	
	
	



Research Assistant Job Description Template
If you have a note about considering students with/without work-study award, add it here. Examples:
· All applicants will be considered for this opportunity, regardless of work-study status.
· Only applicants with work-study award can be considered for this role.

Position Summary
The [Department Name] department seeks to hire a Research Assistant to assist Professor [Name] with their research project, [title or topic description].  [Optional description of the research topic or mission statement, and/or link to webpage.] Research Assistants work closely with faculty members to contribute to [describe specific responsibilities, such as data collection, analysis, or experimental design] within the [mention specific lab, project, or broader research focus]. The position offers an excellent opportunity for professional development and hands-on experience in academic research.

Application Instructions
NOTE: Students must apply for campus jobs via Handshake, Wesleyan's career management platform, so there is a record of their application. Students click "Apply" on the job posting to submit their application materials. If you do not require application materials, you will solely have access to the applicant's Handshake Profile, which houses information about their previous experiences and skills.
What application materials will be collected? How will the applicants be assessed? Example:  
· (Default) Apply via Handshake with a completed Handshake Profile.  
· Apply via Handshake and submit an approved resume.
· Apply via Handshake and submit the Google Form linked here.  
· Apply via Handshake and submit a cover letter. 
· Apply via Handshake and email {email@wesleyan.edu} expressing your interest in the position and relevant experience. 
Background Check
Student employees who will have unsupervised interactions with individuals under 18 years old, (e.g. private tutoring), must undergo a background check as part of their onboarding. 
Select one of the following statements:
· This position will NOT have unsupervised interactions with individuals under 18 years old, and does not require a background check.
· This position will have unsupervised interactions with individuals under 18 years old. Applicants must undergo a background check as part of their onboarding. Hiring offers are contingent on passing a background check.

Primary Duties and Responsibilities
Bulleted list with verbs in the present tense. Examples:
· Conduct a literature review regarding [provide details and examples]
· Criticize and proofread/revise Professor’s manuscript.
· Collect and analyze data regarding [provide details and examples]
· Design/administer experiments, surveys, interviews, etc.  [provide details and examples]
· Document and report findings using [example of technology: Excel spreadsheets, database, etc.] [provide details and examples]
· Engage in Research Lab procedures such as [provide details and examples] using equipment such as [examples]
· Support administrative functions, such as by copying and printing course materials.
· Operate relevant software and tools necessary for data analysis, documentation, and research-related tasks.
· Present your findings in weekly meetings and an end-of-semester symposium.

Desired Skills & Qualifications
Examples:
· Students who are eligible for work-study will be given preference.  
· [Majors] are encouraged to apply!
· Ideal student will be [Traits like: detail-oriented, attention to detail, goal-oriented, team player].
· Priority given to students who have completed specified coursework or are enrolled in a particular major.
· Ideal candidates will have successfully completed [Course code] with a B- or better
To support students of all class years including transfer students, we strongly discourage employers from requiring or preferring that applicants be from a specific class year. Class year is not an indication of skills nor a guarantee of time commitment to the job.
NOTE: Identity-related experiences or knowledge cannot be required. See the University’s Equal Employment Opportunity statement for more context. If identity-related experiences or knowledge is relevant to the position, candidates with those identities can be encouraged to apply. For example, a position providing community-specific services can encourage students from that community to apply.

Schedule & Availability
· Academic Semester/Year, and whether this is a one-time position or recurring role.  
· Total number of hours to be worked per week.  
· Schedule times, required office hours, and weekly meetings.
· Is the work in-person, remote, or hybrid?  
· Department Location
Job Classification
If all students in the same position are paid the same, this section can be deleted. If students are paid more the more semesters/years they work in the same position, this pay-scale must be outlined. Pay-scales are set by each department based on their budgetary discretion. Example:
· Entry-Level – Connecticut State Minimum Wage
· Returning Students - Additional $0.25/hour each additional semester

Primary Supervisor
Name, Title, Email

Contact
If different from the Primary Supervisor, who can applicants contact with any questions about the position? Name, Title, Email

Performance Evaluation
How and when will students' work be reviewed? Examples:
· Supervisor will check in weekly and share feedback as applicable. 
· Supervisor will conduct a performance review discussion at the end of the semester.


EXAMPLE: COMPLETED RESEARCH ASSISTANT JOB DESCRIPTION
All applicants will be considered for this opportunity, regardless of work-study status.

Position Summary
The Astronomy department seeks to hire a Research Assistant that will collaborate with Professor Seth Redfield on the project, A Search for Worlds Around Bright, Hot Stars. The project will be to continue observing the transiting exoplanet candidate system, and process the existing observations taken over the course of this year. An important part of this task is evaluating the quality of the data. The Research Assistant will develop new customized software to diagnose the quality and reproducibility of the observations from the 24-inch telescope. In addition, the Research Assistant can obtain publicly available data from NASA’s TESS mission to look for additional evidence of a planetary transit. Once the analysis has been completed, the Research Assistant will need to compare the results with previous work and explore future opportunities for atmospheric follow-up with ground based, or spaced-based facilities. 

Application Instructions
Apply via Handshake and email sredfield@wesleyan.edu expressing your interest in the position and relevant experience. 

Background Check
This position will NOT have unsupervised interactions with individuals under 18 years old, and does not require a background check.

Primary Duties and Responsibilities 
· Continue observing the transiting exoplanet candidate system
· Process the existing observations taken over the course of this year
· Evaluate the quality of the data
· Develop new customized software to diagnose the quality and reproducibility of the observations from the 24-inch telescope
· Compare the results with previous work and explore future opportunities for atmospheric follow-up with ground based, or spaced-based facilities.
· Write a short paper to share your results. There is potential for you to publish your paper as a research article, as well as to present your findings at regional/national conferences.

Desired Skills & Qualifications
· Ideal candidate will be an Astronomy major or have demonstrated interest in astronomy.
· Students with previous data analysis experience are encouraged to apply!

Schedule & Availability
· August 1st - 30th, for 37.5 hours per week
· Monday-Friday, 7.5 hours/day with weekly meetings
· The position requires in-person attendance at all times.
· Department Location: Astronomy Department, Van Vleck Observatory

Primary Supervisor & Contact
Professor Seth Redfield, sredfield@wesleyan.edu

Performance Evaluation
Short daily check-ins where issues of the research or coding could be addressed, and then a more extensive weekly meeting where we look at the data in detail and the results and discuss the plan for the next week. 
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