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	Sample Job Description


This is a sample job description document.  It contains some of the duties, responsibilities and qualifications typically associated with this position, but is not intended to serve as a model or advice for specific job description content and format.  Your company should add, modify or delete as needed for your purposes.
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Vice President of Research
	Job Title:
	Vice President of Research 
	FLSA Status:
	

	Department:
	Research
	Reports To:
	

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Position Summary
The Vice President of Research facilitates knowledge development and exchange, with national, state, and local partners and works to ensure that Company XYZ activities are evidence-based. The Vice President of Research contributes to the organization’s mission by directing and contributing to efforts to improve knowledge and practice of ______________________________ (original research and synthesis of existing literature,) knowledge exchange (e.g., through network building, technology development, and technical assistance provision) and promotion of high standards in research and practice. The Vice President of Research develops resources to support our national staff and members of our networks to enhance their role as experts and fosters partnerships with professional, academic and research institutions and organizations nationally. The Vice President for Research will support the efforts of the CEO to lead and engage partners to help ensure that organizational culture and strategic decisions reflect the highest standards of ethics, discipline and accountability.
Job Responsibilities
1. Facilitating dissemination of research, knowledge exchange, and research-practice collaboration throughout Company XYZ and its networks.
2. Ensuring the use of research to guide and improve practice in Company XYZ initiatives. 
3. Providing consultation and technical assistance to peers at Company XYZ on evaluating and interpreting research, statistical reports and internal projects; obtain relevant research findings to support peers work as needed. 
4. Supervising the development and implementing of research and performance monitoring efforts of the organization. 

5. Managing, reviewing and/or participating in the development of all program related information systems, such as Program Information Management System and the database.

6. Managing, reviewing and/or participating in the grant proposal development process for all research and program related applications; participating in or managing research projects, including program evaluations.
7. Preparing technical papers, monographs or white papers on critical topics research topics.

8. Providing content for public consumption through Company XYZ social media outlets. 

9. Managing, reviewing and/or participating in the development and implementation of efforts to document the collective impact of Company XYZ and our networks; manage efforts to develop and disseminate a biennial national report using metrics across the Company XYZ research network. 

10. Participating in the development and implementation of the Company XYZ Strategic Plan, including primary responsibility for developing and implementing a methodology to assess _____________________.
11. Representing Company XYZ with academic, professional and other organizations.  

12. Supporting Committees of the Board of Directors as directed by the CEO. 

13. Seeking unbudgeted revenue opportunities and managing expenses effectively in the areas of assigned supervision to achieve organizational objective.

14. Working collaboratively with the other senior managers to meet the organizational mission.
15. Serving as a member of the senior advisory group.
16. Recommending an annual budget for the areas of supervision.

17. Managing, supervising and directing all staff and programs in the research, oversee and provide technical assistance to the Director of Research including review and approval of major budget, policy, research and program issues. Responsibilities include but are not limited to review and approval of grant applications, budget submissions, service pricing, strategic plan, and organizational structure. 

18. Supporting the CEO in all aspects of program design and development, partner development, policy advocacy and communications, especially when research is required to further an organizational objective. 

19. Overseeing periodic strategic plans and annual work plans and budget for each program area. 
20. Supervising the Senior Director of Research, Directors of specific programs areas and other staff and students as assigned, including ensuring appropriate staff supervision, mentoring, and support.

Expectations
· Behave Ethically: Understand ethical behavior and business practices, and ensure that own behavior and the behavior of others is consistent with these standards and aligns with the values of the organization.

· Adaptability: Demonstrate a willingness to be flexible, versatile and/or tolerant in a changing work environment while maintaining effectiveness and efficiency.

· Build Relationships: Establish and maintain positive working relationships with others, both internally and externally, to achieve the goals of the organization.
· Communicate Effectively: Speak, listen and write in a clear, thorough and timely manner using appropriate and effective communication tools and techniques.

· Creativity/Innovation: Develop new and unique ways to improve operations of the organization and to create new opportunities.

· Make Decisions: Assess situations to determine the importance, urgency and risks, and make clear decisions which are timely and in the best interests of the department.
· Solve Problems: Assess problem situations to identify causes, gather and process relevant information, generate possible solutions, and make recommendations and/or resolve the problem.
· Think Strategically: Assesses options and actions based on trends and conditions in the environment, and the vision and values of the organization

Qualifications

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below   represent the knowledge, skills, and/or abilities required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and/or Experience
· Doctoral Degree or Master’s Degree with five years project management experience, in social sciences (e.g., psychology, sociology, public administration, non-profit management, human development, public health, etc.) with strong research background, e.g. an empirical thesis or dissertation. 
· Minimum 10 years’ experience in positions that included development and management of research and evaluation activities (15+ years preferred).
· Minimum 5 years’ experience in non-profit management and program integration.
· Experience developing long range and strategic organizational and/or program plans.

· Experience collaborating with or leading multi-disciplinary project teams, including colleagues from medicine, social work, psychology, public administration, nursing, public health, and others.
· Experience providing technical assistance in multiple platforms; experience speaking as keynote or workshop presenter at state and national conferences. 
Mathematical Skills

Expertise with Excel, and SPSS or SAS statistical software; wide-ranging knowledge of cost analysis and advanced statistical methods, including univariate and multivariate analysis and interpretation.
Management Skills

· Expertise in project and budget development and management.

· Experience in leading and participating as an active member of a management team.

· Experience in providing strengths-based supervision to professional staff, paraprofessional staff and students, including project accountability and performance evaluation. 
Reasoning Ability

Strong skills in analytical thinking and understanding of scientific method. 
Language Skills

· Excellent communications skills, including both writing and public speaking.

· Exceptional ability to translate research findings into policy and practice issues.
Other Qualifications

· Excellent planning, budgeting, project management and organizational skills.
· Proficiency with Microsoft Office products, including Word, Excel, PowerPoint, required; proficiency with Access, Publisher and ability to update web content a plus. 
· Ability to operate a variety of office equipment such as a personal computer, telephone, printer, copier, scanner and facsimile machine.
Physical Demands
While performing the duties of this job, the colleague is frequently required to sit, stand, walk, talk or hear; uses hands to finger, handle, or touch objects or controls.  On occasion, the colleague may be required to stoop, bend or reach above the shoulders.  The colleague may occasionally lift, push, or pull up to 25 pounds.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and ability to adjust focus.

Work Environment
The position is an office-based position.
	Employee Acknowledgment
	
	Date
	

	The above statements reflect the general details necessary to describe the principle functions of the occupation described and shall not be construed as a detailed description of all the work requirements that may be inherent in the occupation.


This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
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