JOB DESCRIPTION:  RESEARCH COORDINATOR


Employee’s Name: ____________________________                 Date: _____________
POSITION IDENTIFICATION

POSITION TITLE:
RESEARCH COORDINATOR

Reports To:

Director or Administrative Research Assistant


Wages:


Salary

Classification:

Exempt


  
POSITION PURPOSE
Coordinates and administers research study associated activities. Assists in project planning, and ensures that pre-established work scope, study protocol, and regulatory requirements are followed. Recruits and coordinates research subjects, as appropriate, and serves as principle administrative liaison for the project. Oversees and coordinates the provision of administrative and staff services to director the investigators; develops and maintains recordkeeping systems and procedures.

DUTIES AND RESPONSIBILITIES: 

1. Plans and coordinates the initiation of research study protocol, and the establishment of operating policies and procedures. 

2. Plans, implements, and maintains data collection and analysis systems in support of research protocol; may coordinate the collection and analysis of research data. 

3. Recruits, instructs, and coordinates research subjects and/or volunteers, as appropriate to specific study objectives and work scope. 

4. Ensures the smooth and efficient day-to-day operation of research and data collection activities; acts as the primary administrative point of contact for internal research staff and as the principle operational liaison for other research organizations, funding agencies and regulating bodies. 

5. Coordinates the day-to-day activities of any technical support staff specifically engaged in the carrying out of research/clinical protocol, as appropriate to the position; may perform aspects of research protocol, as required, in accordance with specified program objectives. 
6. Plans and coordinates the staffing of research studies, to include the recruitment and administration of research support staff, as appropriate to the activity. 

7. Supervises and coordinates the provision of support services to investigators and researchers. 

8. Monitors the progress of research activities; develops and maintains records of research activities, and prepares periodic and ad hoc reports, as required by investigators, administrators, funding agencies, and/or regulatory bodies. 

9. To implement quality control process throughout the conduct of the trial

10. To participate in clinical floor activities on an ongoing basis with research staff to ensure adequate clinical support for trial activities.

11. To perform miscellaneous job-related duties as assigned. 
EDUCATION, TRAINING AND COMPETENCIES

EDUCATIONAL REQUIREMENTS:


1. High School diploma or a two-year degree in nursing or a health care related field preferred
SPECIALIZED CERTIFICATES/LICENSES:
1. Current NJ Licensure, at least 1 year of experience that is directly related to the duties and responsibilities specified. 
TRAINING/EXPERIENCE CLINICAL REQUIREMENTS:

1. Minimum of one-year clinical research experience.

TRANSFERABLE COMPETENCY REQUIREMENTS:

1. Verbal communications skills

2. Problem-solving skills

3. Planning/organizational skills

4. Personal motivation

5. Project Management capabilities

6. Customer service skills

SPECIFIC TECHNICAL COMPETENCY REQUIREMENTS

1. Understanding of ICH/GCP guidelines for human research
2. Understanding of Code of Federal Regulations for Human Subjects
3. Computer Competency including proficiency in Microsoft Word and Excel 
4. Understanding Phases I-IV drug development processes
5. ECG, phlebotomy skills, and any other technical skills related to the completion of a study visit as required by the protocol.

PHYSICAL REQUIREMENTS AND/OR ENVIRONMENTAL FACTORS

1. Work is normally performed in a typical interior/office work environment. 
2. Travel required
3. Exposure to human bodily fluids

4. Laboratory processing procedures

5. Subject/Patient Care

6. Extensive Computer Use

7. Occasional night and weekend work schedules
8. Lifting up to 20 pounds and occasionally more then 20 pounds

9. Ability to drive and daily availability of an automobile

By signing below you have read and understand the job description for which you are hired

__________________________________________    

________________

Employee Signature






Date

__________________________________________    

________________

Director Signature






Date
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