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:"fiti““ Classification Asst Dir,Research Division
itle:

Position Classification
Code;

Job Family: Instruct/Research/Pub Srvc

Pay Level:

Exempt Status: Exempt

This description is intended to describe the general nature of the work being performed. It is not intended to be a complete list
of specific duties of any particular position. Duties, responsibilities and bargaining unit efigibility may vary based on the

specifictasks assigned to the position.

Purpose of Classification:

Assists in the direction and implementation of the ressarch and development palicies, objectives, and initiatives of
an externally funded program. Ensures research and development activities will align with the programes quality
system in accordance with customer and contractor requirements.

Standard Duties:
Provides ieadership and management for a programés research and development activities, Obtains contracts and
funding. Develops test capabilities to support the program and production test requirements. Provides efforts to

enhance current products and develops new technoiogies and products. Evaluates and develops improved
technigues for the control of research and development activities. Acts as liaison with external parties to procure

services and materials for the program.

Knowledge, Skills and Abilities:
A variety of the field's concepts, practices, and procedures. Relies on extensive experience ang judgment to plan

and accomplish goals.
short- and long-term planning; problem analysis and resolution; report preparation and presentation;

interparsonal and organizational communication, both oral and written.
lL.ead and direct the work of others. Ability to act with a wide degree of creativity and latitude.

Minimum Qualifications:
Education- Bachelor's degree in a related field.
Experience- Ten (10) years of increasingly progressive managernent experience in one or more areas that
report to this position.
Equivalency- None
Certifications/License-
Departmental Requirements-
Spacial Reguirements-
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Title:

Position Classification
Code:

Job Family: Instruct/Research/Pub Srvc

Pay Level:

Exempt Status: Exempl

This description is intended to describe the general nature of the work being performed, It is not intended to be & complate list
of speciic duties of any particular position. Duties, responsibilities and bargaining unit eligibility may vary based on the
snecifictasks assigned to the position.

Purpose of Classification:
To fulfill PSL contractual obligations in a timely cost effective manner through the design and implementation of
electronic systems.

Standard Duties:

Supervises, directs, delegates, and evaluates work of assigned staff. Designs, electronic systems and circuits.
Fabricaies, tests, verifies and integrates systems. Troubleshoots and repairs equipment. Assists in preposal
preparation &s required, Assesses technical specifications and issues procurement requests. Coordinates project
personnel and aclivities to ensure timely project completion. Prepares design documentation including technical
text, illustrations, tables and schematics as requested. Instructs and trains in methods and procedures. Performs

related duties as required.

Knowledge, Skills and Abilities:

Knowledge of university and department policies and procedures; principles and practices of organization and
administration; principles of supervision, training and performance evaluation; electronics; computer
programnung and hardware; electromagnetic.

Sili in short- amd long-range planning; problem analysis and resclution; public contact; research methods.

Ability to direct, evaluate, train and supervise the work of assigned personnef; communicate effectively in oral and

weritten form

Minimum Qualifications:
Education- Bachelor's degree in a related field.
Experience- Three (3) vears of professional experience directly related to the standard duties as outlined.
Equivalency- None
Certifications/License-
Departmental Requirements-
Speciatl Requirements-
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Position Classification Balloon Engr,Specialist
Title:

Position Classification
Code:

Job Famiily: Instruct/Research/Pub Srvc

Pay Level:

Exempt Status: Exempt

This description is intended to describe the general nature of the work being performed. It is not intended to be a complete list
of specific duties of any particular position. Duties, responsibilities and bargaining unit eligibility may vary based on the
specifictasks assigned to the pesition.

Purpose of Classification:
To provide technical support to assigned area.

Standard Duties:

Repairs and maintains research equipment. Supervises operation of electronics and machine shop. Designs and
fabricates new research equipment. Supervises, diracts, delegates, and cvaluates work of assigned staff. Instructs
and trairs in methods and procedures. Specifies and purchases parts and supplies. Performs related duties as

requircd.

Knowlaedge, Skills and Abilities:

Knowledge of university and department policies and procedures principles and practices of organization and
administration; principles of supervision , training and performance evaluation; electronics, optics, hydraulics, and
electromechnics; machine shop practives; mechanical fabrication and repair.

Skl in short- and leng-range planning; preblem analysis and resolution; public contact; research methods.

Ability to direct, evaluate, train and supervise the work of assigned personnel; communicate effectively in written
and oral forrn; develop and maintain effective working relationships; use independent judgment and initiative;
arganize and :firect several activitics; analyze and evaluate information.

Minimum Qualifications:

Education- Bachelor's degree in a related field.

Experience- Ten {10) years of professional experience directly related to the standard duties as outlined.
Equivalency- None

Cartifications/License-

Departmental Requirements-

Special Requirements-

4/8/2013
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_';_‘;:"iti"“ Classification Balloon Tech Mechanic,Assc
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Position Classification
Code:

Job Family: Instruct/Research/Pub Srvc

Pay Level:

Exempt Status: Non-Exempt

This Jascription is intended to describe the general nature of the work being performed. It is nol intended to be a complete list
of specific duties of any particular position. Duties, responsibilities and bargaining unit eligibility may vary based on the
speciictasks assigned to the position.

Purpose of Classification:
Under direct supervision, performs basic and routine work in the areas of fabrication, installation and testing of
miechanical systems or sub-systems. Assists senior technicians or engineers in the rigging functions to support the

launch of scientific balloons and payloads,

Standard Duties:
Azsists in the fabnication, installation and testing of mechanical units, systems, sub-systems or madels from
specific drawings and schematic diagrams. Operates standard test equipment and instruments. Records data.
Performs preventative maintenance on light vehicles and equipment, documents and files records for same.
Operates appiicable equipment and performns functions to assist with the launch and recovery of scientific payioads
and balloons. Supports field operations which could require travel for periods up to elght waeks or more several

times a yoear both in the United Stales and overseas.

Knowledge, Skills and Abilities:
Knowledge/experience with stick and heli-arc welding desired. Knowledge/experience with forklift and heavy
equipment operation desired. Knowledge of methods and techniques involved with assembly and testing of
mechanical hardware. Knowledge of basic mechanical theory and application.

Skill in the use of hand and power tools, especially industrial sewing machine desired. Skill in the use of

mechanical tast equipment, i.e. pressure gauges, load cells, and scales.
Ability to perform and document preventative maintenance on light equipment. Ability to perform strenuous
physical activities, |.e. recurrent walking, bending, climbing and lifting 50 pounds or more. Ability to foliow oral

and written instructions and to establish working relations with associates.

Minimum Qualifications:

Education- High School diploma or GED certificate.
Experience- Two (2) years of experience related to the standard duties as outlined.
Equivalency- Completion of a post-secondary degree or certificate may substitute for years of experience.

Certifications/License-
Departmental Requirements-
Special Requirements-
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g_‘:lsiti"“ Classification Balloon Tech Mechanic, Inter
itle:

Position Classification
Code:

Job Family: Instruct/Research/Pub Srvc

Pay Level:

Exempt Status: Non-Exempt

This description is intanded to describe the general nature of the work being performed. It is not intended to be a complete list
of specific duties of any particular position. Duties, responsibilities and bargaining unit eligibility may vary based on the

specifictasks assigned to the position.

Purpose of Classification:

Fabricates, installs and tests mechanical units, systems, subsystems or models from specific drawings and
schematic diagrams. Operates standard test equipment and instruments and record data. Performs preventative
maritenance on iight vehicles and equipment, document and file records. Operates applicable equipment and

perform functions to assist with the launch and recovery of scientific payloads and balloons. Supports operations
in the field which could require travel to remote locations.

