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Job Description 

 

Job Title: Clinical Research Administrator 

Department/Division/Faculty: Section of Adult Infectious Disease, Department of Infectious 
Diseases, Faculty of Medicine 

Campus/Location: Hammersmith Campus (occasionally also Chelsea and Westminster 
Hospital and St Mary’s Campus) 

Job Family/Level:                            Professional Services Level 2a (Salary scales) 

Responsible to:              Professor Chris Chiu 

Line Management for:                   N/A 

Key Working Relationships 
(Internal): 

Prof Chris Chiu, the Clinical Project Manager, the research nurses 
and the lab team.  

Key Working Relationships 
(External): 

Other multidisciplinary research teams including research 
coordinators/administrator, research nurses and investigators outside 
the College or Trust. Study sponsors, clinical trial monitors, Trust 
departments including laboratory, pharmacy, imaging and Research & 
Development, Staff of Contract Research Organisations and Industry 
collaborators.   

Contract type:  Full Time Fixed Term for 2 years (Part Time option is also available - 
minimum 3 days per week).  

Purpose of the Post 
We are looking for a highly organised Clinical Research Administrator to assist with our growing portfolio of 
research studies. 
 
Influenza, respiratory syncytial virus (RSV) and coronaviruses (CoV) are major causes of severe disease 
worldwide. They occur both seasonally and, as with SARS-CoV-2, may be responsible for pandemics. 
There remain many unanswered questions about why some people develop severe disease while others 
do not when infected with the same virus. Better understanding of these differences will lead directly to 
improvements in the development of more effective vaccines and treatments. Our team currently run human 
infection challenge and vaccine studies, in which healthy volunteers are infected with RSV, influenza or 
SARS-CoV-2, or given a vaccine, and their immune responses measured over the course of infection.  
 
The successful candidate will become an integral member of the Chiu Group, working closely with the 
Clinical Project Manager and wider multi-disciplinary team. The role will be vital in the successful 
recruitment of study participants and day to day running of the Group’s complex research study portfolio.  
The Clinical Research Administrator will also provide support to ensure the successful set-up, running and 
completion of research studies. 
 
This position includes office-based work at the Hammersmith Campus in White City, with some travel 
requirements to other Imperial College London campuses and Imperial College Healthcare NHS Trust 
hospitals. It may also require some travel to the Chelsea and Westminster Hospital and the Royal Free 
Hospital. There is some flexibility to work from home in line with Imperial College London guidelines and 
with agreement from the line manager. 
 
The successful candidate will bear excellent organisational and communication skills and demonstrate 
experience or willingness to learn meticulous record keeping.   
 
All relevant training will be provided. 

https://www.imperial.ac.uk/human-resources/pay-and-pensions/salaries/
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Key Responsibilities 
 

• Closely monitor our shared mailboxes and liaise with participants in a friendly and helpful manner  

• Manage bookings of study visits and liaising with the Imperial Clinical Research Facility 

• Manage the Chiu Group volunteer database 

• Record-keeping and establishment and maintenance of effective filing systems, both physical and 
electronic 

• Creation and management of the Investigator Site File / Trial Master File and of the participant 
folders  

• Archiving of all essential study documents 

• Arrange study advertising through local community groups, radio or newspaper stations 

• Processing and tracking participant reimbursements 

• Quality checking of completed study documents 

• Data entry into the electronic Case Report Form (eCRF) and resolving data queries 

• Feedback to the clinical team about quality of paperwork and check adherence to GCP  

• Support monitoring activities of the research studies 

• Ordering stationery and consumables and performing stock checks 

• Schedule meetings, create agendas and take minutes 

• Attend training courses, departmental and internal team/study meetings  

• Assist with Standard Operating Procedure (SOP) writing and manage SOPs 

• Maintain confidentiality and professionalism in respect to the study participants information and 
communication with them 

• Maintain staff training records 

• General office administration such as photocopying, filing, arranging shipments 

• Arrange team social and public and participant involvement and engagement (PPIE) events  

• Assist with travel bookings for conferences 

• Assist with the scheduling of meetings for Prof Chris Chiu and external people 
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Person Specification 

 

Requirements 
Candidates/post holders will be expected to demonstrate the following: 

Essential (E)/ 
Desirable (D) 

