
PLEASE NOTE: All position descriptions must be entered in the liaison portal - we do not accept emailed files. You may use this document to draft your description, and then enter your final copy into our online form:  https://fellowshipapp.aaas.org/liaison/  

*Designates fields that are required. 
(Tip: Though some fields are optional, completing as many fields as possible will give finalists a more complete view of the position available in your office.)

Liaison Contact Information
Full Name  *
Title  *
Email  *
Phone  *

· Do Not Contact 
(Tip: Select this if you do not want to be contacted directly by finalists during Finalist Interview Week.  If selected, a message will display to the applicant instructing them to not contact the office for additional interviews.)
 
Physical Address of Position
Street
City
State
Zip
Country

Position Description
Agency  *
Bureau/Directorate/Institute
Office  *
Department/Unit
Name of Position  *
(Tip: Provide a descriptive name for your position, e.g. “Minority Health Research Fellow”)

Related Policy Interests  *
This is a searchable field for applicants that will allow them to find positions relevant to their policy interests. Applicants used the same list to select up to their top three policy interests as part of their application; these selections can be seen in the application materials.
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· Advanced Manufacturing
· Agriculture
· Biosafety, Biosecurity, and Biotechnology
· Budget and Fiscal Governance
· Computer/Information Science
· Corrections and Criminal Justice
· Counterterrorism and Intelligence
· Cybersecurity
· Diplomacy and Foreign Policy
· Economic Policy
· Emerging Technologies
· Energy and Power
· Environment and Climate Science
· Forestry, Water, and Natural Resources
· Funding, Research, and Grants
· Governance and Democracy
· Health Sciences, Public Health, and Nutrition
· Human and Civil Rights
· Infrastructure, Urban Development, and Transportation
· International Development
· Labor and Small Business
· Military and National Defense
· Oversight and Government Reform
· Social, Human, and Family Services
· Space
· STEM Education
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Desired Skills and Proficiencies  *
This is a searchable field for applicants that will allow them to find positions seeking certain skills that may be applicable to their background or expertise. Applicants used the same list to select up to six skills and proficiencies as part of their application. These selections can be seen in the application materials.



· Account Management
· Accounting
· Air Quality Analysis
· Artificial Intelligence
· Big Data & Analytics
· Community Outreach
· Contracts and/or Grants Management
· Curriculum Development
· Customer Relationship Management (CRM)
· Data Visualization/Infographics
· Digital Marketing
· Digital Media
· Emerging Health Technologies Research
· Ethics and Social Responsibility
· Fieldwork Analysis
· Finance and Budget
· Forecasting
· Gaming/Virtual Reality/Augmented Reality
· Geographic Information Systems (GIS)
· Graphic Design
· Human Subjects/Clinical Trials
· International Health Regulations
· Land/Biodiversity Management
· Leadership Development

· Market Research
· Mental Health Research
· Minority Health Research
· Modeling and Simulation
· Monitoring & Evaluation
· Neuroscience Research
· Nonprofit/NGO Management
· Oncology Research
· Organizational Development
· Policy Analysis
· Product Development
· Program Management
· Project Management
· Public Health Regulation
· Public Relations
· Quality Management
· Recruitment
· Regional Knowledge Skills – Central Asia
· Regional Knowledge Skills – Central/South America
· Regional Knowledge Skills – China/Taiwan
· Regional Knowledge Skills – East Asia
· Regional Knowledge Skills – Europe
· Regional Knowledge Skills – Middle East/North Africa
· Regional Knowledge Skills – Russia/Baltics
· Regional Knowledge Skills – South/Southeast Asia
· Regional Knowledge Skills – Sub-Saharan Africa
· Remote Sensing
· Risk Assessment
· Software Development
· Statistical Analysis
· Strategic Planning
· Volunteer Management
· Water Quality Analysis
· Web Design
· Women’s Health Research


Office Website (optional) 
Add the link to your office or department website here so finalists can learn more about your office and its priorities.

Office Overview  (2000 characters)*
Provide a short description of the role of your office and agency. 

Position Overview  (3500 characters)*
Briefly describe any projects the fellow might lead or be involved within this role. Provide an overview of what the fellow might expect during the year. 

Responsibilities (3500 characters)
Provide three to six bullets describing the primary responsibilities in detail, if applicable. Responsibilities are what a fellow is accountable for, at a high level.

Specific Tasks and Objectives  (2000 characters)*
Provide three to six bullets describing specific tasks. Tasks are pieces of work done as part of the position.

Security Clearance Requirements  *
· N/A
· Background Check
· Public Trust/Facilities Access Clearance
· Secret Clearance
· Top Secret Clearance
· Top Secret/SCI Clearance
· Other

[IF OTHER] Security Clearance Requirements (Please Specify):

Mentor (if known)
Mentoring is key to a successful fellowship placement. Mentors should assess progress toward the fellow’s goals, identify new opportunities, make networking connections, and impart deeper knowledge about the office’s policy role.

Mentor Name
Mentor Title
Mentor Email
Mentor Phone
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