Standard Duties:

Responsibte for inspecting, testing, fabrication, and repair of launch equipment large and small. Repairs and
maintains launch vehicles, calibrates and tests clectronic ballast releasing valves; tests and repairs parachutes

and constructs crush pads. Responsible for working with others providing technical support during pre-flight
preparation. Respansible for working as part of a team during bailoon launch and payload recovery phases, When
balioon is terminated assists in locating & recovering balloon, parachute and science payload. Responsible for
participating in scientific payload and balloon recovery. Travels to remote sites and recover very expensive, large,

heavy payloads and balloons using heavy equipment.

Knowladge, Skills and Abilities:
Knowledge of methods and techniques involved with assembly and testing of mechanical hardware; basic

mechanical theory and application
Skill in the usa of hand and power tools, industrial sewing machine desired; use of mechanical test equipment, L.e.

pressure gauges, ivad ceils, and scales,
Ability to perform and document preventative maintenance on light equipment; acquire Class A License with

HazMat Endorsements.

Minimum Qualifications:

Education-~ Associate's degree in a related field.
Experience- Three (3) years of experience related to the standard duties as outlined.
Equivalency- Any aguivalent combination of education, training and/or experience as approved by Human

Resource Services.

Certifications/License-
Cepartmental Requirements-

Special Requirements-

4/8/2013
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Position Classification Balloon Tech Mechanic,Sr
Title:

Position Classification
Code:

Job Family: Instruct/Research/Pub Srvc

Pay Level:

Exempt Status: Non-Exempt

This description 15 intended to describe the general nature of the work being performed. It is not intended to be a complete fist
of specific duties of any particular position. Duties, responsibilities and bargaining unit eligibiiity may vary based on the
specifictasks assigned to the position.

Purpose of Classification:

Supervises and performs highly skilled mechanical flight support regquired for the scientific ballcon program
consisting of pre-flight, launch and recovery preparation and procedures. Responsible for the operation,
maintenance and repair of spacialized equipment used in support of the launch and recovery tasks, Provides
assistance from aircraft during flight and terminate operations of scientific payloads as assigned. Coordinates
ground recovery operaticns after impact of science. Operate and maintain heavy equipment. Weld and fabricate

aluminum and steel for construction and support of scientific payloads.

Standard Duties:
Assists payload pickup, equipment layout, gas computation and inspection of flight hardware prior to inflation.
Assists and supervises in flight hardware fabrication, assembly and inspection. Supervises and assists in all
aspects of ground recovery, Contacts with land gwners and secures propor equipment toc complete recovery
operations. Suppurts extended operations in remote locations.Responsible for logistics, packing, shipping of all
equipment to rermote locations. Assigns duties to prepare hardware and various equipment for remote locations.
Operates launch vehicles during balfloon launch cperations. Designs, manufacture equipment from steel and

aluminum. Reads blueprints and uses associated toois.

Knowledge, Skilis and Abilities:

Knowledge of methods and techniques involved with assembly and testing of mechanical hardware; basic
mechanical theory and application
Skill in the use of hand and power tools, industrial sewing machine desired; use of mechanical test equipment, i.e.

pressure gauges, load cells, and scales,
Abihty to perform and document preventative maintenance on light equipment; acquire Class A License with

HazMat Endorsements.

Minimum Qualifications:
Education- Associate's degree in a related field.
Exparience- Five (5) years of experience related to the standard duties as outlined.
Equivalency- Any equivalent combination of education, training and/or experience as approved by Human
Resource Services.
Certifications/License-
Departmental Requirements-
Special Requirements-

4/8/2013
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Position Classification Balloon Tech Mechanic,Ld
Title:

Position Classification
Code:

Job Family: Instruct/Research/Pub Srve

Pay Level:

Exempt Status: Non-Exempt

1hs description is imtended to describe the general nature of the wark being perfarmed. It is not intended to be a complete list
of specific dulles of any particular position. Duties, responsibiiities and bargaining unit eligibility may vary based on the
specifictasks assigned to the position.

Purpose of Classification:
To perform manufacturing, maintenance, inspaction and repair of flight hardware. Previde design input and
mnprove reliability of mechanical assemblies. Support visiting science groups in design and fabrication of
assemblies and fixtures for balloon flights.

Standard Duties:

Manufactures, inspects, maintains and repairs flight hardware. Assists science groups in design and manfacture of
fixtures and assemblies required for flight. Designs and manufactures new and improved flight hardware using
newer metheds and rehnology. Tests and meets flight reguirements for safty and reliability to achieve customer
approval. Maintains and repairs equipment as needed for safe and efficient operation. Responsible for
procurement and inventory, of machine shop supplies and equipment. Insures the safety of the equipment and
personel in the operation of the machine shop.

Knowledge, Skiils and Abilities:

Knowledge of methods and techniques involved with assembly and testing of mechanical hardware; basic
mechanical theory and application

Skill in the use of hand and power tools, industrial sewing machine desired; use of mechanical test equipment, i.e.
pressure gauges, load cells, and scales.

Ability to perform and document preventative maintenance on light equipment; acquire Class A License with
HazMat Endorsements.

Minimum Qualifications:

Education- Associate's degree in a related field.

Experience- Eight (B) years of experience directly related to the standard duties as outlined,

Equivalency- Any equivalent combination of education, training and/or experience as approved by Human
Resource Services.

Certifications/License-

Departmental Requirements-

Special Requirements-

4/8/2013
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Position Classification
Cade:

Job Family: Instruct/Research/Pub Srvc

Pay Level:

Exempt Status: Non-Exempt

This descripticn /s intended to describe the general nature of the work being performed. It is not intended to be a complete list
of spacific duties of any particular position. Duties, responsibilities and bargaining vnit eligibility may vary based on the
spacifictasks assigned to the position.

Purpose of Classification:

Responsibie for direct supervision mechanical technicians engaged in providing highly skilled technical support to
NASA@s Balloon Pragram which inciudes pre-flight, launch, fiight and recovery operations. Supervises the
operation, maintenance and rapair of specialized equipment used in support of the balloon launch and recovery

tasks.

Standard Duties:

Supervision of employees. Provides technical support and on the job training for subordinates. Responsible for
gquidance and safety during launch, flight and recovery ops. Monitors employees, co-ordinate with FAA, resclves
real time recoveary issues, Serves as interface between CSBF and NASA customers. Resolves mechanical issues
batween CSBF and scientist equipment. Maintain equipment and supplies. Performs inventory, generates PR's for
asupendables. Consults en Bailoon Launch Plans with supervisors, scientists, etc. Provides logistical support and
pianning. Lorg term planning of balloon operations both domestic and international.

Knowledge, Skills and Abilities:
Knowledge of methods and techniques involved with assembly and testing of mechanical hardware; basic
mechanical theory and application
Skill in the usz of hand and power tools, industrial sewing machine desired; use of mechanical test equipment, i.e.
pressure gaujes, load cells, and scales.
Ability to perform and document preventative maintenance on light equipment; acquire Class A License with
HazMat Endorsements.

Minimum Qualifications:
Education- Associate's degree in a related field.
Experience- Ten (10) years of experience directly related to the standard duties as outlined,
Equivalency- Any equivalent combination of education, training andfor experience as approved by Human
Resource Services.
Certifications/License-
Departmental Requirements-
Special Recuirements-

4/8/2013
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Pasition Classification
Titles

Pasition Classification

Code:

Job Family: Instruct/Research/Pub Srvc
Pay Level:

Exempt Status: Non Exempt

Frus dnsonpuen o mtendGd to describe the general nature of the work being performed. It 15 nol mntendlad to be a
complate lisi at specihic dutes of any particuiar position. Duties, rosponsibilities and bargaining wrut etapdnfity may vary

nased an the specilic tasks assignad to the pesitian.

