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Job Description Posting

(For Positions in CAW Local 555, Unit 1)



	JD #
	JD00273

	Pay Grade:
	8

	Title:
	Project Officer

	Unit/Project Description:

For Department use only.
	     

	Job Summary:
	Responsible for assisting senior research staff with tasks related to identifying, planning, and managing international research projects and initiatives.  Analyzes research project and initiative requirements and works with others to determine the required logistics, budgets, and fund allocations.

	Purpose and Key Functions:
	· Design projects, studies, and questionnaires.

· Analyze research project requirements and work with various researchers to determine project logistics.

· Develop and conduct surveys to gather and extract information from external agencies.

· Develop and monitor research project budgets, and determine allocation of funds.

· Utilize statistical software to process numerical and quantitative information.

· Draft research proposals and grants for review.

· Submit finalized research proposals and grants.

· Write articles for newsletters and promotional materials.

· Write a variety of documentation including, but not limited to, reports, forms, emails, and general correspondence.

· Update and maintain the department website ensuring the accuracy of online content.

· Create graphic designs when preparing presentations.

· Deliver presentations at meetings and seminars.

· Provide advice and guidance to students and part-time staff regarding project specifications and protocols.

· Provide support to senior staff when negotiating with national and international organizations in the development of projects.

· Plan and coordinate a variety of events and activities.

· Arrange, attend, and facilitate meetings with faculty, staff, and students.

· Adhere to social and cultural protocols when meeting with international visitors.

· Exchange technical and scientific information amongst colleagues.

· Respond to and direct general inquiries via telephone, email, and in person.

· Complete literature searches relevant to current research projects.

· Collate and distribute mailings.

· Remain current with the activities of the project team to ensure project deadlines are met.

	Requirements:
	Bachelor’s degree in a relevant field of study.

Requires 3 years of relevant experience.

	Assets:
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	Additional Information:
	     


