	
	CAREER OPPORTUNITIES FOR
	

	
	PROGRAM ASSOCIATES
	

	Mathematica Policy Research, Inc. (MPR) is a nationally recognized firm that conducts domestic social policy research on health care, welfare, education, labor, and other related topics. We are seeking Program Associates to work on a combination of project management and research tasks. The successful candidates may work in either our Washington, DC or Cambridge, Massachusetts office and perform tasks in one or more of the following areas:
Project Management

· Support project management by utilizing Excel for tracking project finances, managing subcontractor expenses, and assisting with proposals, budget revisions, and contract modifications

· Coordinate deliverables by maintaining Access databases and other tracking tools, establishing and monitoring progress towards critical deadlines, and assisting in maintaining the highest standards for quality
· Oversee maintenance of project archives and other project management responsibilities 
· Perform market research, cost and performance analysis, contract support, and other business development activities
· Assist with coordinating meetings by preparing agendas, keeping meeting minutes, and tracking action items
Research
· Conduct qualitative research tasks such as interviewing study participants, attending site visits, and summarizing research findings
· Prepare tabular reports to be used in proposals and project deliverables

· Conduct library oriented research tasks including literature searches and preparation of footnotes and bibliographies 

Programming

· Utilize packaged statistical programs such as SAS and STATA, to perform the following tasks: Create and document analysis files with programs that involve transformation of variables and merging of data from multiple sources. Also run basic statistics (frequencies, regressions). 

· Participate in the design and creation of Public Use Files
Qualifications of Successful Candidates Include:
· Strong educational background and a BA/BS in Business, Public Administration/Policy, Government, Public Policy, Political Science, Economics, Accounting, or other relevant discipline.
· At least 1 year of experience in data analysis, computer system specification, or evaluation of operations of government projects or programs
· A combination of equivalent education and work experience may be substituted for the above requirements

· Interest in policy research and business analysis

· Proficiency with software programs (or interest and aptitude in learning) such as Microsoft Office Applications (WORD and Excel), Access, SharePoint, Visual Basic, Visio, SAS, STATA

· Accuracy with work, strong organizational skill, and attention to detail
· Excellent written and verbal communication skills
· Ability to work in a multi-disciplinary team setting and to deal tactfully and diplomatically with others
· Flexibility to handle multiple priorities, sometimes simultaneously, under deadline pressure
· Ability to work independently for long periods of time
· Willingness to travel to other locations as necessary
· Ability to obtain a low-level security clearance
We offer our employees a stimulating work environment, competitive salaries, and a comprehensive benefits package, as well as the advantages of employee ownership. We also provide an on-site fitness center and new employees enjoy three weeks annual paid time off in their first year of employment.

	
	Please submit a cover letter, resume, contact information for three references, 

and salary requirements to your preferred office location (Princeton, NJ or Cambridge, MA) at:

PRINCETON DIRECT APPLY URL: https://careers.mathematica-mpr.com/applicants/Central?quickFind=51904
CAMBRIDGE DIRECT APPLY URL: https://careers.mathematica-mpr.com/applicants/Central?quickFind=51902

	


Visit our web site at http://www.mathematica-mpr.com

AN EQUAL OPPORTUNITY/AFFIRMATIVE ACTION EMPLOYER

As an equal opportunity/affirmative action employer we strongly encourage applications from programmers of all racial, ethnic, and cultural groups.