Purpose of Classification:

Responsibie for direct supervision mechanical techmicians gngaged in providing highly skilled technicat support
to NASA Ballgon Program which includes pre-flight, launch, fkght and recovery operations. Suprevises the
epueratian, mamtenance and repair of speciahzed equipment used in suppart of the balloon launch and recovery

tasks.

Standard Dutioes:

Supanasion of amployecs, Evaluates work of assigned staff. Directs and delegates assigned staff while
providing techrcal support and on the job traming for subordinates. Responsible for guidance and safety
duning launch, flight and recovery ops. Morutors employees, co-ordinate with FAA, resalves real ume recovery
meues. Serves as interface between CSEF and NASA customers. Resolves mechaimcal issues between CSBF
and scigntist cquipment. Maintan equipment and supplies. Performs inventory, generates PR's for
axpendabies. Consults on Balloon Launch Plans with supervisors, scientists, etc. Provides tegisticat suppoert and
pianiing. Long term planming of balloon operations both domestic and international.

Knowledge, Skilis and Abilities:

Knowledae of methions and Lechnigues involved with assembly and testing of mechamcal hargware; basic
mechanica! theory and applicatuon.

Skill in the use of hand and nower tools, industrnial sewing machine desired, use of mechanical test equipment,
1.¢. pressure gauges, load celis, and scales.

Abiily to eerform and document preventative maintenance on light equipment.

Minimum Qualifications:

Education- Asscciate's degree in a related figid.

Expenence- Fifteen {15) years of expericnce directly related to the standard duties as outlined.
Eguivalency- Any equivalent combimation of education, training and/or expenence as approved by Human
Resource Services.

Certifications/License-

Departmantal Requirements-
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Position Classification CSBF Elect Techn,Assc
Title:

Pasition Classification
Code:

Job Family: Instruct/Research/Pub Srve

Pay Level:

Exempt Status: Non-Exempt

This description s intended 1 describe the general nature of the work being performed. It is not intended to be a complete list
of specHic duties of any particular position. Duties, responsibilities and bargaining unit eligibility may vary based on the
specifictasks assigned to the position,

Purpose of Classification:

Under direct suparvision, provides basic glectrical technical support to engineering or manufacturing in the
development, analysis, and maintenance of processes, products, or equipment. Often works in & particular
discipline. Performs basic tests and diagnoses of systems, production processes, controls, test procedures,
instruments, squipment, products, or product performance. Insures process controls are in operation and
achieving desired effect. Monitors, adjusts, calibrates, maintains, and/or repairs simple manufacturing or test
eauipinent, mstrements, and fixtures.

Standard Duties:

Assists in the planning and fayout of experimental and scientific electronic equipment. Assists in the fabrication
argl instaliation of electronic assemblies and equipment from blueprints, diagrams and specifications provided.
Maintains glectranic agquipment which includes testing, lubricating, adjusting and aligning. Assists in locating and
corracting defacks in electronic assemblies and systems, which includes making approprieate repairs. Assists in the
preparation of praject documentation such as schematics and wiring diagrams, to describe and illustrate systems
cperating characteristics. Requisitions electronic parts and materials, ensuring adequate supply is availsble.

Knowledge, Skills and Ahilities:

Knowledge of basic electronic theory and application. Knowledge of digital and analog circuitry desirable.
Knowledge of the tools, eguipment and materials used in electronic testing, fabrication, repair and maintenance,

Skill in reading electronic schematics and wiring diagrams to perform standardized testing and troubleshooting of
circuits. Skill in the use and care of tools and equipment used in the work. Skill in record keeping for
documentation purposes.

Ability to effectively cemmunicate, follow oral and written instructions and establish and maintain effective
working relationships with associates. Ability to lift 50 pounds.

Minimum Qualifications:

Education- High Scheool diploma or GED certificate.
Experience- Two (¢) years of experience related to the standard duties as outlined.
Equivalency- Compietion of a post-secondary degree or certificate may substitute for years of experience.

Certifications/License-

Departmental Reguirements-
Special Reguirements-

4/8/2013
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Pasition Classification CSBF Elect Techn, Inter
Title:

Position Classification
Code:

Job Family: Instruct/Research/Pub Srvc

Pay Level:

Exempt Status: Non-Exempt

This description is intended to describe the general nature of the work being performed. It is not intended to be a complete list of
specitic duties of any particular position. Duties, responsibilities and bargaining unit aligibility may vary based on the specifictasks

dssigned to the position.

Purpose of Classification:
Under general supervision, i addition to the respensibilities of Eliuctronics Technologist - Associate provides routine
support and tests and diagnoses. Prepares materials, components, and assemblies for evaluation. Interprets
crigineering change orders, blueprints, diagrams, sketches, photographs, or other process and product documentation
as they relate to assigned duties. Partictpates in the development of process control manuals/docurmentation. Works
cooperativaly with other personnel and functions lo exchange information and resolve problems. Provides training to
quality production operators, Serves as a technical resource to production personnel.

Standard Duties:

Performs tndependently in the troubleshooting, repair and maintecance of electronic equipmaent; performs
modifications according to engineering specifications; decides priority of repair, maintenance and modification;
Fabricatos, tests, and instalis experimental circuitry or complete prototype model according to engineering instructions
and technical manuals: Assists in the layout and design, fabrication, testing and installation of AC and DC circuits such
as power supplies; sets specifications; determines method, considering factors such as cost, time and labor;
Coerdinales with faculty, researchers and/er engineers regarding design requirements and application of electronic
research equipment; Provides technical assistance to faculty, staff and students in the operation of equipment and in
the purchase of electronic equipment and supplies; Develops or directs the set-up of test equipment and the
appropriate testing of new or experimental equipment; analyzes performance and reliability and summarizes the
results; Maintains labor and material cost records and requisitions materisls, supplies and equipment; Develops
product documentation as needed; Coordinates the activities of subordinates.

Knowledge, Skiils and Abilities:

Knowledge of electrical and electronic theory, and digital and analog circuitry. Knowledge of design cancepts,
maintenance requirements, troubleshooting and fabrication technigues. Knowledge of computer languages and
operating systems.

skill in short and long-range planning. Skill in problem analysis and resolution. Skill in scldering and assembly

techiniques.
Ability to read and interpret schematics, Functional flow and wiring diagrams. Ability to fabricate, install, and test
glectronic equipment and printed circuit boards.

Minimum Qualifications:

Education- High School diploma or GED certificate.
Experience- Three {3) years of experience related to the standard duties as outlined.
Fquivalency- Completion of a post-secondary degree or certificate may substitute for years of experience.

Cartifications/License-

Departmaental Requirements-
Special Requiraments-

4/8/2013
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Position Classification CGBF Blect Techn,Sr
Title:

Porsition Classification
Code:

Job Family: Instruct/Research/Pub Srvc

Pay Level:

Exempt Status: Non-Exempt
This description is intended to describe the general nature of the work being performed, It is not intended to be a complete list
of sperific dutie:s of any particular position. Duties, responsibilities and bargaining unit eligibility may vary based on the
specifictasks ossigned to the position.

Purpose of Classification:
Lays oul, builds, tests, troubleshoots, repairs, <iesigns, and modifies developmenta! and production electromnic
components, parts, equipment, and systems such as computer equipment, test equipment, machine tool
numerical controls, and specialized syslems and/far equiptnent. Applies principles and theories of electronics and
electrical circuitry, engineering mathematics, clectronic and clectrical testing, and physics. May coordinate the
functions of an engineering laboratory; assists students, engineers, and/or faculty in design and preparation of iab
experiments. May be responsible for inventory or electronic components, parts, equipment, and systems.

