Department of Biostatistics 
RA Job Duties Form 

	Student employee
	

	Supervisor (directly supervising RA)
	

	Name of project or grant
	

	%FTE (hours per quarter)
	

	Work Site (physical location)
	

	Appointment Dates
	(Note: Graduate Program reviews student employee academic and job performance on a quarterly basis. Continued support is contingent on satisfactory academic progress and satisfactory job performance.)


Job duties: 
This job duties form constitutes the complete list of duties required of the RA. Please see the Notes section for the additional expectations regarding this position.
Collaborative research duties:
(
Consulting
(
Data management
(
Data analysis
(
Manuscript preparation
Methodologic research duties:

(
Computer support
(
Creative input
(
Manuscript preparation

Other duties:

(
Review literature
(
Prepare grant materials for submission
(
Prepare website materials
(
Maintain (update) webpage materials
(
Supervise undergraduate students
(
Attend project meetings
(
Attend area seminars
(
Attend other courses as required
(
Other: ​​​​_____________________

Student employee is expected to:

· Contact the Graduate Program if there are any concerns about their position

· Satisfactorily perform the job duties outlined in the job duties form

· Adhere to the agreed-upon work schedule and communicate if you will need to be absent

· Respond to all supervisor messages within 48 hours
Supervisor is expected to:
· Complete the annual student employee performance evaluation

· Contact the Graduate Program if there are any concerns about the student employee

· Provide timely and clear communication with the student employee including: 1) If you find his/her job performance unsatisfactory and 2) You plan to end or extend his/her appointment

NOTES:
1. If the student employee or supervisor have any concerns, please notify the Graduate Program within one week so that timely action may be taken. (Action may include mediation and, in severe cases, termination of the appointment.) 
2. It is recognized that, occasionally, a student employee may need to work more than the expected time during a week, but their extra time should be compensated by less time another week. This should be discussed and agreed to mutually by both the student employee and supervisor. If a student employee finds that s/he is spending more than the appointed amount of time (e.g., the 10 hours/week for a 25% position or 20 hours/week for a 50% position), the student employee is expected to tell the supervisor or the Graduate Program. Please note that supervisors have been advised to be sensitive to this possible situation.
I verify that I have read and understood my appointment letter, this Job Duties Form and the Department of Biostatistics “Student Support Information & Resource List.” Furthermore, I accept the appointment listed above and agree to perform all of the duties and expectations listed on this form.

Student Signature: _________________________________________ Date: _______________
I have reviewed the duties listed above with the student employee and agree to perform the expected supervisor duties listed on this form.

Supervisor Signature: _______________________________________ Date: _______________

