Job-description (Monitoring and risk assessment for persistent organic pollutants)

job name

Research Administration and Support

e Track project expenditure and budget balances; organize supporting documents
and assist with financial reporting.

e Process purchase requests for reagents, supplies and equipment; manage
quotations, orders, receipt and payment documentation.
Job o Assist with appointment, contract, project participation and payroll documentation
perforrmnoe for research personnel.
¢ Coordinate administrative documents and deadlines for grant applications,
agreements, amendments and progress/final reports.
e Support travel, conferences and meetings; maintain laboratory records and liaise
with university administrative offices.
e Basic knowledge of grant budgeting, expenditure, financial reporting and
Knowledge supporting documentation
. e Understanding of procurement, accounting and research personnel administration
requred ¢ Understanding of personal information protection and confidential records
handling
¢ Document preparation using Hangul and Word; data organization and basic
calculations using Excel
Required |« Data entry and verification in research fund management systems
skills » Reconciliation of expenses and supporting documents; checking completeness
and deadlines
e Clear communication and coordination with internal and external contacts
Job e Accuracy, attention to detail and timely completion of tasks
wfm ¢ Responsibility and adherence to relevant procedures
e Prompt reporting of issues and active collaboration
attitude e Confidential handling of personal and research information
Job Basic Communication, numeracy, problem solving, information management, resource
Skills management, interpersonal skills and professional ethics

Required
qudifications

Research Assistant. No degree or field-of-study requirement. Ability to prepare
documents and manage records using Hangul, Microsoft Word and Excel.
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