Standard Duties:
Discusses layout and assembly procedures and preblems with engincers, researchers, or other prafessionals;
draws sketches to clarify design details and functional criteria of electronic units., Assembies experimental circuitry
or complete prototype models according to engineering instructions, technical manuals, and knewledge of
alactronic systems and components. Recomimends changes in circuitry or installation specificaticns to simplify
asseinbly and maintenance. Sets up standard or complex test apparatus or devises test equipment ang circuitry to
conduct funciional, operational, environiental, and life tests to evaluate performance and reliability of prototype
ar productior models, Performs routine hardware and software maintenance and assists in propar upkesp and
utilization of systems. Analyzes and interprets test data. Adjusts, calibrates, aligns, and modifies circuitry and
components and records effects on unit performance. Maintains technical documentation; writes technical reports
and develops charts, graphs, and schematics to describe and illustrate system's operating characteristics,
malfunctians, deviations from design specifications, and functiona! limitations for consideration by engineers in
broader determinations affecting system design and laboratory procedures. May operate bench lathes, drills, or
other machire tocls to fabricate parts, such as coils, terminal boards, and chassis. May check functioning of newly
instailed equipment to evaluate system performance under actual operating conditions. Supervises lab
experiments; as appropriate, supervises other technical personnel; may coordinate the functions of an
engineering laboratory. May maintain inventory of parts and supplies; orders materials as needed. Performs

miscellaneous job-related duties as assigned.

Knowledge, Skills and Abilities:

Knowledge of clectrical and efectronic theory, and digital and analog circuitry. Knowledge of design concepts,
maintenance requirements, troubleshooting and fabrication techniques. Knowledge of computer languages and

operating systems.
skill in short and long-range planning. Skill in problem analysis and resolution. Skili in soldering and assembiy

techniques.
Ability to read and interpret schematics, functional flow and wiring diagrams. Ability to fabricate, install, and test

electronic equipment and printed circuit boards.

Minimum Qualifications:
Education- Bachelor's degree in a related fiald.

4/8/2013
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Expenence- One (1) year of experience related to the standard duties as outlined.

Equivalency- Any equivalent combination of education, traiming and/or experience as approved by Human
Resource Services.

Cartifications/License-

Departmental Requirements-
Special Requirements-

4/8/2013
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Pasition Classification CSBF Elect Tuchn,Ld
Title:

Position Classification
Cade:

Job Family: Instruct/Research/Pub Srve

Pay Level:

Exempt Status: Non-Exempt

This description {5 intenced to describe the general nature of the work being performed. It is not intended to be a complete list
of spacific guties of any particular position. Duties, responsibilities and bargaining unit eiigibility may vary based on the
specifictasks assigned to the position.

Purpose of Classification:

Under minimal supervision, fabricates, assembles and tasts complex electronic systems, documenting and
evalvating the test results in terms of operational success on high altitude balloon flights. Suggests modifications
to existing flight hardware. Provides technical support to staff engineers and scientists to insure successful
interface between flight hardware and the payload. Works independently to provide downrange telemetry support
for remote and foreign campaigns. Provides field supervision for the electronics section in the areas of reporting,
schediling, and assignment of work. Assures operational sufficiency in quality of workrnanship, equipment
readiness, and operations of electronic systems and test equiprnent used in support of local and remote operations
of the NASA High Altitude Research Balloon Program.

Standard Duties:
Orders equipment, materials and supplies. Ships equipment, supplies, and contract deliverables. Receives
incoming equipment and supplies. Estimates costs for new tasks and tracks costs for existing tasks. Maintains and
updates databiase inciuding purchase orders, shipping documents and schedules. Coordinates training on new
equipment and systems. Parforms related duties as required.

Knowledga, Skills and Abilities:
Knowledge of electrical and electronic theory, and digitat and analog circuitry. Knowledge of troubleshoaoting and
fabrication technigues. Knowledge of computer languages and operating systems.
Skiil in problem analysis and resolution. Skill in soldering, wire wrapping, crimping, component placement and

routing of printed circuit design.
Ability to direct, evaluate, train and supervise the work of assigned personnel. Ability to communicate effectively
in written and oral forms; develop, maintain, and capitalize on effective working relationships. Ability to read and

interprat schematics, functional flow and wiring diagrams.

Minimum Qualifications:

Education- Bachelor's degree in a related field.
Eaperience- Three {3) years of experience directly related to the standard duties as vutlined.

Equivalency- Any equivalent combination of education, training and/or experience as approved by Human
Resource Services.
Certifications/License-

Departmental Requirements-
Special Requirements-

4/8/2013
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Position Classification CSBF Elect Techn,Spec
Title:

Pasition Classification

Code:

Job Family: Instruct/Research/Pub Srvc
Pay Level:

Exempt Status: Non-Exempt

This description is Intended to desciibe the general nature of the work being performed. It is not intended to ba a complete list
cf specific duties of any particwlar position. Duties, responsibilities and bargaining unit eligibility may vary based on the
specifictasks assigned to the position.

Purpose of Classification:
To provide field engineering support in order to fulfill PSL contractual obligations.

Standard Duties:

Supervises, directs, delegates, and evaluates work of assigned staff. Serves as lead lechnician in providing
etectronic/mechanical support. Designs, fabricates, tests, evaluates, modifies, repairs, and operates electronic
systams and tost equipment. Coordinates training of subordinates consistent with existing procedures and

policies; participates in design/program reviews. Provides technical assistance to co-workers and customers at the
project management level for problem resolution. Develops safety procedures relating to electronic fabrication and
ensures safe working environment, Prepares detailed procurement specifications for use in competitive bids.
Develops technical dravdings, schematics, and reports as requirad by contracts. Researches new methods and
techniquas for use in designing and fabricating electronic systems and equipment. Responds te complaints and

grievances. Performs related duties as required.

Knowladge, Skills and Abilities:

Knowledge of university and department policies and procedures; electrical and electronic theory; fabrication and
troublasheoting technigues; soldering, wire-wrapping, and assembly technigues; computer languages and
operating systems; principles and practices ¢f organizaticn and administration; principles of supervision, training

and performance evaluation.
skill in short- and long-range planning; problem analysis and resolution; report preparation; public contact and
relations; research methods.

Ability to direct, train, evaluate and supervise the work of assigned personnel; communicate effectively in written
and oral form; develop and maintain effective working relationships; maintain accurate and orderly records; use
independent judgment and initiative; organize and direct several activities; analyze and evaluate information;
operate a computer and various electronic equipment; generate, read and interpret schematic, functional flow and

wiring diagrams; interprat military standards.

Minimum Qualifications:
Education- Bachelor's degree in a related field.
Experience- Fiva (5} years af experience directly related to the standard duties as outlined.
Eguivalency- Any equivalent combination of education, training and/or experience as approved by Human
Resource Services.
Certifications/License-

Departmental Reguirements-
Special Requirements-

4/8/2013
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Position Classification CSBE Flar i Tarhnaladion Sunenisor
Tille:
CSBF Working Title: Elecitorics Depariment Supervisol/ftectienics Shop Foreman lIfAssistant Suprnisor

Posihior Classification
Code!

