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Job Title:  Project Manager 

Department:  Psychology 

Reports To:  Principal Investigator 

Jobs Reporting: None 

Salary Grade: USG 7 

Effective Date: April 2024 

 

Primary Purpose 

The Project Manager assists the Principal Investigator in the Hart lab by providing support with 
administrative management, tracking progress of research activities, completing reporting requirements, 
working with the research team to identify new partners, and managing engagement and sustainability 
with existing partners. 
 

Key Accountabilities 
 

Administrative Research Support 

• Duties may include but are not limited to the following:   
o Manages and oversees the safe and effective daily operations of a laboratory including 

responsibility for purchasing, inventory, forecasting and maintenance of reports  
o Operates, maintains and troubleshoots problems with standard and complex research 

equipment and contributing to the development and maintenance of SOP’s 
o Oversees the progress of projects and participates in research activities by performing tasks, 

such as data collection, disseminating project updates, social media updates, and writing of 
white papers to public. 

o Organizes and maintains documentation, experimental records and data; including electronic 

files and backups 

o Participates and oversees the organization and recruitment of research participants  
o Contributes to the development of research related documents, including ethics applications, 

journal publications and dissemination of research findings 
o Assists in data sharing 
o Supervise, schedule and train students, volunteers and/or staff and make recommendations 

on hiring for the project 
o Creates and updates project website. 
o Assists with special projects and other duties related to the research 

 

Financial Management 

• Responsible for financial management, reporting, and planning of the project. 
o Identifies new funding opportunities, including commercialization opportunities. 
o Brings an in-depth understanding of University financial practice and the financial 

requirements of the CERC program  
o Provides oversight on spending to ensure that the project adheres to the budget and to 

detect and remediate any deviations early. 
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Coordination and Communication 
o Coordinates team members and develop plans to facilitate knowledge sharing across 

activities.  
o Works with Waterloo's Commercialization Advisory Committee to identify potential 

commercialization outcomes and pathways 
o Is the key point of contact for external stakeholders, media, public research dissemination, 

and general inquiries. 
 
*All employees of the University are expected to follow University and departmental health and safety policy, 
procedures and work practices at all times. Employees are also responsible for the completion of all health and 
safety training, as assigned. Employees with staff supervision and/or management responsibilities will ensure that 
assigned staff abide by the above, and actively identify, assess and correct health and safety hazards, as required.  
 

Required Qualifications  
 

Education 

• Bachelor’s degree in Health Studies, Psychology, Business Administration or other fields related to 
Health Behaviour and/or behavioural research  
 

Experience 

• Three year’s experience in a research academic environment is preferred. 

• Demonstrated ability to maintain strict confidentiality.  

• Knowledge of University of Waterloo policies and procedures is an asset. 
 

Knowledge/Skills/Abilities 

• Comfortable using MS Office Suite 

• Experience with statistical analysis software (SPSS, SAS, or R) preferred 

• Experience with data entry software (RedCap) preferred 

• Excellent interpersonal and communication (oral and written) skills 

• Ability to manage multiple projects and demands 

• Proven aptitude for attention to detail 

• Strong organizational skills for both project tasks and people 

• Supervisory and leadership experience in a lab setting is an asset. 
 

 
Nature and Scope  
• Contacts: Faculty researchers, Students, Staff, and Associates and internal and external 

Collaborators of the Principal Investigator, Department/Faculty IT Support Team, Office of Research, 
external vendors 

• Level of Responsibility: Ability to initiate tasks without supervision and proven ability to work 
independently and within a larger research team, understanding the sensitive nature of participant 
interviews and adherence to confidentiality regulations. Works independently with minimal supervision, 
receiving specific instructions only on unusual problems or on matters which depart significantly from 
established policy and procedures.  

• Decision-Making Authority: Exercises a considerable amount of judgment, responsibility, and 
initiative in determining work procedures and methods, and where appropriate in consultation with 
Principal Investigator. 

• Physical and Sensory Demands: Typical of a research position. Risks, physical and psychological: 
minimal risks typical of a research setting. 
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• Working Environment: This position will work in a research laboratory and office setting. Hours of 
work may vary depending on research needs.  


