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Job Description



MASSACHUSETTS GENERAL HOSPITAL

Job Title:    Project Coordinator




Job Family:
Research
Job Code:


Grade:
014


FLSA Status:
Exempt
Department:   Psychiatry




Reviewed By:
Dr. John F. Kelly
Position Reports To: Dr. John F. Kelly



Date Description last revised:
     
GENERAL SUMMARY/ OVERVIEW STATEMENT:  Summarize the nature and level of work performed.

The Center for Addiction Medicine within the Massachusetts General Hospital Department of Psychiatry is seeking to recruit a full time project coordinator to coordinate the Recovery Research Institute (RRI) (www.recoveryanswers.org), conduct data analyses for manuscript publications, and assist with research study tasks and administrative duties in the center.  The candidate will be supervised by Dr. John F. Kelly, the Director of the RRI and Associate Director of the CAM. 
How To Apply  

Please complete the online application and be sure to include BOTH a resume AND cover letter saved as one document.  
PRINCIPAL DUTIES AND RESPONSIBILITIES: Indicate key areas of responsibility, major job duties, special projects and key objectives for this position.  These items should be evaluated throughout the year and included in the written annual evaluation.

Specific responsibilities include:
· Systematically review the literature on addiction treatment and recovery.
· Update and maintain the Recovery Research Institute website.
· Demonstrate initiative and creativity in accessing, aggregating and analyzing data.
· Provide quality assurance for databases and data collection procedures, and provide support to colleagues in managing and interpreting data. 
· Assist with research study tasks occurring at the center.
· Assist with grant writing and IRB related tasks.
· Perform administrative support duties as required.
· Undertake special research projects as assigned by the Associate Director.
· Community outreach and engagement
SKILLS/ABILITIES/COMPETENCIES REQUIRED:  Must be realistic, objective, measurable and related to essential functions of this job. 

· Expertise in working with SAS, SPSS Statistical Software, MS operating systems, and experience in working with MS Office including PowerPoint
· The position requires knowledge of epidemiology and statistics, psychology and neuroscience/biology.
· The candidate should have excellent written and verbal communication skills, as well as strong organizational skills to handle multiple tasks in a busy environment
LICENSES, CERTIFICATIONS, and/or REGISTRATIONS (if applicable):  Specify minimum credentials and clearly indicate if preferred or required


N/A
EDUCATION:  Specify minimum education and clearly indicate if preferred or required
Master’s degree preferred (e.g. MPH). 

EXPERIENCE: Specify minimum creditable years of experience and clearly indicate if preferred or required
A minimum of one –two years of related experience required
Project Management experience preferred 

Database management experience preferred 

Previous experience with clinical research and summarizing scientific literature is required.  

SUPERVISORY RESPONSIBILITY (if applicable):  List the number of FTEs supervised.

N/A
FISCAL RESPONSIBILITY (if applicable):
Indicate financial “scope” information, i.e.: size of budget, volume, revenue, etc.; Indicate total physician/non-physician FTE scope
N/A
WORKING CONDITIONS: Describe the conditions in which the work is performed.

Office environment
APPROVAL:

(NAME)

Department Mgr.         ____________________     Title:   _____________     Date: ________
(NAME)

Other, As Appropriate  ___________________      Title:   _____________     Date:   ________
The above is intended to describe the general contents and requirements of work being performed by people assigned to this classification.  It is not intended to be construed as an exhaustive statement of all duties, responsibilities or skills of personnel so classified.

Last Revised:  April 2008


