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Appendix 1

Job Family: Professional/Administrative
Posting No: T-021628-PR

Job Title: DATA ARCHIVES SPECIALIST
Grade: 05

Department: ICPSR

Post Begin/End Date: 11/13/2001 // 12/07/2001
Job Code: 256500

Hours: 40.00

DUTIES:

Provide technical and substantive support services for the users of data holdingsin the
Inter-university Consortium of Political and Social Research (ICPSR) machine-readable data archive
and for the professional and technical staff of ICPSR. Convert into standard formats appropriate for
long-term archiving, preservation, and distribution, recent data holdings acquired as SA S/SPSS/Stata
system files. Work with User Support staff to evaluate, develop, and utilize, as appropriate,
procedures for updating data collectionsin avariety of legacy formats for use in current
technological environments. Work with technical and supervisory staff to prepare reports and
estimates for users and administrative staff as needed.

DEPARTMENT QUALIFICATIONS:

DESIRED QUALIFICATIONS:

Prior work experience with users of social science in adata library and/or a computing or research
facility is very desirable. Knowledge and experience with Unix, Windows, or similar systemsis
extremely desirable. Experience with data base development and management. Ability to, with
direction and guidance, develop and take full responsibility for a project or assignment.

MINIMUM QUALIFICATIONS:

College degree, preferably Masters, in a socia science and/or information technology field plus
approximately two years of related work experience. Work-related and diverse experience using SAS
and/or SPSS, including data processing and analysis. Demonstrated interpersona and
communication skills plus the ability to work well with avariety of individualsin both individual
and team settings. Ability to work in an environment that requires attention to details and working
with procedures, while retaining flexibility to respond to changing demands and needs within a short
time frame and for numerous clients. Ability to manage large and diverse information accurately and
in atimely manner. Ability to work independently and in ateam enviornment. Excellent oral and
written communication skills in English.

Salary Grade Minimum Midpoint Maximum
05 $23,000.00 $38,900.00 $54,800.00

http://www.umich.edu/~jobs/current/bydepartment.html# CPSR
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Appendix 2

Job Family: Office

Posting No: T-021924-PR

Job Title: OFFICE ASSISTANT Il

Grade: 05

Department: ICPSR

Post Begin/End Date: 11/20/2001 // 12/14/2001
Job Code: 511340

Hours: 40.00

Candidate in Mind

DUTIES:

To perform electronic document conversion of hardcopy and electronic versions of social science
research documentation. Use various scanning techniques and software (Acrobat, Paperport, etc.) on
a Pentium workstation in combination with a desktop scanner. Format and edit of electronic files
(text and image) after scanning for conversion to portable document format (PDF). Assist in training
& orientation of new temporary employee team members. Serve as a continuing mentor for new
team member placed as office partner. Convert el ectronic documents to ASCHII text, PDF, and/or
image formats. Extract text from paper documents resulting from submission to optical character
recognition (OCR). Assist in the creation of specialized CD-ROMs.

DEPARTMENT QUALIFICATIONS:

Desired: At least one year previous work experience scanning hard copy documents and converting
those files to machine readable, computer format. Exceptional computer skillsin regard to UNIX
and Windows operating systems. Excellent word processing skills using Microsoft Word and Word
Perfect.

Minimum: Two years of college or equivalent including course work utilizing skills; reliability in
handling confidential files; one to two years communication skills. Ability to work as part of ateam.
At least one year of experience working with Adobe Acrobat and related scanning software.

MINIMUM QUALIFICATIONS:

High school diploma or equivalent combination of education and experience is necessary. Some
secretarial or related experience is necessary. Ability to keyboard with speed and accuracy is
necessary. Reasonable knowledge of and ability to use standard business software and computer
applications is necessary. Some experience in spreadsheeting may be necessary.

Questionsin regards to applying for this position can be E-mailed to
employment.services@umich.edu

Salary Grade Minimum Midpoint Maximum
05 $23,000.00 $38,900.00 $54,800.00

http://www.umich.edu/~jobs/current/bydepartment.html# CPSR

-2 5-



Appendix 3

Job Family: Professional/Administrative
Posting No: T-020966-PR

Job Title: PRODUCTION MGR

Grade: 09

Department: ICPSR

Post Begin/End Date: 11/30/2001 // 12/07/2001
Job Code: 162320

Hours: 40.00

DUTIES:

Manage the administrative and operational activities of a ten-person group engaged in Electronic
Document Conversion (EDC) at the Inter-university Consortium for Political and Social Research
(ICPSR), aunit within the Institute for Social Research at the University of Michigan.

Plan, prioritize, and assign the work of the unit's personnel in converting paper and electronic
documents to Acrobat PDF format. Coordinate the flow of services between EDC and other units of
ICPSR. Hire, train, supervise, and evaluate personnel in the unit. Participate in ICPSR planning and
policymaking committees, including at meetings of the elected ICPSR Council. Recommend
acquisition of equipment and software for the EDC unit. Prepare cost and delivery schedule
estimates for internal and external clients. Prepare reports on unit activities for management and the
Council. Represent the EDC unit and ICPSR at professional meetings, conferences, workshops, etc.
Monitor budget expenditures for the EDC unit. Plan, develop, and oversee the preparation of
specidized CD-ROM products.

DEPARTMENT QUALIFICATIONS:

Necessary: Significant work experience in managing production activities. Demonstrated
problem-solving and multi-tasking abilities. Thorough understanding of awide range of
computational hardware and software, including desktop computers, server networks, and periphera
devices. Significant work experience with word processing, database, and spreadsheet software.
Excellent communications skills, both oral and written, in the English language. Demonstrated
ability to work in ateam environment with people from diverse backgrounds.

