JOB DESCRIPTION:  Medical Research Secretary

Employee’s Name: ____________________________                 Date: _____________

POSITION IDENTIFICATION

POSITION TITLE:

Medical Research Secretary
Reports To:


Director
Current Classification:
Exempt




Approved By: 
Julie Prettyman


Date:  
POSITION PURPOSE:
With a customer service orientation- answer phones, schedule appointments, take appropriate detailed messages, file documents, mail information, confirm office visit appointments, assists the Clinical Research Coordinators and Director with clinical duties as directed.
DUTIES & RESPONSIBILITIES:

· To provide secretarial support to the Director and wider multi-disciplinary team as and when required 

· To deal with telephone enquiries in a polite and courteous manner, answering by third ring as often as possible; bringing urgent matters to the attention of the Office Director and / or Office manager.
· Ability to perform multiple tasks simultaneously. 

· To provide audio and/or copy typing as required by the staff 

· To ensure patient confidentiality is observed at all times and abide by the Data Protection Act, HIPAA and OSHA requirements

· To ensure the safe disposal of confidential waste 

· To report any equipment and computer faults to the Director/Office Manager 

· Order supplies as needed; i.e. EKG leads, Lab kits, paper etc.

· To prioritize workload to ensure completion of work 

· To use the photocopier, fax and other office equipment in an appropriate manner 

· Receive, sort, and distribute mail/packages/Faxes; Ensure all documents are cleared off the fax machine and distributed several times each day.
· File lab reports, correspondence, IRB, etc as directed

· Pull charts as required
· Make “reminder” phone calls one day before subject appointment and verifying obligations and/or requirements.

· To comply with the Health & Safety at Work Act 

· To observe and maintain current office procedures as well as all Sponsor, IRB, CRO and affiliates policies.

· Schedule appointments within protocol window requirements.

· To assist in answering patient queries and transcribe telephone messages accurately and in a timely manner to the appropriate member of the team.

· Greet subjects as they sign-in for appointments and make appropriate staff aware of their presence.
· Recruit subjects/pharmaceutical companies as required.

· Complete site questionnaires as required.

· Obtain signatures for submission

· To physically compile, organize and be responsible for data collected related to AdvanceMed Research for all trials on an ongoing basis to meet contractual obligations with sponsors.
· Ability to perform in a highly stressful situations

· Local travel required to pick up files, medical records, radiology images, dry ice and any other items necessary to enroll and/or maintain subjects in our studies. 
· To provide visiting sponsors/monitors with required research data for their review on an ongoing basis to ensure compliance with GCP/ICH and/or sponsor requirements.

· To efficiently identify and reconcile discrepancies in source documentation, and other documentation related to trial conduction or subject care on an ongoing basis for research staff and sponsors to ensure data integrity and accuracy.
· “Opens” or “Closes” office each day, according to protocol

· Attends all regular staff meetings and take minutes
· To perform miscellaneous job-related duties as assigned.

EDUCATION, TRAINING AND COMPETENCIES

EDUCATIONAL REQUIREMENTS:

· High School Diploma Word processing / typing 

· Computer literate 

· Medical secretary background 

· Medical Secretarial Diploma
SPECIALIZED CERTIFICATES/LICENSES:
· None

TRAINING/EXPERIENCE CLINICAL REQUIREMENTS:

· Previous experience as a medical secretary 

· Knowledge of medical terminology 

· Knowledge of Microsoft Office 

· References needed for verification
TRANSFERABLE COMPETENCY REQUIREMENTS:
· Good communication and interpersonal skills

· High standard of accuracy

· Confident in using own initiative, prioritizing workload and meeting deadlines

· Ability to work as part of a team and alone with minimum supervision 

· Flexibility and able to adapt to change

SPECIFIC TECHNICAL COMPETENCY REQUIREMENTS:

· Efficient in Microsoft Office

· Phone skills
PHYSICAL REQUIREMENTS AND/OR ENVIRONMENTAL FACTORS:
· Work is normally performed in a typical interior/office work environment.
· Neat, professional appearance
· Ability to drive and daily availability of an automobile; Travel required

· Exposure to human bodily fluids

· Laboratory processing and/or handling may be required 
· Subject/Patient Care may be necessary
· Extensive Computer Use
· Extensive Phone Use
· Occasional evenings and weekends 
· Lifting up to 20 pounds and occasionally more then 20 pounds
· May be required to sit for long periods of time, and also stoop, bend, and stretch for files and supplies.

· Position requires manual dexterity sufficient to operate a keyboard, computer, telephone, calculator, copier, and such other equipment as necessary. 
By signing below you have read and understand the job description for which you are hired

__________________________________________    

________________

Employee Signature






Date

__________________________________________    

________________

Director Signature
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