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JOB DESCRIPTION

Position title: 

Clinical Data 
Coordinator
Reports to: 
  
Data Solutions Lead



Division:
                   QSRS Australia – Data Solutions (QANZ)
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Responsibility statement

To assist and provide data management support to ongoing projects including database testing, query and discrepancy management, report preparation and maintenance of study documentation
Responsibilities include but are not limited to:

1.
Maintain data management study files on ongoing projects according to Standard 

Operating Procedures (SOPs).

2.
Assist in the preparation and analysis of study reports
3.
Dealing with database queries with site and project management persons
4.
Carrying out discrepancy management for ongoing studies
5.
Assist in the preparation of data management documentation in the start-up of new projects
6.
Performing study closeout, quality assurance and archiving activities
7.
Liaise with site management, project management and data entry personnel to ensure data management issues are followed through according to Good Clinical Practice/ICH GCP/FDA guidelines
8. 
Perform all work in a safe manner that ensures your health and safety and that of all other employees.

9.  
Maintain good working relationship with customers, peers and other departments.

10. 
Identification of continuous improvement within your areas of responsibility.

11. 
Perform related duties as assigned by your manager.

Qualifications


High School Certificate
Experience




Pharmaceutical industry
Records Management/Data Entry

Data Management
Skills and attributes


Computer literacy
Excellent communication skills: written, verbal

Excellent customer service skills

High level of enthusiasm and motivation

Honesty and Integrity

A meticulous attention to detail

Data analysis skills

Quintiles Competency profile
	Motivation
	Interpersonal Skills
	Learning/ Development Skills
	Decision Making/ Judgement
	Customer Focus
	Working with People
	Planning and Organisation
	Innovation

	1
	1
	2
	1
	1
	2
	2
	1


The above information on this job description has been designed to indicate the general nature and level of work performed by employees within this classification.  It is not designed to contain or be interpreted as a comprehensive inventory of all duties, responsibilities and qualifications required of employees assigned to this job.

Incumbent _____________________________________ Date _____ / _____ / _____




Name


Signature

Manager _____________________________________ Date _____ / _____ / _____



Name


Signature
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