Health Science Specialist (0601) - Research Coordinator Position Description
· Position: Health Science Specialist (0601)
· Salary level: GS-9/1
· % effort: 100% 
· Status: Term appointment
Housed in the Health Services Research Section of the Department of Medicine at Baylor College of Medicine and at the Michael E. DeBakey VA Medical Center, the Houston VA Health Services Research and Development Center of Excellence is actively seeking  a highly motivated research coordinator to carry out the day-to-day activities for the study entitled, “Identifying and Delivering Point-of-Care Information to Improve Care Coordination.”  The ideal candidate will be a highly motivated individual who can work independently, with limited supervision.  
Duties and Responsibilities
The role of the coordinator will be to oversee and carry-out daily study operations as specified in the research protocol.  There is no patient contact in this position.  Coordinator duties include but are not limited to:
Study Administration
· Ensures that all study timelines are met 
· Monitors study activities to ensure compliance with protocols and with all relevant local, federal, and state regulatory and institutional polices
· Establishes study files and maintains master lists of study participants and other required records of study materials 
· Prepares and oversees study-related documentation; maintains all Institutional Review Board documents and handles communications with study sites
· Participates in the development of study protocols including guidelines for administration or data collection procedures
· Identifies protocol problems, informs investigators of problems, or assists in problem resolution efforts
· Prepares for or participates in audits conducted by study regulators or designated reviewers
Participant Recruitment, Data Collection, and Analysis
· Oversees, conducts and tracks participant recruitment, informed consent, and retention 
· Oversees and coordinates focus group and clinical performance data collection across multiple hospitals as described in the study protocol 
· Performs and oversees entering of study data and monitors consistency 
· Prepares data for statistical analysis as described in the study protocol
· Assists in evaluating and analyzing research data  
Study Reporting
· Prepares monitoring and progress reports as required by regulations and the research protocol 
· Gathers reference materials for publications, conference presentations and other scientific dissemination products
· Performs literature searches and reviews, and maintains reference management as needed
· Participates in the preparation of manuscripts, posters, and other scientific dissemination products as needed
Other Responsibilities 
· Coordinates, attends, and documents project meetings and related activities
· Coordinates activities and communications between study team and Overall project coordinator, Overall project research assistant, and our partner leaders and staff as appropriate 
· Attends individual meetings with Principal Investigator 
· Participates in focus group and performance measure design  
· Performs other job-related duties as assigned and/or required by the study protocol
Candidate Qualifications
Essential Skills:
· Strong analytical, reasoning, scientific writing, and organizational skills are a must – this individual in this position will be dealing with data at a high level.   
· Strong interpersonal skills (especially for interviewing and facilitation) also a must – this position requires interacting with others frequently, at a moderately high level of complexity. Incumbent must be able to work successfully as part of a team that includes research participants, support staff, research and  health care professionals, and leaders.  
· Strong telework skills, including excellent time management, communication and organization. 
· Proficient with technology-based communication tools (e.g., LiveMeeting, VTech/Skype, SharePoint) to facilitate telework.
· [bookmark: _GoBack]Must be a U.S. citizen.
Desirable Skills:
The ideal candidate will be familiar with Productivity Measurement and Enhancement System (ProMES), though we will provide this training if needed. Proficiency in data collection tools (e.g., focus group and interview techniques, web-based surveys, multimedia tools), or ability to learn these skills at a rapid pace is a plus.  Incumbent must demonstrate adaptiveness and ingenuity to the demands that arise from the supervisor and/or the research protocols currently being executed. 
Software Proficiencies:
The ideal candidate will be computer literate and highly proficient using Microsoft Office as well as videoconferencing software (e.g., Microsoft LiveMeeting); he/she also should have experience with statistical software (such as SAS or SPSS), and with bibliographic management software.  
Education and Experience Requirements:  
Master’s degree in behavioral sciences, public health, organizational psychology or related area strongly preferred. Minimum of 3 years of research experience is required. Experience with both quantitative and qualitative data collection and analysis.
Contact
Interested applicants should e-mail resume and cover letter to Mr. Edward Pomer, at Edward.Pomer@va.gov.  Please reference “Research Coordinator Position – SJH CREATE” in the subject line.
