JOB DESCRIPTION 

	1. JOB IDENTIFICATION

	Job Title:  Project Assistant, Band 4
Responsible to:  Research Administration Manager
Department(s): Glasgow Clinical Research Facility (Glasgow CRF) 

Directorate:   
Corporate
Operating Division: Glasgow Clinical Research Facility (Glasgow CRF)


	2.
JOB PURPOSE



	As part of a multidisciplinary team the post holder will:
·    Provide administrative and technical support to Investigators and/or members of the research team 

·    Assist research nurses in providing specialist research to research participants and will regularly work unsupervised throughout various locations/sites.

·    Provide dedicated, comprehensive project support as part of the research team on a project by project basis, for Glasgow CRF research projects.

·    Co-ordinate specified components of the research project for instance site approvals and document management.


	3.
ROLE OF DEPARTMENT

	GCRF is a NHS & University of Glasgow (UoG) Facility set up to support clinical research across NHS Greater Glasgow & Clyde (GG&C).  GCRF is the clinical operational component of the UKCRC Registered Glasgow Clinical Trials Unit (GCTU).  GCTU comprises of NHS Research & Development Dept, the Robertson Centre for Biostatistics (UoG) and GCRF.

GCRF staff have NHS contracts and are funded by Scottish Government (Chief Scientist Office (CSO) – NRS Infrastructure funding), non-commercial and commercial project income.  Additional staff are employed on project-specific fixed term contracts to meet service requirements. 

GCRF staff comprise of a multi-disciplinary team working together to provide comprehensive clinical research support to investigators from study start-up to archiving.  The core disciplines within the team are: 
· Clinical (Research Nurses/Medical)

· Project Management 

· Education, Training and Quality
· Clerical and administration

The clinical facilities are on the South Glasgow Campus and Glasgow Royal Infirmary however GCRF is committed to supporting research projects across NHS GG&C in primary, secondary and tertiary care.


	5.
ORGANISATIONAL POSITION



	6.  
SCOPE AND RANGE



	· Provide a dedicated, professional project assistant service to research personnel to support to the management of the project outcomes.
· Effectively co-ordinate specified components of research projects utilising time management and organisational skills.
· As part of a multidisciplinary team the post holder will provide project specific technical support for patients or healthy volunteers in a range of research protocols and will regularly work unsupervised.
· Contribute to the provision of a high quality, safe and supportive environment in order to care for patients within the Glasgow Clinical Research Facility (CRF). 

· Co-ordinate and effectively manage identified components to ensure appropriate resources are in place to support projects.

· Ensure adequate project resources e.g. specific consumables are available in all sites supported by the GCRF.  

· The post holder will provide project specific reports as required to the study team and GCRF management team. 
· The post holder will work at all times to local policies, standards and research Regulations and guidelines
· As required, provide cover for the Project Management Unit Administrator, GCRF Project Assistants and Receptionists.


	7. 
MAIN DUTIES/RESPONSIBILITIES



	Departmental

· Provide administrative support and co-ordinate trial related documentation.

· Provide technical support as required for trial specific procedures.

· Effectively co-ordinate allocated research projects ensuring relevant staff are fully informed of the status and progress of the research project.
· Develop and maintain project specific documentation regarding in-house laboratory procedures and transportation.
· Share responsibility for key aspects of project delivery, demonstrating an awareness of cost efficiency and safety.
· Assist in implementation of clinical trial protocols in accordance with International Conference on Harmonisation/Good Clinical Practice (GCP/ICH).  This will include complex commercial trials.
· Meticulous collection and collation of all clinical trial data using both paper and electronic format e.g. trial specific case report forms.
· As part of the multidisciplinary team work in collaboration with investigators and research nursing staff to promote quality patient care.
· Communicate with research participants referring them to an appropriate member of the research team if they require any clinical assessment, additional information or support.
· Work within Divisional policies and procedures to ensure maintenance of safe working practices for patients and colleagues as outlined by the Health and Safety Protocol.
· Assist in the development of Standard Operating Procedures (SOPS) for use by all research staff using the Glasgow CRF both within and outside the department.
· Co-ordinate GCRF appointment diaries, order patient transport and provide activity reports to GCRF management team as required.
· Perform a range of duties as specified in individual protocols e.g.  sample management which may include internal and/or external laboratories, data management using electronic or paper case report forms.
· Ensure all project specific equipment is maintained and available for individual project requirements.
· Identify and report in a timely manner, to senior team members, any project specific issues that could have a detrimental impact on the delivery of the project.
· Maintain patient confidentiality at all times.

