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3 JOB DESCRIPTION

Position Title RESEARCH COORDINATOR ( AREST CF) Level [

Reports to (role)  IHESIYERELES

Team P4 Respiratory Health for Kids

Location Perth Children's Hospital, Nedlands

PURPOSE OF POSITION Provide a brief description of the general nature of the position; an overview of why the
job exists; and what the job is to accomplish.

This role is responsible for the coordination of clinical research studies undertaken by the AREST CF team. The role acts
as a liaison between AREST CF researchers, Hospital staff, research participants and their families.

KEY RESPONSIBILITIES

© A maximumof5 primary responsibilities for the position
© Listin order of importance
(> Workplace Safety is mandatory for all Job Descriptions

Tasks required to achieve

Key Key Responsibilites Measures
Study  Coordination of participant visits, including preparation of « Participant attendance at visits
Coordination study materials, communicating with participant families and « Timeliness and accuracy of data
Hospital staff collection instruments
« Management of participant documentation « Number and frequency of protocol
« Collection of participant visit and research data violations
« Entry of data into study database/s * Completeness of study master file/s
» Maintenance of electronic and hard copy study master file/s
« Collection and maintenance of staff qualification and training
materials, in accordance with GCP and Institute SOPs
Quality « Follow up of outstanding results and participant information as [+ Number of missing data fields
Management required e Completion and accuracy of

« Resolution of data clarification queries according to the data | participant documentation
clarification process

* Regular quality checks of participant documentation for data
quality and compliance with the protocol / GCP

« Input into AREST CF study procedures and documentation




_

KEY RESPONSIBILITIES continued ...

Tasks required to achieve

Measures

Ethics and
Governance

Key Responsibilites

» Maintenance and submission of Ethics and Governance
documentation for AREST CF clinical research projects

« Communication with PCH Ethics and Governance teams to
ensure that documentation is complete and timely

« Compliance with Ethics and
Governance processes

« Timely submission of applications /
amendments

Contribution to

« Input into and assistance with research related data collection

 Attendance at meetings

Respiratory and documentation for wider Respiratory team as required « Feedback from team members
Research  Attendance at and contribution to local and interstate
Activities meetings as required
« Contribution to AREST CF Operations Group and Data
Management Committee
* Attendance at Institute and CAHS educational seminars as
available
Consumer « Provide researcher representation and assist the Chair to
reference coordinate the group activities and communications.
group and
Supporting « Coordination of Evening with CF Scientists in collaboration

Activities

with CFWA




_

Workplace
Safety © Take reasonable care for your own safety and health |® Responsibilities are
and avoid harming the safety and health of others embedded in work practices.
through any act or omission at work.
© Hazards are effectively
(> Identify and assess workplace hazards and apply managed or reported.
hazard controls.
© Accidents and incidents are
© Report every workplace injury, illness or near miss, no reported in a timely manner.
matter how insignificant they seem.
© All applicable safety policies
© Abide by Telethon Kids Institute policies and and procedures are sought,
procedures. understood and implemented.
ESSENTIAL CRITERIA

Qualifications:  Undergraduate Degree, in life sciences

(what are the minimum

educational, technical or
professional qualifications
required to perform the role)

i » Experience in clinical research
Es§entlal « Good understanding of research methodology
Skills, « Experience with research ethics processes
(Lol WI[=le e[S « Ability to work as part of a multidisciplinary team
Experience: « Confidence to work independently

« Ability to manage multiple priorities and a demanding schedule, time-management skills with the

capacity to prioritise tasks and work to targets
* Ability to establish constructive working relationships with parents, their children and with fellow
colleagues
* Attention to detail
» Demonstrated ability to participate in the planning and coordination of projects
» Demonstrate sensitivity and professionalism when working with families
» Working with Children Check mandatory.

DIRECT REPORTS

List by job title any positions
to be supervised by this role

Approved by: Signature of the person with the authority @y

to approve the job description and job title

Date approved: Date upon which the job 29 October 2018
description was approved

Reviewed by P&C: Date when the job description
was last reviewed by People & Culture
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