[image: sish$:Julio Yanes:Marketing:SISH Logo.png]
p. 2

[bookmark: _GoBack]Position Description
	Duties

	Operates, repairs and performs routine maintenance on observatory equipment including telescopes, eyepieces, filters and CCD cameras. Maintains an inventory of lab equipment.

	Develops and fabricates astronomy-related educational demonstration materials. 

	Supervises the operation and arranges the schedule of the student observatory during night-time observing hours. Answers students’ questions regarding the astronomy lab courses. Ensures that messages for night labs are recorded daily by the specified time.

	Each semester, coordinates the teaching assignments of the teaching assistants. Trains TAs on the use of telescopes and on identifying objects in the night sky. Instructs and prepares physics TAs on teaching astronomy indoor labs. Ensures that all TAs use a consistent set of policies and procedures regarding labs. Performs TA evaluations.

	Prepares and processes paperwork associated with the outdoor labs.

	Orders and stores all equipment, and maintains contacts with equipment vendors. Monitors the equipment budget and prepares an annual report for the Chair. Maintains computers and lab equipment and selects and installs new software. Stays up to date on new products and developments.

	Creates lab manuals, stays up to date with the revision process. This includes selection of and working with the publisher and an editor and following the manuals from rough draft to final printing. Orders the manuals for the bookstore. 

	Organizes regular meetings with the TAs and adjuncts to provide an opportunity to express concerns about and give suggestions for the laboratory exercises.

	Adapts labs to the new state of the art laboratory facility in the Stocker AstroScience Center.

	Conducts trial teaching of astronomy laboratories to graduate TAs and adjuncts for training purposes, or to test new exercises to see where deficiencies are and to provide input for lab manual improvements or revisions. Works on converting the manuals to electronic versions. Regularly attends labs taught by TAs to critique their teaching and give them ideas on better teaching methods and material comprehension.  

	Is expected to be proficient in both Apple and Windows operating systems.  Has Web page management skills and maintains astronomy lab Web pages.

	Assists astronomy faculty in improvement and refurbishment of astronomy labs.  Provides support for observatory improvements. 

	Assists in organizing and provides technical support for public outreach programs.

	Performs related duties as required or as directed. The omission of specific duties does not preclude the supervisor from assigning duties that are logically related to the position.
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