Personal

· To maintain an up to date knowledge of all aspects of the job.

· To develop the post-holder’s knowledge and understanding of research projects by attendance at courses/training / study meetings
· To identify appropriate learning opportunities and training requirements.

· To work in a way that minimises risks to health, safety and security.



	8. SYSTEMS AND EQUIPMENT



	· Use of Microsoft Office packages such as Word, Excel, Access, Outlook 
· Use of internet and Intranet 
· Use of Personal Computer, Printer, Photocopier, Fax machine Telephone
· Use of study specific equipment.
· Use of trial specific data capture systems e.g. Case Report Forms (paper & electronic)
· Use of study specific equipment  



	9. ASSIGNMENT AND REVIEW OF WORK



	· The post holder will be expected to work as part of the research team whilst having allocated responsibility for specific elements of the project.
· A Personal Development Plan is agreed annually and reviewed at intervals by the Research Nurse Manager


	10.
DECISIONS AND JUDGEMENTS



	With the support of the GCRF research team the postholder will be able to: 
· Take a proactive approach to anticipate tasks and problems that may arise and take responsibility for ensuring that appropriate action is taken.

· Plan and prioritise workload.

· Make informed decisions and responsible choices

· Provide appropriate contributions to the planning, delivery and evaluation of direct healthcare and the context in which it is provided.
·    Recognise change in patient condition and know when to refer on to Senior Nurse Manager.

   

	11.
 PHYSICAL, MENTAL, EMOTIONAL AND ENVIROMENTAL DEMANDS OF THE JOB



	Physical

· Use of IT/PC equipment for specific lengths of time, approximately 40% of working day

· Moving and handling of equipment 

· Collecting patient casenotes from different hospital departments

· Exposure to body fluids/therapeutic products

· Walks/stands for specific lengths of time 
Mental

· Concentration, frequent interruptions

Emotional

· Dealing with aggressive research participants/relatives/ external agencies. 
· Working to tight timelines.
· Working with and reporting to senior internal and external personal.
Environmental

· Postholder will be required to work at clinical research facilities across GGC.


	12.
MOST CHALLENGING/DIFFICULT PARTS OF THE JOB



	· Managing and prioritising competing demands on time

· Working with a large number of clinical trials and protocols with very different support requirements from the post holder
· Communicating with multiple stakeholders:  NHS R&D, Investigators, research participants, relatives, pharmaceutical companies 
· Working across multiple hospital sites and working with a number of different teams.


	13. COMMUNICATIONS AND RELATIONSHIPS 



	Internal
· GCRF nursing, administration and management staff.
· NHS departments e.g. imaging, bioengineering, radiology, medical records, wards, laboratories
· NHS R&D Systems and Finance Departments.
External

· The post holder communicates with other CRF’s, research sites and co-ordinating centres. 
· Commercial study co-ordinators
· Study monitors
Modes of Communication

· Communication is verbal (face to face and over the telephone), written (via letters, fax and email) and through a variety of other interactions such as meetings, group / committee work.



	14.
 KNOWLEDGE TRAINING AND EXPERIENCE  REQUIRED TO DO THE JOB



	· Minimum 3 years clerical/administration experience or recognised qualification in administration

· Previous relevant NHS or other relevant experience in a care environment.

· Ability to use MS Outlook and applications proficiently

· Effective written and verbal communication /literacy/numeracy skills

· Evidence of team working skills with an ability to work using own initiative.

· Ability to carry out complex technical tasks in a busy environment.
· Ability to work travel across hospital sites in NHS GGC.
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