Jol Family Insteuci/ResearchiPub Srve

Pay Level

Exempt Stalus: Foai-l sept
Tiuy stescrpian 5 intended (0 descabe the geneml nctine of the work being perfaimcd. i 1s nol mlended 1o be a complele st ol..s;;eclﬁr:
huties of any particular posihon. Duties, respansibities and bargaimng unit ehgibiiiy may vary based on the specific (asks assigned 1o

the posm:

Purpose of Classilication:
To provdz held electronic techmeal support in order o lutfill PSL contraciua ubligations

Sundardg ODulies:

Bunervices . directs, delegatas, and evatuates work of assigred siall  Serves as lad lechnican in praviding eleclronic technical support.
|5 g g

Desmns, fabricates, lests, evaluales, modifres, tepass, and oparales elecirome syslems and les! eguipment Coordinates lraining of
subatinzies corsisienl with existing proceduces and pohcies, paricipates in designiprograrm reviews, Provides technical assistances lo ¢o- -
workers and cusiomers a! the project managenent level for problem resslubinn. Develops safely procedures reialing lo electonic

faurcation and ensures sale working enveonment. Prepares detaled procurement specificalions lor use in compeluve bids. Develops
technicatl drawings, schemalics, and reports as required by coptracls. Researches new metheds and technigques for use in designing and
fabucatng elecironc Systems and equpmen!  Performs relaled dulies as regquued

Knowledge, Skills and Abilities:
Knowledge of NASA, universily and department palicies and procedures, electnca and electionic theory; fabncaton and toubleshooling

techniques, soldenng. wire-wiapping, and assembly lechniques; computer languages and opeialing syslems, princples and practices ol

wrgaiizatiae and adminsteation; principles of suparvision, raining and performance evalualion,
Skall in short- and long-range planning: problem analysis and resolution; repoit preparation; Jublic contacl and relations, 1esearch

rethods

Abukly to cirect, lrain, evaluate and supervise the work of assigned personael, communicale efleclively in writen ard oral lorm;, develop
anyg mamntain eliective working relationships, mainlain accurale and orderly recards. use independent judgment and initiative: organize and
tired several achwties; analyze and evaluale infornalion, operale a computer and vanous electronic aguipment. generale, 1eat ang

nierpret schematic, lunclional flow and wiring diagrams. inlerpret military standaras

Minimum Cuakfications:
Educition- Bachelor's dagree in Elosironic Engineering Technglogy {EET) or related f:eld wilh a minimum of seven {7} years of ralaled
eapesinnce. OR Associate degree in a retoigd field with 3 minimum of ten (1) years of relaled experience: OR Equivalonl minary education
and expenence w EET (DD2 14 form is required); GR Any equivalent cambinalion of educalon, raming and/gr experience as approvod by
riuman Resource Services.

Special Requirgmenis-



NEW MEXICO STATE UNIVERSITY
HUMAN RESOURCES SERVICES
POSITION CLASSIFICATION DESCRIPTION

Posilion Classtification CSBE Network Developer, Semiar
Title:

Fositon Classification
Code:

Job Family: information Technology

Pay Levei:

Exampt Status. Exempl

the work being peromied 1 1§ not ntended 1o e 8 cumplete ot of specific

This cowcupltion s ntentad to describe the generat nature of
an the specific tasks ausigned 1o

duties of any parficulzr positon Duties, responsibilities srd bargaining unit efigibility inay vary based
the posihon.

Purpose of Classification:
s work hat 18 varied and difficult May be assisted by entryjunior of inlermediate level porsoniel
Frovides fumclignal and emorical analysis reiatad to the plannug, desan, instaltakian. and mplementaton of the network nlaastiacture.
Barlgrrs remedial mantenance of file servers and network devines incluthing the restoration of hardwars: and software Anhitipates and
matgatis poteniial attacks through network of bt Connertons 1o ensure the secunty of the system, Works with end users and vendors
4y rencive nomwoik hardware/softwere issues May develop and adimmsier and uses Iraining to achieve efficent uidzalicn LANANAN

Linder aummum supenision, perfol

Standard Duties:

Anabgros (SBEF nends regarding use of network equipment and services, and providas pianning, leadershup, direchion, and technical
axvitas (o tee fzoidy onlecal and wides area netwerk services Assisis in strategie and ong-ange planmng for faciity netwark 5erices
denttigs ang coordieatas ol local CSEF network apphzation services Frovides advie and assistance and Serves as a key renouce
parsen to system and campus administrators concerning network services fachties Proviges technical oversght and assgrment,
supenvision, and rewew of work performed by team members, may

supervise and/or lead lower graded staff andfor student employees.
ns currency of knowledge with respect to ;elevant state-ol-the-art technology, equipment, and/or sy

Mo stems Performs miscellangous
job-related duties as assigned

Knowledge, Skills and Abilities:
Knawisgae of current iechnotagical devclopmentsiirends n area of experise Knowledge of customer service standards and

procedures Krowledge of all aspects of natwork services faciibzs
Brong interpersonal and communicaton skil's and the ability to wotk effectively with a wide range of considuencies in & divorse

cormmunity

Ability to slan and gude the developmen, instaliaicn, mantenance and repair of compuler network systems. Ability to identify and resalve
computer system malfunciions and aperational problems . Abiity to supaivise and rain employees, to include organizing, priortiang, and
soneduing work assnments Ability 10 communicale techrucal nformatcn to non-lechnical persannet

Minimuemn Qualifications:
Capsaten- Bachaior's degree m Computer Science or related field
apenence- Fve (5) years of expenence direclly related 1o |he slandard duties as outlned

quvaiency- None

13
-
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Position Classification Engineer,Assc
Title:

Pasition Classification
Code:

Job Family: Instruct/Research/Pub Srvc

Pay Level:

Exempt Status: Exempt

This description is intended to describe the general nature of the work beimgy performed. It is not intended to be a complete list
of specific dutias of any particuiar position. Duties, responsibifities and bargaining unit eligibility may vary based on the
specitictasks assigned to the position.

Purpose of Classification:
Under direct supervision, assists in the performance of an assortment of engineering duties such as the planning
of manufacturing, and the installation, operation, aid maintenance of electrical apparatus. Provides support in the
use of electrical devices and energy for commercial, domestic, and industrial use. Works directly with engineers in

other disciplines to augment production size and value.

Standard Duties:

Droves up plans and spacifications for projects, using conmputer-assisted engineering and design software.
Estimates material, construction, and labor costs, and project timescales. Tests installations and systems, and
aralyzes deta obsarving all applicable electrical and construction safety regulations. May provide assistance with
the oversight of inspection and maintenance programs. May atiend meetings, write reports and give presentations

to managers and clients as required.

Knowlaedge, Skills and Abilities:

Knowledge and understanding of principles, procedures, regulations, and standards applicable to the job. A
compreheasive understanding of electrical health and safety regulations. Understanding of the Universityés

mission, vision and goals.,
Excellent communication skills, Excellent math, science, technology and IT skills. Excelient team-working and

people skills. Good budgetary skills, Strong decision-making skills.
The ability to analyze complex problems and assess possible solutions. The ability to explain design ideas clearly.

The ability to prioritize and plan effectively.

Minimum Qualifications:
Education- Bachelor's degree in Engineering.
Experience- No previous work experience required.
Equivalency- None
Certifications/License-
Departmental Requirements-
Special Requirements-

4/8/2013
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Position C|assiﬂcati°n Engjﬁeer’lnter
Title:

Position Classification
Code:

Job Family: Instruct/Research/Pub Srvc

Pay Level:

Exempt Status: Exempt

This degcription is intended to describe the general nature of the work being performed. Tt is not intended to be a complete list
of specific dutios of any particadar position. Duties, responsibilitics and bargaining unit eligibility may vary based on the
specifictasks assigned to the position.

Purpose of Classification:
Under general supervision, performs an assortment of enginicering duties such as the planning of manufacturing,

and the installation, operation, and maintenance of electrical spparatus. Performs complex activities in the use of
electrical devices and energy for commercial, domestic, and industrial use. Works directly with engineers in other

disciplines to augment production size and value.

