http://tbe.taleo.net/NA4/ats/careers/requisition.jsp?org=NAS&cws=1&rid=6770 

Research Associate (OSB) 
Location:     Corporate Headquarters - DC 
Department:     Div on Earth & Life Studies 
Job Req #:     100062-7 

Basic Requirements:     Bachelor's degree in a related field or equivalent knowledge with 2 years of related professional experience. Master's degree in a related field or equivalent knowledge and one year of related professional experience desired. 

Description 
The Division on Earth and Life Studies (DELS) consists of twelve units that facilitate communication among the research community, policy makers, industry, interest groups, and the public. DELS is responsible for a vast array of topics, ranging from the molecular level to the global level. The common thread linking the units is the broad topic of science and the environment, but the division also examines issues outside that area. 

The Ocean Studies Board (OSB) was established by the National Research Council to advise the federal government on issues of ocean science, engineering, and policy. In addition to exercising leadership within the ocean community, the Board undertakes studies at the request of federal agencies, Congress, or other sponsors, or upon its own initiative. OSB explores the science, policies, and infrastructure needed to understand and protect coastal and marine environments and resources. 

The Research Associate develop information sources. Reads, analyzes, and evaluates data and literature. Prepares preliminary outlines of projects to determine appropriate methodology. Conducts discussions with various officials, academics, allied groups and staff. Analyzes data developed and prepares written interpretations. Synthesizes data for committee for specific sections of the report. Verifies references and checks facts of committee reports. 

1.      Performs research and analysis, analyzing and organizing technical data and reports and compiling summaries of information. May perform basic statistical research and analysis. Manages database to track articles. Manages and maintains bibliographic and analytical databases. Writes technical papers or summaries. Abstracts information from scientific studies to create tables for committee review or use in committee reports. Drafts, summarizes, and edits findings and provides feedback to the reviewers. 

2.      May ensure Federal Advisory Committee Act, (FACA) and Governing Board Executive Committee (GBEC) compliance. Ensures Current Projects System (CPS) is posted and updated in a timely manner, the Public Access File is maintained, documents are properly archived, and the Project Tracking and Financial Management System (PTFMS) are updated. 

3.      Attends committee meetings to present and receive feedback regarding study area and prepares meeting summaries. Prepares the report for review and assists with review response. Creates bibliographies, graphics, and tables for reports. Responds to inquiries from the public sector, sponsors and other scientific peers outside of The National Academies. Increases public awareness of studies. May assist with administrative duties related to programs/projects.  

4.      Assists DELS Executive Office with report review by recruiting coordinators, assessing pre-review drafts and response to review memos and providing advice to study directors on the review process.
