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[bookmark: _GoBack]Executive Assistant/Project Manager/Clinical Trials Assistant 
John Myers, M.D.
Director of Clinical Research
Retina Specialty Institute 
5150 North Davis Highway
Pensacola, FL 32503

Job title: Executive Assistant/Project Manager/Clinical Trials Assistant
Immediate supervisor title: Clinical/Surgical Nurse Administrator, Director of Clinical Research
General summary: Perform a variety of research, database and clerical duties of a complex and technical nature in support of multiple clinics and clinical trial sites
Essential job responsibilities:
· Plan, execute and evaluate projects according to predetermined timelines and budgets
· Track and report on project milestones and provide status reports; develop tools and best practices for project management and execution
· Perform a variety of research, database and clerical duties of a complex and technical nature in support of multicenter clinical trials to assist investigators in organizing, gathering and compiling clinical research data
· Maintain and update site demographics on computer database; log forms received and file as appropriate; prepare reports from database including weekly reports and other reports as requested
· Supervise the receipt and dissemination of study-related regulatory documents and correspondence from assigned sites; screen documents for completeness and compliance with protocol and appropriate regulations; investigate incomplete, inaccurate or missing documents to ensure accuracy and completeness of data
· Maintain ongoing communications with sites to provide information and track documentation and overall progress of clinical trials including adherence to established guidelines; ensure study materials and drug kits are shipped and resupplied as requested; respond to questions related to study protocol independently or refer to others as appropriate; document all conversations in the database
· Assist clinical trials coordinators in general administrative activities as requested; assist in development of standard operating procedures for clinical trials and revision of data collection forms and worksheets
· Communicate regularly with regional data monitors as needed to provide information before and after visits to participating sites; review the monitor's post-visit reports and follow up on problems identified as appropriate
· Communicate and coordinate with other study personnel as required including data entry and randomization personnel, laboratories, study sponsors and others as needed for study implementation and problem resolution
· Attend routine weekly meetings and other meetings related to the clinical trial; stay abreast of information and any changes to study protocol
· Take initiative in follow-up action, organizing and expediting the flow of work for the executive
Education: Bachelor’s degree preferred
Experience:
· Three or more years of related experience in project management
· Three or more years of related experience in administration
· Experience in the health care industry or medical administration helpful
· Interest in research work a must in this profession
Skills required:
· Possess strategic, operational and technical management skills
· Exhibit strong communication skills, verbal and written
· Excel grammatically
· Demonstrate proficient and creative ability in presentations and templates using PowerPoint, Word, Adobe, Excel and Microsoft Office
· Possess time management and organizational skills — a must
· Able to meet deadlines
· Possess strong people skills — “Team Player”
· Able to give and receive feedback in a positive manner
· Demonstrate knowledge of mathematical data collection and research principles
· Able to read and disseminate analytical data
Additional preferred skills:
· Experience in medical administration and electronic medical records 
· Comfortable with Basecamp and other project management tools
Salary: Discussed during recruiting process
Required experience:
· Project Management/Administration/Healthcare Industry: Three years
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