Standard Duties:
May carry out feasibdity studies for new technical innovations. Draws up plans and specifications for projects,
using computer-assisted cnginesring and design software, Estimates material, construction, and labor costs, and
project timescales. May coordinate technicians and craftspeople. Tests Installations and systems, and analyzing
data making sure projects meet electrical and censtruction safety regulations. Oversees inspection and
maintenance programs. Attends meetings, writing reports and giving presentations to managers and clients.

Knowiledge, Skills and Abilities:

Knowledge and uaderstanding of principles, procedures, reguiations, and standards applicable to the job, A
comprehensive undarstanding of efectrical health and safety regulations. Understanding of the Universityés

mission, vision and goals.
Excellent communication skilis. Excellent math, science, technology and IT skiils. Excellent team-working and

people skills. Good budgetary skills. Strong decision-rmaking skills.
The ability to analyze complex problems and assess passible solutions, The ability to explain design ideas clearly.

The ability to prioritize and plan effectively.

Minimum Qualifications:
Education- Bachelor's degree in Engineering.
Experience- Thrae (3) years of professional experience related to the standard duties as outlined.
Equivalency- None
Certifications/License-
Departmental Requirements-

Special Requirements-

4/8/2013
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Position Classification Engineer,Sr
Title:

Position Classification
Code:

Job Family: Instruct/Research/Pub Srvc

Pay Level:

.- -
::5\':_’,!1:‘;.1!

Exempt Status:
This description is intended to describe the general nature of the work being performed. It is not intended to be a complete list
of specific dutiss of any particular position. Duties, responsibiiities and bargaining unit eligibility may vary based on the
specifictasks assigned to tha pusition.

Purpose of Classification:

Under general diraction, performs an assortment of complex engineering duties such as the planning of
manufacturing, and the installation, eperation, and mamtenance of sloctrical apparatus. Provides existing support
to activities in the use of electrical devices and energy for commercial, domestic, and industrial use. Works directly
with enginears in other disciplines to augment production size and value. May provide work leadership and

treining to lower level professional and technical staff.

Standard Duties:

Carries out feasibility studies for naw technical innovations. Draws up plans and specifications for moderalely
complex prolects, using computer-assisted engineering and design software. Estimates material, construction, and
labor costs, and project timescales. May coordinate the work of other engineers, technicians and craftspeople.
Tests inslallations and systems, and analyzes data making sure projects meet electrical and construction safely
regutations. Oversees inspection and maintenance programs. Attends meetings, writes reports and gives

presentations to managers and clients.

Knowiedyge, Skills and Abifities:

Knowledge and understanding of principles, procedures, regulations, and standards applicable to the job. A
comprehensive understanding of electrical health and safety regulations. Understanding of the University§s

missian, visicn and goals.
Excellent communication skills. Excellent math, science, technology and IT skills, Excellent team-working and

people skills. Good budgetary skiils. Strong decision-rmaking skills.
The ability to analyze complex problems and assess possible soluticns. The ability to explain design ideas clearly.

The ability to prioritize and plan effectively.

Minimum Qualifications:
Education- Bachelor's degree in Engineering.
Experience- Five (5) years of professional experience directly refated to the standard duties as outlined.
Equivalency- None
Certifications/License-
Pepartmental Requirements-
Special Requirements-

4/8/2013
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Pasition Classification Engineer,Ld
Title:

Position Classification
Code:

Job Family: Instruct/Research/Pub Srvc

Pay Level:

Exempt Status: Exempt

Thes dascription is intencted to describe the general nature of the worik being performed. It is not intended to be & complate list
of specific dutias of any particular position. Duties, responsibilities and bargaining unit eligibitity may vary based on the
spocifictasks assigned to the position,

Purpose of Classification:
Under general direction, has duties of instructing, directing, and chacking the work of other electrical engineers.
Perferms an assoriment of complex engincering duties such as the planning of manufacturtig and the installation,
cperation, and maintgnance of electrical apparatus. Providas existing support to activities in the use of clectrical
devices and energy for commercial, domestic, and industrial use. Works directly with engincers in other disciplines
Lo augment preduction size and value. May provide worls leadership and training to lower level professional and
technical staff. May act as internal consultant providing technical guidance on most comptex projects. This is the

highest level non-management position.

Standard Duties:

Carnies out feasibility studies for new technical innovations. Draws up plans and specifications for complex
projects, using compulter-assisted engineering and design software. Estimates material, construction, and labor

tosts, and projact timescales. Coordinates the work of othor enginecrs, technicians and craftspeople. Tests
instatlations and systems, and analyzes data making sure projects meet electrical and construction safety
reguiations, Oversees large inspection and maintenance programs. May lead project meetings, writes reports and

gives presantations to managers and chients.

Knowledge, Skills and Abilities:

Knowledage and understanding of principles, procedures, regulations, and standards applicable to the job. A
comprehensive understanding of electrical health and safety regulations. Understanding of the University s

mission, visicn and goals.

Excellant communication skills. Excellent math, science, technology and IT skills. Excellent team-working and
people skills. Good budgetary skills. Strong decision-making skills.

The ability to analyze complex problems and assess possible solutions, The ability to explain design ideas clearly.
The ability to prioritize and plan effectively.

Minimum Qualifications:

Education- Bachelor's degree in Engineering.
Experience- Eight (8) years of professional experience directly related to the standard duties as outlined.

Equivalency- None
Cerlifications/License-

Departmental Raguirements-
Special Requirements-

4/8/2013
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Position Classification Mgr,CSBF Engineer
Title: i

Position Classification
Code:

Job Family: Instruct/Research/Pub Srvc

Pay Level:

Exempt Status: Exempt
This description is intended to describe the generai nature of the work being performed. It is not intended to be a complete list
of specific duties of any particular position. Duties, responsibilities and bargaining unit eligiblity imay vary based on the
specifictasks assigned to the position.

Purpose of Classification:
Managas all activities of the angineering department. Directs department activities, through subordinates, to
dasign naw products, modify existing designs, improve production techaigues, and develop test procedures.,
Analyzes technology trends, human resource needs, and market demand to plan projects. Confers with
management, praduction, and marketing staff to detarmine engineering feasibility, cost effectiveness, and
customer demand for new and existing products. Forecasts operating costs of departiment and directs pieparation
of budget requests. Directs personnel activities of department, such as recruitment, hiring, performance
evaluations, and salary adjustments. May direct field testing of products and systems performed by field staff,

Standard Duties:

Supervisa, direct, delegate, and evaluate work of assigned staff. Monitor fabrication efforts, prioritize
assignments, track progress, Supervise the day-to-day operations of the LDB Department.Coordinate science
mingrations, menitor budgets, correspond with customer.Provide lead technical role to other depariments, science
groups, and NASA. Provide input to new designs, review committees, and software enhancements.Davelop and
mamtain cperating pticies and procedures. Eninance, review, and develop operating procedures. Supervisc
budgets of 2rgineering projects under LDB groupés control. Maintain spreadsheets to track spending for
engineering projects. Conduct readiness reviews, prepare work plans, and establish priorities. Develop and
prescnt raviaw presentations, timelings, and prioritize efforts. Instruct and train in methods and procedures.
Enhance, review, and develop operating procedures. Make final hiring and firing recommendations.

Knowledge, Skills and Abilities:

Knowledge of university and department policies and procedures. Knowledge of the principles and practices of
arganization and administration; principles of supervision, training and performance evaluation. Knowledge of

laboratory and field research; university structure and function.

short- and long-term planning; problem anaiysis and resolution; report preparation and presentation;
interpersonal and organizational communication, both oral and written.

develop and maintain effective working relationships; maintain accurate and orderly records; use independent
judgment and initiative; organize and direct activibies.