Desirable; Education beyond the Bachelor's degree, with specialization in information technology or
the social sciences. Work experience with Adobe Acrobat suite of software for document conversion,
and with document scanning equipment. Formal training in techniques of personnel management.
Familiarity with social science data and system, desktop publishing software, and graphics software
packages.

MINIMUM QUALIFICATIONS:

Bachelor's degree in an appropriate field or an equivalent combination of education and experience
IS necessary; in certain cases, an advanced degree is necessary. Some experience in the appropriate
disciplineis necessary. Some experience in public speaking is necessary. Some writing experience is
desirable. Some teaching experienceis desirable.

Questionsin regards to applying for this position can be E-mailed to
employment.services@umich.edu

Salary Grade Minimum Midpoint Maximum
09 $32,700.00 $55,100.00 $77,500.00

http://www.umich.edu/~jobs/current/bydepartment.html# CPSR
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Appendix 4

From: “ George W. Bush” <gwbush@umich.edu>
Date: Tuesday, January 18, 2000 03:02 PM

To: cap@umich.edu

Subject: data

Hi -

| would like access to study 6438, Americans Changing Lives.
| also need the codebook.

Thanks,
George

From: “Al Gore” <algore@umich.edu>

Date: Wednesday, November 17, 1999 12:28 PM
To: cap@umich.edu

Subject: data request

Hi Capsters,

Could you please post the General Social Survey cumulative file (#2685)
onthe IFS space? Thanksvery much.

Al Gore
Assistant Professor, Department of Communication

From: "John McCain" <mccain@umich.edu>
Date: Monday, November 15, 1999 07:21 PM
To: cap@umich.edu

Subject: request for data

Dear Sir/Madam,

| am a Finance Ph.D. student here at the University of Michigan Business
School. | need some datafor my research thesis. | talked with you today
around 3pm and you asked me to send this e-mail. Basically, | need the
International Financial Statistics Data (Study Title) provided by

International Monetary Fund (Principal Investigator). The code for itis:
ICPSR - 7629. | need monthly data from 1974 through 1998 (If you need more
information about the specifics of the data that | need | can give you

further information).

Thank you very much.

Best regards,
John
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Appendix 5. CAP

From: Yukio Maeda <ymaeda@umich.edu>
Date: Tuesday, November 16, 1999 09:23 AM
To: "Donald Rumsfeld" <rumsfeld@umich.edu>
Cc: cap@umich.edu

Subject: Re: request for data# 7629

Hi, please see below for details.
The codebook is directly downloadable from the ICPSR website.

Thanks,
Yukio

The data set you ordered from ICPSR is available to you via File Transfer Protocol (FTP). This
message includes instructions on how to obtain your data.

OBTAINING DATA SETSVIA FTP

To download the data you will need an FTP program such as RapidFiler (for Windows) or Fetch (for
the Mac). Contact 4-HEL P if you need assistance with FTP. You should transfer all the filesin binary
mode.

The files you requested are in CAP's IFS space. To access this file space, use your FTP program to
connect to login.itd.umich.edu (authenticate with your unigname and password). If you connected
properly, you will initially be in *your* I1FS space, which is:

[afs'umich.edu/user/firstl etter/secondl etter/yourunigname
Change directoriesto CAP's IFS space, which is:;
[afs'umich.edu/group/l salcompap

You may also refer to this directory as '~compap' (without the quotes). The datafiles you requested
arein asubdirectory of compap defined by the data's ICPSR study number.

FILE NAMES

All available files for your data set are in this directory. All or some of the following types of files
may be available:

File Prefix Contents

DA Data

CB Codebook (text version)

CB Codebook in Adobe Acrobat format (if file has .pdf suffix)
DD DataDictionary

DI DataDictionary

SP SPSS Portable Data File (if file has EXPORT suffix)

SP SPSS Syntax file for reading data (may need editing)

SA SAS Syntax file for reading data (may need editing)

DOC Technical Documentation
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ODICT QOsirisformat data dictionary
ODATA Osirisformat datafile

FILE COMPRESSION

The files are compressed in gzip format, which can be decompressed with the gzip program.

The program is available on Unix -- type 'gzip -d [filename]' (without the quotes) at the Y%prompt to
decompress afile.

The program is also available as a DOS program for IBM-compatible PCs. To obtain it, download
the file gnu.exe from the gnu subdirectory of the compap directory. Gnu.exe is a self-extracting file
that contains the gzip program and documentation for your PC. To extract the gzip filesjust type
'gnu’ (without the quotes) at a DOS prompt, or double-click on the gnu.exe file in File Manager.
Once you have the gzip program extracted, you can decompress a gzipped file by typing ‘gzip -d
[filename]' (without the quotes) at a DOS prompt. (Note that gzip should be in the same directory
asyour datafile, or in adirectory that is on your ms-dos path.)

TIMELIMITS

Because we have limited IFS space, please download your files as soon as possible. We will leave
them on IFSfor aslong as possible, but make no guarantees beyond two weeks.

CODE BOOKS

If you need a copy of the codebook, and a machine-readable version is not available, you may
purchase a copy from ICPSR Member Services. Or, if we have the codebook on the shelf, you may
check it out from the CAP office for 3 weeks. (It may take us a week to get the code book on our
shelf.) A personal check or U-M account number is required for a refundable deposit

on the codebook.

Good luck, and let us know if you have any questions.
Yukio Maeda, Amaney Jamal, Won-Ho Park
Computer Assistance Program

5613 Haven Hall
615-0316
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