TITLE: Part-Time Lab Coordinator (20-30 hrs/wk), The Adult Learning Lab, Beckman Institute, University of Illinois


PRIMARY FUNCTIONS/DESCRIPTION: To manage day-to-day operations in the lab to facilitate ongoing research at all levels so as to promote and maintain high levels of productivity.

MAJOR DUTIES AND RESPONSIBILITIES:
· Manage participant pool of community volunteers (60%)
· Work with senior investigators to develop and manage a recruitment plan for research participants 
· Contact and schedule potential research participants
· Manage mailing and receipt of equipment for remote testing
· Maintain database of participant information 
· Work with senior lab personnel to organize and analyze data (40%)
· Scoring and data coding for neuropsychological testing
· File creation, data entry, and screening 
· Back up participants’ datafiles online
· Analyze testing data and create corresponding graphics

EDUCATION
· Bachelor’s or Master’s degree in Psychology, Educational Psychology, or related field.   
· Preferably, coursework in cognition, language processing, psychology of aging, and/or gerontology. 

EXPERIENCE AND KNOWLEDGE
· REQUIRED: Comfortable with MacOS. Proficient with Excel and data management.
· Organized. Responsible. Meticulous with detailed work. Personable. Willing to learn. Enjoy working with people, and comfortable working with a team to achieve common goals. 
· PREFERRED: Previous experience with human subjects research. Some knowledge of online survey tools (e.g., Qualtrics).