Minimum Qualifications:
Education- Bachelor's degree in a related field.
Exparience- Five (53 years of professional experience directly related to the standard duties as outlined.
Equivalency- None
Certifications/License-

Departmental Requirements-
Special Reguirements-

4/8/2013
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UNIVERSITY

Pasition Classification Matcrial Services Tech
Title:

Position Classification
Cade:

Job Eamily: Business, Accounting and Finance

Pay Level:

Exempt Status: Non-Exempt

Tius dascription i intended to describa the general nature of the work being performed, It (s not intended to be a complete list
of spocific dutios of any partictdar position. Duties, responsibilities and bargaining unit eligibility may vary based on the
specifictasks assigned to the position.

Purpose of Classification:

Perfarms manua! and clerical duties related to shipping, receiving, inspacting, storing, issuing and delivering a
variety of raaterials, equipment, furniture and supplies.

Standard Duties:
Coungs, weighs or measures incoming or outgoing items to compare identifying mformation and variety against
hilis of tading, invoices, erders or other records; examines incoming shipments for damage or shortages and
corresponds veith shipper to rectify; completes paperwork or foerms required for documentation. Determines
methed of shipment utilizing knowledge of shipping procedures, routes and rates; prepares materials for shipping
by weighing, packaging and stamping; prepares necessary shipping forms such as bills of lading. May provide on
tha job training to cther amplovees and resclves problems utilizing knowledge of shipping/receiving/stock
ogerations. Opurates material handling equipment such as forklifts, pailet jacks, hand trucks or dollies to move
stock or reorganize storage, Pacticipates in routing, counting and inspecting items while loading and unloading
trucks; delivers and returns items. Transports high technology, high dollar cost equipment, laboratory supplies,
office supplits, furmiture and hazardous materials to customers; secures cargo properly and safely with weight
evenly distributad. Performs vehicle inspection as required by Federal and New Mexico State Law; #nsures proper
documentation and package marking with appropriate placards when moving hazardous materials. Performs minor
repairs on stock items or equipment. Participates in ordering or purchasing standard stock items, such as
recommending additions or deletions to standard stock items or ordering replenishments within established
procedures and limits, Utilizes computerized or automated systems to accomplish tasks.

Knowledge, Skills and Abilities:
Knowlerge of automated or computerized system operation. Knowledge of record keeping practices. Knowledge of

safety practices.
Skill in lifting heavy packages and abjects. Skill in operating forklift or other materials handling equipment. Skill in
operating large vebicles in tight and congested areas.

ARillity to effectively communicate.

Minimum Qualifications:
tducation- High School diploma or GED certificate.
Experience- No pravious work experience required.
cquivalency- None
Certifications/License-
Departimental Requirements-
Special Requirements-

4/8/2013
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Position Classification Material Services TECh,Sr
Title:

Position Classification
Code:

Job Family: Business, Accounting and Finance

Pay Level:

Exempt Status: Non-Exempt

thes Jescription is intondid to describe the general nature of the work being performed. It is not intended to be a complete list of
speciie duties of any particular position. Duties, responsibilities and bargaining unit eligibility may vary based on the specifictasks
gssigired to the pasition.

Purpose of Classification!

performs worl: related to shipping, receiving, inspecting, storing, issuing and delivering a variety of materials, equipment
and supphies.

Standard Dutios:

Counts, weighs or measures incoming or outgoing items ta compare identifying information and variety against bills of
lading, invoices, orders or other records; examines incoming shipments for damage or shortages. Prepares materials for
shipping by wsighing, packaging and stamping. Operates material handling equipment such as forklifts, pallet jacks, hand
trucks or dolliss to move stock or reorganize storage. Participates in routing, counting and inspecting items while loading
and unloading trucks; defivers and returns items. Transports high technology, high dollar cost equipment, laboratory
supplies, office supplias, furniture and hazardous materials to customers; secures cargo properly and safely with weight
evenity distributed. Ensures proper documentation and package marking with appropriate placards when moving
hazardeus materials. Performs miner repairs on stock items ar equipment. May coordinate activities of subordinates. Ate
records of inventory n stockroom and daily operations; completes necessary forms or paperwork for documentation.
Designs stockroom fayout and oversees rearranging process. Authorizes special orders within pracedural and established
lintits. Overseas and participatas in counting, weighing and measuring incoming or outgoing items to compare identifying
infarmistion and verify against bills of 1ading, invoices, orders or other records; examines incoming shipments for damage
ar shortages and <orresponds with shipper Lo rectify; fills out appropriate forms or documents. Fills orders and issues
materials and supplies per requests; documents transactions, prepares requisitions and computes costs; keeps records of
storeroom inventory. Oversees and participates in ordering or purchasing a variety of stock items such as recommending
changes to standard items or stock levels and ordering iterns using independent judgment within established lirits.
Determines method of shipment based on knowledge of shipping procedures, routes and rates; packages, weighs and
marks container for shipment; prepares necessary forms such as bills of lading. May utilize computerized or automated
system to accomnplish tasks.

Knowledge, Skills and Abilities:

Knowledge of computerized or automated system operations. Knowledge of recordkeeping practices. Knowledge of safety
practices. Knowledge of supervisory practices and principles.

skill in operating automotive, materials handling and office equipment. Skill in lifting heavy packages and objects.

Ability to effactively communicate.

Minbmum Quatifications:
Education- Hong
Experience- Five {5) years of experience related to the standard duties as outlined.
Equivalency- Any equivalent combination of education, training and/or experience as approved by Human Resource
Services.
Certifications/License-
Departmental Requirements-
Special Requirernents-

4/8/2013
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Position Classification Meteorclogist Techn
Titla:

Position Classification
Code:

Job Family: Instruct/Research/Pub Srvc

Pay Level:

Exempt Status: Exempt

This description is intended to describe the general nature of the work being performed. It is not intended to be a compiete list of
specific duties of any particular position. Duties, responsibilities and bargaining unit eligibility may vary based on the specifictasks

aszigned to the position.

Purpose of Classification:
Apprenticeship position working in conjunction with experianced metaorologists to become fully qualified to
independently provide meteorologist support during preflight, taunch, float, termination, and post-flight phases of very
{arge, high-altitude scientific balloons.

Standard Duties:
Supervise, direct, delegate, and evaluate work of assigned staff. Prepare and present weather bricfings to CSBF
Operations and visiting science groups while supporting remote and local campaigns. Perform pre-launch, launch, and
in Aight metecrological support, including pitot balloon observations while supporting remote and local campaigns.
Monitor balloon ascent for emergency terminate and ballasting operations; prepares parachute descent vectors for
flight termination phase while supporting remote and local campaigns. Prepare climatologically studies for campaign
planning purposes and remote site selaction, Parform post-flight analysis of flight data and Issues reports after
completion of campaigns; analyzes post-campaign weather data. Provides daily weather forecasts for general planning
purpnses at CSBF while not supporting campaigns. Writes scripts and software and stay abreast of current forecasting
technigues to improve technical capabilities of CSBF Meteorology. Perform related duties as required

Knowledge, Skills and Abilities:

University and department policies and procedures; principles and practices of organization and administration;
principles of supervision, tralning, and performance evaluation; principles, techniques, and procedures used in practical
applied weather forecasting; systems practices, and procedures pertaining to metecrological support of scientific
balloon flights; computer operations and programming; principles of mathematics and statistics used in applied

meteorology.

Short-and long-range pilanning; problem analysis and resolution; report preparation and presentation; public contact
and relations; oral and written communication; developing accurate weather forecasting information; scheduling
technigues; report preparation and presentation; public contact and relations; research methods; problem analysis and

resolution.

