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Determination of salary based on job experience, educational level, and technical skills.  Physical requirement for above positions available from the Human 

Resources Department.  The Doheny Eye Institute does not discriminate against employees or applicants for employment on the basis of race, color, religion, sex, 
national origin or age.   

 

 

 
M A N A G E M E N T 

 

CHIEF DEVELOPMENT OFFICER      Doheny Development  –Exempt 12—Salary TBD 

Full-time.  The Chief Development Officer will be charged with creating the vision, mission and strategy for the development function.  This 
position will report to the President, and will serve on the President’s leadership team. He/she will effectively network with the political, corporate, 
foundation, government, business and non-profit circles to promote philanthropic awareness and a case for support.  The Chief Development 
Officer will work closely with the President, Board of Directors, and other key volunteer leaders, including Doheny's volunteer groups the 
Luminaires and the Luminaires Juniors.  This position is responsible for overseeing board development, a significant capital campaign, major giving, 
planned giving, annual giving, corporate and foundation relations, prospect research, alumni relations, events, gift administration and records 
management. The Chief Development Officer will be a chief spokesperson representing the organization to constituencies, both internal and 
external.  He/she will manage a development team of four and will function well in a balanced culture which combines the richness and relevance 
of programs with the efficacy of best business practices, fiscal accountability, and institutional impact.  Bachelor’s degree required.   A minimum of 
ten years of major gift and capital campaign fundraising, with individuals/corporations and foundations in a professional capacity. A minimum of 
five years senior management experience with increasing levels of responsibility and with direct stewardship of boards of directors.  
 

C L I N I C A L 
 

Please visit jobs@usc for available clinical positions. 
 
 

A D M I N I S T R A T I V E / S E C R E T A R I A L /  O T H E R 
 
GENERAL OFFICE CLERK      Doheny Administration – Non-Exempt 4 --$10.00 - $14.00/hour 

Full-time.  Performs a variety of secretarial and clerical duties for Doheny Administration department.  Works closely with Administrative Assistant 
to ensure department coverage and tasks are completed in timely manner.  Receives, places and directs telephone calls accordingly.  Scans, 
photocopies, faxes and/or distributes correspondence. High school/GED required.  6 months – 2 years previous administrative experience. Typing 
35 - 40 WPM. Good interpersonal skills, both verbal and written. Good attention to detail and resourceful.  Familiar with MS Office (Outlook, word, 
excel), Adobe. 
 
HUMAN RESOURCES ASSISTANT    Doheny Human Resources – Non-Exempt 7 --$14.50 - $19.50/hour 

Full-time.  Provide administrative support to the Human Resources department.  Works in coordination with the Administration department for 

back-up coverage.  Answers telephones ensuring all telephone calls are adequately screened, transferred, and messages are accurately taken and 

delivered.  Respond to questions directly or refers call to appropriate contact and/or department.  Coordinate immigration-related issues in the 

processing of visas and/or permanent residency for Doheny employees.  Collect and process Doheny benefit enrollment forms. Troubleshoot 

employee benefit questions or concerns.  Responsible for issuance and tracking of Doheny security access/parking access card distribution. Prepare 

new hire packets for Doheny employees and perform general payroll data entry for changes in employee information.  High school/GED required, 

college degree preferred but not required.  Three - five years previous administrative experience with minimum two years in Human Resources.  

Typing 50 WPM. Good interpersonal skills, both verbal and written. Bi-lingual in Spanish a plus. Excellent attention to detail and resourceful.  

Proficient computer skills with MS Office (Outlook, word, excel), Adobe and ADP payroll experience a plus.   
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F I N A N C E / I N F O R M A T I O N  S Y S T E M S 

 

There are no Finance/Information Systems positions available at this time.  
 

