knowledge in a specialized area or assignments where they work; i.e., the research methods related to the gathering of data elements, the procedures and methods used in the management of the data or information systems, and reporting requirements of the data.
· Employees independently make decisions about data elements within established procedures and standards, and are reviewed for adequacy and soundness of conclusions and decisions.
Performance Range for Core Competencies:

·  Job Responsibilities –  Experienced Knowledge to Expert Knowledge


	· Employees have full understanding of the assigned database(s), programs, surveys, and reports associated with their position, and have less need for consultation with superiors. 
· Employees mentor less experienced employees.

· Employees possess more intensive knowledge of the specialization where they work, experience and ability with research methods or mastery of data or information system to recommend changes to specific systems.

Performance Range for Core Competencies:

·  Job Responsibilities – Expert Knowledge to Transferring Knowledge
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