JOB DESCRIPTION 

UNIVERSITY OF COLORADO AT DENVER
Instructions:  All elements should be included, but choose wording for application to your particular set of circumstances.

SCHOOL/DEPARTMENT:        
HIRING UNIT:       
POSITION TITLE:  POSTDOCTORAL FELLOW/TRAINEE
POSITION CLASSIFICATION:  RESEARCH FACULTY


POSITION JOB CODE:  1438
HRMS POSITION NUMBER:       
Overall Description of Responsibility or Nature of Work
This position reports directly to the [position title] in the [hiring unit], and is responsible for [general work description].  
(Optional) This position also supervises [1.0] FTE of other employee positions.  OR This position supervises graduate students.    
Specific Position Duties with Percentages of Time
[  ]%  
[1st area of responsibility]:

· 1st bullet;

· 2nd bullet; 
· 3rd bullet; 
· 4th bullet; 

· 5th bullet. 

[Or paragraph]  
[  ]%  

[2nd area of responsibility]:

· 1st bullet;

· 2nd bullet; 

· 3rd bullet; 

· 4th bullet; 

· 5th bullet. 

[Or paragraph] 

[  ]%  

3rd area of responsibility]:

· 1st bullet;

· 2nd bullet; 

· 3rd bullet; 

· 4th bullet; 

· 5th bullet. 

[Or paragraph]  

NOTES:  Required qualifications are used to establish initial selection criteria and are used to screen out applicants.  Don’t list qualifications here that are not required.  Applicants who do not meet the required qualifications cannot be considered.  

Also, ensure that your minimum requirements can be screened for by the search committee using an applicant’s application or resume.  For example, the search committee can easily determine if an applicant has “four years of experience” in a certain field.  The search committee/PI cannot tell from an application whether or not someone is a “team player” or has “strong interpersonal skills”.  These kinds of “soft skills” should be listed as required competencies or as preferred qualifications that can be assessed during a face-to-face or telephone interview process.  

Qualifications:  

Minimum Requirements:

· [education/degree requirement – ex.  Graduation from an accredited college or university with a PhD/MD in one of these fields of study…]

· [ex.  Two years of progressively responsible supervisory experience.]
· Minimum of [  ] year(s) experience in [  ]
· Minimum of [  ] year(s) experience in [  ]
· [licenses/certificates/membership – ex.  Holds a current and valid membership with the “organization” (do not use acronyms).]
· [Excellent communication skills using the English language.]
· [The ability to work independently within the research lab on…]
· [computer software, equipment operation, or research technical skills]
· Proof of [special training] completed.
Note:  Preferred qualifications are used to separate out the highly qualified candidates from those who simply meet the required qualifications.  The more complete and descriptive these qualifications are, the easier it is for the search committee/PI to determine the best applicants.

Desired or preferred:

· [education level]  

· [Proven experience and familiarity with “x” systems and procedures] 

· [   ]

Special conditions of employment:

· [Frequent, or frequency of, out-of-state travel required]

· [off-campus lab/work locations]

· [required training expected to fulfill job requirements ]

· [specialized experience with non-profit, or publishing, or bio-medical research, or, or, or]
· Funding for this position requires that the selected individual hold US citizenship or a US permanent residence.  (Special wording used when position is funded by NIH training grant, for example.)
Salary & Benefits:  Salary range is $      to $       OR Salary is commensurate with skills and experience.  The University of Colorado offers a full benefits package.  Information on University benefits programs, including eligibility, is located at www.cusys.edu/pbs.        

APPLICATION:
· Applicants must apply through www.jobsatcu.com  Job posting number:       
· [Application deadline is [5]pm, [November 15], 2008. OR Applications received by [5]pm, [November 15], 2008, will receive full consideration. OR Review of applications will begin [day/month/year] and continue until position is filled.
· Required application materials:

1) Cover letter 

2) Resume/Vitae
3) Proof of Degree (transcript or diploma)

4) Contact information for a minimum of [3] professional work references

5) [Request one letter of recommendation be sent directly to:  

Name
Mailing Address 

Email address]

6) [Provide non-returnable (work samples, portfolio, CD, etc. – describe)]  
7) [other]

Special Notices to Applicants: 
The University of Colorado at Denver is committed to providing a safe and productive learning and living community.  To achieve that goal, we conduct background investigations for all final applicants being considered for employment.  Background investigations include a criminal history record check, and when appropriate, a financial and/or motor vehicle history.

The Immigration Reform and Control Act requires that verification of employment eligibility be documented for all new employees by the end of the third day of work. The University of Colorado strongly supports the principle of diversity. We encourage applications from women, ethnic minorities, persons with disabilities and all veterans. Alternative formats of this ad are available upon request for persons with disabilities.

Please be advised that the University does check references as part of the employment process, and selection committee members may choose to contact work references during the search process other than those listed in your application.

The University of Colorado is committed to diversity and equality in education and employment.  
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