Association of Universities for Research in Astronomy, Inc.

Center Name
POSITION DESCRIPTION

POSITION TITLE:  
         Title 
JOB CODE:

         Code
PAYGRADE:

         XXX




POSITION REPORTS TO:
         Title Note: use a position title, not name
EXEMPT/NON-EXEMPT STATUS:     Exempt or Non-Exempt Note: to determine status, visit 
http://webapps.dol.gov/elaws/whd/flsa/overtime/menu.htm
EEO JOB CLASSIFICATION:
         # - Description
General Description of Position:

Why the position exists in a short paragraph
Essential Functions:
Note: The two Essential Functions listed below must be included in ALL Job Descriptions at the end of relevant essential functions.
· All AURA employees are responsible for the proper management and control of all AURA property within their work area, whether assigned to them or someone else. This responsibility includes reporting any known missing, stolen, or non-working property in their work area to their supervisor or the AURA Property Officer. For detailed information on proper custodial care of government property, refer to the AURA Employee Handbook at http://hr.aura-astronomy.org/?q=handbook.
· Responsible for ensuring compliance with government award terms and conditions assigned to this position or subordinates of this position as defined in the Vela Award Management system, https://cas.aura-astronomy.org/Awards.
Other Functions:
Note: The bullet listed below is included in the job description template and must be included in ALL Job Descriptions under “Other Functions:”.

· Other duties as assigned

Required Education/Experience/Skills/Abilities:

· Education
· Experience

· Must have a valid Driver’s License; clean driving record; ability to drive a 4 wheel drive vehicle 

· Certifications (especially specific IT ones needed)

Preferred Education/Experience/Skills/Abilities:
· Additional Education

· Specific Experience

Physical Demands:

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 
· While performing the duties of this job, the employee is regularly required to sit; use hands to finger, handle, or feel and talk or hear. 

· The employee is occasionally required to stand; walk; reach with hands and arms and stoop; kneel; crouch; or crawl. 

· The employee must regularly lift and /or move up to 10 pounds and occasionally lift and/or move up to 25 pounds. 

· Specific vision abilities required by this job include close vision, depth perception and ability to adjust focus. 

· Must possess - sufficient mobility, strength, or dexterity in both arms and hands and both legs to a) reach upward, sideways, downward to work with paper files; b) sufficient mobility and dexterity to utilize computer systems, fax machines, copiers, and other office machines.

· Must possess – 1) ability to read and understand instructions, drawings, safety guides, and other written materials necessary to perform job; 2) sufficient visual capacity to

perform the applicable functions without assistance of visual aids other than eye contacts or eye glasses; 3) sufficient spoken aural capacity to hear and understand instructions, warning bells, fire alarms, or shouted instructions without assistance of auditory aids other than a hearing aid; and 4) ability to impart information orally so that others understand and can respond appropriately
ADDITIONAL for TECH/LABOR/OPERATOR:

Note: coordinate the amount of “lbs” regarding the lifting requirement in bullet #3 under Physical Demands to coincide with bullet #1 under ADDITIONAL for TECH/LABOR/OPERATOR
· Must possess sufficient mobility, strength or dexterity in both arms and hands and both legs to a) grasp, push, pull, turn or otherwise manipulate tools and mechanisms; b) push, shove, pull or otherwise safely and efficiently manipulate tools or mechanisms; c) lift, hold, maneuver, objects of 50 lbs or more; d) maintain balance while performing work; e) remove parts, systems, tools of 50 lbs or more 

· Some travel may be necessary in or outside the contiguous United States. 
· For summit positions, include:
Kitt Peak: Able to climb stairs and work at 6,800 feet altitude
Haleakala (DKIST): Ability to work at 10,000’ elevation, sometimes during inclement weather

Sunspot: Ability to work at 9,600’
Mauna Kea: Ability to work at 14,000’ for 8 hour shifts.  Longer shifts and working during inclement weather occasionally required.  Required to pass High Altitude medical examination (post offer and potentially at specified intervals while employed if medically necessary).
Cerro Panchon: Ability to work at 8,900’
Cerro Tololo: Ability to work at 7,300’
Last Updated: Note: Insert the month and year of the most recent update here in the following format Month YYYY (e.g. January 2017)
Note: All of the ‘Notes’ in red and italics, including this statement should be deleted from this document before the job description is saved and considered final.
