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Oxford University Clinical Research Unit, Viet Nam



JOB DESCRIPTION
Clinical Research Coordinator

	ORGANIZATION & RESEARCH BACKGROUND
	Oxford University Clinical Research Unit Vietnam (OUCRU-VN) has been working in Viet Nam for 18 years on infectious diseases studies and has a well-established research program and facility at the Hospital for Tropical Diseases (HTD), Ho Chi Minh City. 
The research collaboration expanded to Hanoi in 2006 and an office is based in the National Hospital of  Tropical Diseases (NHTD), Hanoi. 
The Unit’s main focus of work is in Typhoid, Dengue, Infections of the Central Nervous System (including viral encephalitis), Malaria, Tetanus, Influenza and TB



	JOB TITLE /SUMMARY
	The Clinical Research Coordinator is responsible for facilitating clinical research trials conducted by OUCRU-VN at hospitals in Hanoi.


	LENGTH OF CONTRACT
	One year with contract extension based on annual performance appraisal and Research approval


	PROBATION PERIOD
	Full time subject to successful completion of initial two months probation period.


	RESPONSIBLE TO
	Director of Unit


	HOURS OF WORK
	37.5 hours/week – Monday to Friday


	BENEFIT
	· Contracted salary:  Negotiate (depending on actual experience and education)

· Health insurance through AonCare: In-patient and out-patient medical coverage; Personal accident insurance coverage

· 13th month salary (annual bonus) + one month salary for annual clothes

· Annual leave 18 days/year (increased to 21 days in year three).
· Vietnam Social & Health insurance, Sick leave, Personal leave, Maternity leave and National holidays will be based on Vietnam Labor Law

	JOB DUTIES/ RESPONSIBILITIES 
	Key responsibilities and tasks: 


· Understand relevant clinical study protocols.

· Plan, implement and coordinate all aspects of data collection, recording and source documentation, as per hospital and unit policy and ICH/GCP guidelines.

· Organize logistics of study materials including drugs, files, test kits, data and other materials. 

· Identify problems using assessment skills and report any abnormalities to supervisor or Principal Investigator of the study.

· Execute study-related administrative tasks, such as collection of data and regulatory documents, filing, maintaining patient charts, etc.

· Coordinate patient visit schedule as per study protocol.

· Attend career training to improve skills and update relevant knowledge.

· Other tasks as required.

Additional responsibilities of advanced candidates:

· Execute aspects of study visit (e.g. monitoring of safety, medication, questionnaires, etc.) as required.

· Collaborate with doctors and multidisciplinary health care team in recruitment of study participants (e.g. identify and screen potential subjects, obtain informed consent, conduct pre-testing and administer questionnaires or other data collection tools).

· Assess study-related literature.

· Monitor the conduct of the study to ensure compliance with the principles of Good Clinical Practice, which will involve visiting the study sites on a regular basis.

· Liaise with sponsor for monitoring/audits.

· Brief doctors/consultants and investigators on conducting the trial. 

· Train study staff in protocol relevant procedures including laboratory, data, medication, files and other study procedure.

· Verify that pharmaceutical practices are in compliance with Good Clinical Practice and the study Manual of Operations;

· Write, file and collate trial documentation and visit reports with respect to monitoring; 

· Verify that data entered on to the CRFs is complete and consistent with patient clinical notes, known as source data/document verification; 

· Close down study centres on completion of the trial; 

· Other tasks as required.
Professional:

· To develop and adhere to the Unit’s standard operating procedures. 

· To conduct clinical research according to Good Clinical Research Practice Guidelines. 

· To raise any ethical concerns/issues with the Centre Director.  

· To identify personal development needs and utilize all reasonable opportunities to maintain and develop personal and professional knowledge and skills. 



	REQUIRED COMPETENCIES
	Person specification
Criterion - Essential

· Diploma/Degree of Science, Nursing or related field 
· Methodical approach to record-keeping
· Excellent written and spoken English and Vietnamese
· Team player
· Reliable
· Familiarity with computers, particularly MS Office: Word, Excel, PowerPoint, Access and e mail
Criterion - Desirable

· Knowledge of Good Clinical Practice Guidelines
· Experience in clinical research 
· Knowledge of local and international research regulations
 

	Working conditions

	This post is based in Hanoi, Viet Nam.  Travel to hospitals or units around Hanoi may be required on a daily or weekly basis.  Travel within Viet Nam or to other countries may be required.


	Deadline for application
	Interested applicants should send a curriculum vitae and application to trangbh@oucru.org no later than  21 May 2010. Only short list applicants will be contacted.















































































