 
R E S E A R C H  /  F A C I L I T I E S  /  S E C U R I T Y 

HOUSEKEEPER      Facilities Management – Non-Exempt 4 -- $8.90 - $13.50/hour 

Full-time.  Provide housekeeping services to Doheny Eye Institute facilities.  Perform day-to-day housekeeping functions as assigned to assure that 
the facility is maintained in a clean, safe, and comfortable manner. Clean/polish furnishings, fixtures, ledges, etc.  Clean and sanitize restroom 
fixtures, hardware, partitions, floors.  Clean windows/mirrors in bathrooms and entrance/exit ways.  Clean floors, to include sweeping, dusting, 
damp/wet mopping, stripping, waxing, buffing as scheduled.   High School degree or GED required.  0 – 1 year previous experience, willing to train.  
Must be able to move intermittently throughout the workday.   Sits, stands, bends, lefts and moves intermittently during the working hours.  
 

RESEARCH ASSOCIATE (Post-doctoral)                             Deming Sun, MD Lab – Exempt 0 -- $38,000 - $45,000/year 

Full-time.  Design and conduct experiments (biological, immunological, molecular biological) per established research laboratory and experiment 
protocols.  M.D. or Ph.D. required in biological sciences.  Ph.D. preferred. Minimum five – seven years related laboratory work experience required. 
 

RESEARCH ENGINEER/PROGRAMMER                                  Retina   Exempt 10 -- $50,000 - $65,000/year 

Full-time.  Develop efficient mathematical systems and design new image processing algorithms to solve complex imaging problems.  Develop and 
implement distributable computer code to perform advanced image analysis. Develop and implement tools to facilitate annotation and 
manipulation of images by other users. Use and apply these techniques for the development of robust, documented programs  and tools which can 
be used by the Doheny Image Reading Center.  Computer science degree required.  MS or PhD preferred.  Engineering, physics or mathematics 
degree acceptable with extensive programming background and experience.   Interest and experience in image processing algorithms preferred. 
Competency in Programming languages, especially C and C++ but also including Visual Basic and HTML, XML in a Windows and/or Unix 
environment. Ability to process information logically; to design programs and systems logic; to prepare program specifications; to code, test and 
debug computer programs; to interpret technical information relating to computer programming and other areas of data processing; to perform 
mathematical calculations; and to communicate effectively.   
 

RESEARCH FELLOW (Post-doctoral)                      Retina – Exempt 0 -- $33,280 - $35,000/year 

Full-time.  Support research/laboratory activities conducted at Doheny research laboratory.  Provides general laboratory assistance to support 
research activities. Conducts research experiments in accordance with laboratory and safety protocols. Performs assignments that are non-routine 
and vary in complexity with general direction.  Compiles data and computes results for a variety of research procedures, tests and techniques.  
M.D. or Ph.D. required with 3 -5 years research experience in related field or specialty.  

 
STUDY COORDINATOR I or II                 Doheny Image Reading Center (DIRC) – Non-Exempt 7 -- $15.50 - $22.00/hour 

Full-time.  Provide broad range of study support to the DIRC.  This position requires very strong attention to detail and the ability to follow through 
on a large number of details on an ongoing basis.  Like the SC-I, the SC-II position is primarily responsible for receiving and verifying image materials 
received at the DIRC, creating and maintaining detailed study documentation, and serving as a primary point of contact between the DIRC and 
clinical investigator sites.   However the SC-II is expected to function at a higher level than the SC-I, by virtue of one or more of the following: (1) 
possessing a more in-depth knowledge of DIRC’s protocols and/or processes, (2) having more relevant experience and/or education directly 
applicable to the job functions. This position also provides a wide variety of study support and assists the operations manager on special projects of 
a more complex nature than those typically undertaken by the SC-I. High school diploma required. Bachelor’s degree preferred with two-to-three 
years of progressively responsible work experience in an office environment, preferably in a research or laboratory environment.  Proficient in the 
use of Microsoft Word, Excel, and Outlook.  Strong organizational skills and strong attention to detail.  