Education  

Educated to a minimum of A-level standard E 

Willingness to undertake Good Clinical Practice (ICH-GCP) and Information 
Governance training 

E 

Experience  

Administration experience in a busy office environment E 

Experience in a patient/customer/client facing role E 

Evidence of working effectively in a team E 

Experience of working in clinical research studies  D 

Experience of working with confidential and sensitive information such as medical 
records 

D 

Experience of working with database systems D 

Knowledge  

Understanding of Good Clinical Practice (GCP)  D 

Understanding of General Data Protection Regulations (GDPR) and patient 
confidentiality 

D 

Knowledge of medical, scientific and/or research terminology D 

Skills & Abilities  

Excellent IT skills with experience of using Microsoft Office, particularly Excel, Word 
Outlook and PowerPoint 

E 

Meticulous attention to detail E 

Excellent organisational skills with a proven ability to manage time effectively, 
prioritise work and to deliver results consistently to tight timelines 

E 

Excellent interpersonal skills with the ability to interact with a wide range of 
professionals and develop good working relationships with staff at all levels 

E 

Excellent verbal and written communication skills, with consistently professional 
approach 

E 

Self-motivated and enthusiastic with a proactive approach to working  E 

Ability to work independently and to show initiative  E 

Friendly and polite telephone manner E 

Professional and helpful written communication manner E 

Reliability and punctuality  E 

Discipline and regard for confidentiality and security at all times E 

Ability to be flexible and respond well to changing work priorities E 

Flexible to the changing needs and demands of the Study Team E 

Willingness to undertake any necessary training for the role E 
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Further Information 

Please note that job descriptions cannot be exhaustive, and the post-holder may be required to undertake 
other duties, which are broadly in line with the above key responsibilities. 

 

Imperial College is committed to equality of opportunity and to eliminating discrimination. All employees are 
expected to follow the Imperial Values & Behaviours framework. Our values are:  

• Respect               

• Collaboration 

• Excellence           

• Integrity 

• Innovation 

Employees are also required to comply with all College policies and regulations paying special attention to: 
Confidentiality, Conflict of Interest, Data Protection, Equal Opportunities, Financial Regulations, Health and 
Safety, Information Technology, Smoking, Private Engagements and Register of Interests. They must also 
undertake specific training and assume responsibility for safety relevant to specific roles, as set out on the 
College Website Health and Safety Structure and Responsibilities page. 

The College is a proud signatory to the San-Francisco Declaration on Research Assessment (DORA), which 
means that in hiring and promotion decisions, we evaluate applicants on the quality of their work, not the 
journal impact factor where it is published. For more information, see https://www.imperial.ac.uk/research-
and-innovation/about-imperial-research/research-evaluation/ 

The College believes that the use of animals in research is vital to improve human and animal health and 
welfare. Animals may only be used in research programmes which are ultimately aimed towards finding new 
treatments and making scientific and medical advances, and where there are no satisfactory or reasonably 
practical alternatives to their use. Imperial is committed to ensuring that, in cases where this research is 
deemed essential, all animals in the College’s care are treated with full respect, and that all staff involved with 
this work show due consideration at every level. Find out more about animal research at Imperial. 

We are committed to equality of opportunity, to eliminating discrimination and to creating an inclusive working 
environment for all. We therefore encourage candidates to apply irrespective of age, disability, marriage or 
civil partnership status, pregnancy or maternity, race, religion and belief, gender reassignment, sex, or sexual 
orientation. We are an Athena SWAN Silver Award winner, a Disability Confident Leader and a Stonewall 
Diversity Champion. 

 

https://www.imperial.ac.uk/about/values/our-values/
https://www.imperial.ac.uk/safety/safety-by-topic/safety-management/health-and-safety-management-system/structure-and-responsibilities/
https://www.imperial.ac.uk/research-and-innovation/about-imperial-research/research-evaluation/
https://www.imperial.ac.uk/research-and-innovation/about-imperial-research/research-evaluation/
http://www.imperial.ac.uk/research-and-innovation/about-imperial-research/research-integrity/animal-research
https://www.imperial.ac.uk/equality/accreditations/athena-swan/
https://www.imperial.ac.uk/equality/accreditations/disability-confident/
https://www.imperial.ac.uk/equality/accreditations/stonewall/
https://www.imperial.ac.uk/equality/accreditations/stonewall/