Direct, evaluate, train, and supervise the work of assigned personnel; develop and maintain effective working
relationships; maintain accurate and orderly records; use independent judgment and initiative; organize and direct
activities; analyze and evaluate information; work on an irregular schedule; organize and evaluate information;

operate a computer.

Minimum Qualifications:
Educalion- Associate's degree in a related field.
Experience- Two (2) years of experience directly retated to the standard duties as outlined.
Equivalency- Mone
Certifications/License-
Departmental Requirements-
Special Requirements-

4/8/2013
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Position Classification Meteorologist
Title:

Pasition Classification
Code:

Job Family: Instruct/Research/Pub Srvc

Pay Level:

Exempt Stotus: Exempt

This description is intended to describe the general nature of the work being performed. It is not intended to be a complete list
of specific duties of any particular position. Duties, responsibilities and bargaining unit eligibllity may vary based on the
specifictasks assigned to the position.

Purpose of Classification:

Analyzes and interprets meteorological data gathered by surface and upper-air stations, satellites, and radar to
prepare reports and forecasts for public and other users: Studies and interprets synaptic reports, maps,
photographs, and prognostic charts to predict long and short range weather conditions. Operates computer
graphic equipment to produce weather reports and maps for analysis, distribution to users

Standard Duties:

Colecting data from salellite images, radar, remote sensors and weather stations all over the world, and
supplying this information to customers in the form of weather briefings; coordinating information and measuring
factars such as air pressure, temperature and humidity at various atmospheric levels; coding weather reports;
applying physical and mathematical relationships and sophisticated computer models to make short- and long-
range weather forecasts.

Knowledge, Skills and Abilities:
Knowledge and understanding of principles, procedures, regulations, and standards applicable to the job.
Understanding of the University$s missicon, vision and goals.

short- and long-term planning; problem analysis and resolution; report preparation and presentation;
interpersonal and organizational communication, both oral and written.

develop and maintain effective working relationships; maintain accurate and orderly records; use independent
judgment and initiative; organize and direct activities,

Minimum Qualifications:

Education- Bachelor's degree in a related field.

Experience- Three (3) years of professional experience directly related to the standard duties as outlined.
Equivalency- Nong

Certifications/License-

Departmental Requirements-

Special Requirements-
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Position Classification Property Administrator
Title:

Position Classification
Code:

Job Family: Businass, Accounting and Finance

Pay Level:

Exempt Status: Exempt

This description is intended to describe the general nature of the work being performed. It is not intended te be a complete list
of specilic duties of any particular position. Duties, responsibilities and bargaining unit eligibility may vary based on the
spacifictasks assigned ra the position.

Purpose of Classification:

Proviges the administrative and technical skills necessary to administer inventory control of assets. Is responsible
for maintaining records relative to recgipt, distribution, accountability and disposition of all equipment within &
University Administrative Unit. Maintains all financial and inventory records, communicates, coordinates and
reconciles information with the State Property Accounting System {SPA), the UTD Financial System (FINS), and
the UTD Logical Tracking System (LTS).

Standard Duties:

izintain the official records of real and expendable property. Review purchase requisitions and assign property
expense codes and property numbers; organize Property Contro! System and reconcile property records to comply
with rontract requiraments and federal regulations; plan, coordinate and direct annual physical property
inventories; process acguisition and disposition of property.

Knowledge, Skills and Abilities:
Knowledge and understanding of principles, procedures, regulations, and standards applicable to the job.
Understanding of the University@s mission, vision and goals.

shart- and long-term planning; problem analysis and resolution; report preparation and presentation;
interpersonal and organizational communication, both oral and written.

develop and maintain effective working relationships; maintain accurate and orderly records; use independent
Judgment and initiative; organize and direct activities.

Minimum Qualifications:
Education- High School diploma or GED certificate.
Experience- Three {3) years of experience related to the standard duties as outlined.
Equivalency- Completion of a post-secondary degree or certificate may substitute for years of experience.
Certifications/License-
Dapartmental Requirements-
Special Reguirements-
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Position Classification Quality Assurance Tech
Title:

Position Classification
Code:

Job Family: Instruct/Research/Pub Srve

Pay Level:

Exempt Status: Non-Exempt

This description is intended to describe the general nature of the work being performed. It is not intended to be a complete list
of specific duties of any particular position. Dutles, responsibilities and bargaining unit eligibliity may vary based on the

specifictasks assigned to the position.
Purpose of Classification:
Also performs QA material testing as assigned.

Standard Duties:
Responsible for assuring that specifications and procedures are

iollowed. Responsible for material testing.

Knowledygwe, Skilis and Abilities:

University and department policies and procedures; principles and practices of organization and administration;
fabrication and troubleshooting techniques; basic electrical and electronic theory; use of Quality control testing

eguipment; knowledge of QA, QC procedures and batioon fabrication processes and film extrusion.

Short- and long-term range planning; problem analysis and resolution; public contact; Use of QA, QC testing
equipment; use of personal computers; producing detailed QA, QC data analysis reports; QA, QC testing, balloon
assembly technigues; organizing and maintaining records; research methods.

Communicate effectively in written and oral form; develop and maintain effective working relationships; maintain
accurate and orderly records; organize and direct several activities; analyze and evaluate information; use
computer hardware and software; manage computer files, maintain and troubleshoot personal computers;
generate, read, and interpret specifications and QC data; stand long hours and perform detailed work; trave! away

from home for periods up to 2 weeks at a time.

Minimum Qualifications:
Education- Associate's degree in a related fleld.
Experience- One (1) year of experience related to the standard duties as ocutlined.
Equivalancy- Any equivalent combination of education, training and/or experience as approved by Human
Resource Services.
Certifications/License-
Departmental Requiremeants-
Special Requirements-
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Pasition Classification Quaiity Assurance Tech,Sr
Title:

Position Classification
Code:

Job Family: Instruct/Research/Pub Srvc

Pay Level:

Exempt Status: Nen-Exempt

Thiz desiription is intendad to describe the general nature of the work being performed, It is not intended to be a complete list
af specific duties of any particular position, Duties, responsibilities and bargaining unit eligibility may vary based on the
specifictasks assigned to tha position.

Purpose of Classification:
To inaintain testing equipment and all operations required of the material test lab.

Standard Duties:
Grdors equipnent and supplies required for routine operation of the materials test lab. Operates and maintains
tesling equipment. Optimizes existing Quality Control procedures implementing the latest testing and fabrication

techniques ancl processes.,
Maintains testing equipment In good

operating orrder. Reviews manufacturergs QA specifications and QC processes. Repairs, calibrates and maintains
testing equipment.

Knowledge, Skills and Abilities:

University and department policies and procedures; principles and practices of organization and administration;
fabrication and troubleshooting techniques; basic electrical and electronic theory; use of Quality control testing
equipment; knowledge of QA, QC procedures

Short- and fang-term range planning; problem analysis and resolution; public cantact; Use of QA, QC testing
equipment; use of personal computers; producing detailed QA, QC data analysis reports; QA, QC testing, balloon

assemibly techniques; organizing and maintaining records; research methods.

Communicate effectively in written and oral form; develop and maintain effective working relationships; maintain
accurate and orderly records; organize and direct several activities; analyze and evaluate information; use
computer hardware and software; manage computer files, maintain and troubleshoot personal computers;
generate, read, and interpret specifications and QU data; stand long hours and perform deatailed work; travel away

fram home for periods up to 2 weeks at a time.

Minimum Quaiifications:
Education- Associate's degree in a related field.
Expenence- Three {3) years of experience related to the standard duties as outlined.
Equivalancy- Any equivalent combination of education, training and/or experience as approved by Human
Resource Services.
Cerifications/License-
Departmental Reguirements-
Special Requirements-
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