RESEARCH ASSISTANT

BASIC RESPONSIBILITIES

The Research Assistant participates on project teams to fulfill project requirements.  In so doing, he/she will have involvement in many aspects of the research process, including:

Qualitative research
· Assist in writing screeners for focus groups and in-depth interviews

· May be involved in conducting in-depth interviews

· Write summaries of focus groups and in-depth interviews

· Supervise the recruitment activities of facilities
Quantitative research
· Questionnaire development: pretesting, test CATI questionnaires, formatting, of questionnaires
· Data collection: Conduct briefings, monitor phone interviews, brief mailing department
· Coding/editing:  Draft codebooks, code open end responses, edit mail surveys

· Analysis: Prepare banner plans and cleaning instructions; check marginals, tables and reports for accuracy; prepare posted questionnaire; edit verbatim responses to open-ended questions

· Report writing: Assist with preparing final report/presentations
SKILLS/ABILITIES

· Aptitude for solving qualitative and quantitative problems

· Job experience handling multiple tasks/projects simultaneously

· Ability to work effectively with management, professional, and operating department staff in a team environment

· Ability to communicate effectively and concisely in written and spoken English

· Willingness for occasional overtime

· Proficiency with computers, word processors, and various software packages in a Windows environment

· Attention to detail

REQUIREMENTS
· A bachelor’s degree from an accredited college or university, preferably in social science, business, or marketing

· College-level courses covering statistics and research/quantitative methods recommended

