Prairie Education and Research Cooperative
Position Description

POSITION TITLE: Research Assistant
REPORTS TO: Director/Chief Operating Officer, PERC

Approved By:

President of Board Date:

Director/Chief Operating Officer Date:

POSITION PURPOSE:

Assists research coordinators with tasks associated with data management of research
trials.

MAJOR TASKS. DUTIES AND RESPONSIBILITIES:

1.) Integrates PERC’s mission and vision in the daily tasks through dedication to
quality improvement and collaborative working relationships.

2)) Full commitment to Quality Assurance, Medicare Compliance, and the Health
Information Portability and Accountability Act (HIPAA) as defined by PERC
policy and the Federal Government.

3) Must be willing and able to incorporate PERC customer service protocols as they
relate to interactions with patients, families, physicians and co-workers.

4.) Knowledge and compliance with all OSHA guidelines.

5.) Maintains strict confidentiality of sensitive material and information.

6.) Assists Study Coordinator with minor consent form revisions

7.) Provides data entry service.

8.) Offers feedback on CRF development.

9. Assist Study Coordinators in the management of all study supplies.

10.)  Offers clerical support as needed such as filing, copying, shredding, and routing
documents.

11.)  Offers backup reception support for PERC secretary.

Organizes and maintains index of inactive or completed trials stored within PERC
or at the warehouse.

13.)  Assists Study Coordinators in handling and shipping specimens, documents and
study films.

14.)  Keep death list current.

15.) Maintain study patient database.

16.)  Pull records for Study Coordinators.

17.)  Conduct telephone follow-ups as delegated by study coordinators.

18.)  Keep pertinent databases current.

19.)  Provides expense and income information per patient to accounting department.




20.)  Schedules patients for follow-up testing and follow-up visits.
21.)  Track patient bills.
22.)  Assumes other responsibilities as assigned.

KNOWLEDGE AND SKILL REQUIREMENTS:

1.) Possess accurate and proficient typing, transcription, and general office skills as
are usually obtained through completion of a business or commercial training
program or its equivalent in experience. A high school diploma or its equivalent
is often required for entrance into such a training program.

2.) Possess good communication skills, both oral and written.

3) Must have the ability to organize work and meet deadlines.

4.) Must be able to deal with a variety of personalities in a mature manner.

5)) Demonstrate the ability to handle stress.

6.) Knowledge of billing and insurance forms desirable.

7.) Knowledge of tax and insurance forms for personnel desirable.

8.) Maintain current computer knowledge as needs change or new software programs
are acquired.

WORK ENVIRONMENT:

1.) Each job requires the following demands:
A.)  Physical Demands
. Must possess good physical and mental health.
. Must be capable of stooping, bending, stretching and lifting.
. Must be able to stand and walk for long periods.
. Must appear well groomed and poised at all times.
Must possess manual dexterity to handle and manipulate equipment
and appliances.
B.)  Mental Demands

1. Must have the ability to control emotions and maintain composure

under stress using tact and good judgment.

2. Must be able to adjust to various personalities and situations.

C.)  Special Demands

1. Must be self-confident and maintain a positive attitude.

2. Must be capable of performing in an environment that demands
extreme consciousness, emotional stability, attention to the minute
details and keen observation.

. Must have patience and tact in dealing with patients and the public.
4. Must have ability to work effectively in an environment which tends to
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be tension provoking.

5. Must be able to communicate effectively with patients, doctors, co-
workers, and other departments.

6. Must work well under supervision, as well as independently and be
able to take constructive criticism.
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