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JOB DESCRIPTION

Job Title:  Clinical Trials Assistant
Pay  - 14.52 per hour
Location: Abbeywell Surgery, Nightingale site with cross-site working across all spoke sites Accountable to: GP Research Lead and Senior Research Sister
Key Relationships: Research Team, General Practice team at all spoke sites, Sponsors/CROs, Participants
Hours of Work: Part-time -  24 hours per week, Monday Wednesday and Friday after appropriate induction.

JOB SUMMARY
The Clinical Trials Assistant plays a key role in delivering high-quality clinical research within our primary care setting. Working as part of a multidisciplinary research team, the post-holder will support the delivery of a portfolio of studies from set-up through to close-out.
The role requires a combination of clinical competence, organisational skill, and the ability to work with increasing independence. The post-holder will contribute across the full research pathway, including participant identification, study delivery, data management, and study administration, while ensuring compliance with regulatory, ethical, and organisational standards.

1. CLINICAL RESPONSIBILITIES
· Support the safe and effective delivery of clinical research in accordance with study protocols and regulatory requirements 
· Contribute to the identification, screening, and recruitment of suitable participants 
· Coordinate and support the participant journey through the study, including arranging investigations and follow-up visits 
· Prepare and manage study documentation, equipment, and sampling materials for participant visits 
· Administer study questionnaires and diaries (face-to-face and remotely) 
· Undertake delegated clinical tasks, monitoring participant wellbeing and escalating concerns appropriately 
· Perform clinical observations and physical measurements 
· Carry out procedures including urinalysis, venepuncture, and sample processing (including centrifugation), and arrange shipment of biological samples in line with protocol requirements 
· Support the management of investigational medicinal products (IMP), including receipt, storage, accountability, and reconciliation 
· Maintain accurate, contemporaneous clinical and research documentation 

2. STUDY COORDINATION & DATA RESPONSIBILITIES
· Organise and prioritise workload across a portfolio of studies, working within defined protocols and timelines 
· Collect, record, and maintain high-quality research data, including completion of case report forms 
· Liaise with investigators, research nurses, and trial coordinating teams to resolve data queries 
· Maintain Investigator Site Files (ISF) and essential documentation to inspection-ready standards 
· Support study monitoring visits, audits, and regulatory inspections 
· Assist with study set-up, amendments, and close-out activities 

3. PROFESSIONAL RESPONSIBILITIES
· Communicate effectively with participants, carers, and the multidisciplinary team 
· Maintain confidentiality and manage sensitive information in accordance with data protection regulations 
· Work in compliance with Good Clinical Practice (GCP), regulatory requirements, and local Standard Operating Procedures (SOPs) 
· Contribute to a collaborative and high-performing research team culture 
· Participate in training and development, and support induction of new staff where appropriate 

4. PERFORMANCE AND FINANCIAL RESPONSIBILITIES
· Accurately record research activity using systems such as EDGE to support reporting and invoicing 
· Support study financial processes, including tracking activity and contributing to invoicing 

5. GENERAL RESPONSIBILITIES
· Maintain professional standards of conduct and presentation 
· Ensure all mandatory training (including GCP) is up to date 
· Identify, document, and escalate adverse events appropriately 
· Support study administration, including meeting coordination and documentation development 
· Implement study amendments accurately and in a timely manner 
· Seek guidance appropriately and work within scope of competence 

ADDITIONAL INFORMATION
This job description is not exhaustive and may be amended in discussion with the post-holder to reflect service needs.
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