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____________________________________________________________________________
Nuffield Department of Surgical Sciences

	Job title
	Trial Coordinator – DISCUS and Trans-EndoNET

	Division
	Medical Sciences 

	Department 
	Nuffield Department of Surgical Sciences

	Location
	Botnar Research Centre

	Grade and salary
	Grade 6: £32,332 - £38,205 per annum

	Hours
	Full time

	Contract type
	Fixed-term until 02 January 2025 in the first instance

	Reporting to
	Amy Taylor, NDS SITU Operational Lead

	Vacancy reference
	NDSA930

	Additional information
	If you have caring responsibilities (childcare or medical/elder care) and need to hire professional services to enable you to attend your interview with NDS, we will be happy to reimburse you for these costs in full*. 

*Any amount must have prior agreement.


The role 
We are looking for a Clinical Trial Coordinator to work in our busy Clinical Trials team. You will be working across a number of studies and will be based at the Botnar Research Centre in Headington, Oxford but you may be able to agree a pattern of regular remote working with your line manager. 

You will work closely with the Trial and Data Managers for each study to ensure the effective conduct of the studies in accordance with the trial protocols and regulatory and institutional procedures where appropriate.
You will help manage the trial email account, maintain trial files and will assist the management of the participating clinical centres’ activities, which may include conducting site visits and addressing training needs where appropriate. You will work as part of a wider team, working closely with the NHS clinical and academic staff to ensure the highest standards of research governance and to deliver the trial on time and to budget.
DISCUS (Duroplasty for Injured Cervical Spinal Cord with Uncontrolled Swelling) is an emergency spinal neurosurgery randomised controlled trial for Traumatic Spinal Cord Injury (TSCI). It recruits from major trauma centres and follows them up at rehab and compares surgery including laminectomy plus duroplasty to surgery including laminectomy. 
Trans-EndoNET is a mechanistic sub-study of the NIHR Funded EndoNET Trial, a Phase III Trial looking at neoadjuvant endocrine treatment in post-menopausal women with breast cancer. It is designed to assess the influence of patient metabolism on the response to neoadjuvant endocrine therapy in post-menopausal women with oestrogen receptor positive breast cancer.
Responsibilities 
· Aid in the preparation of key trial documents including protocol amendments and operational manuals as required. To produce and circulate trial specific documentation ensuring accurate version control. 
· To work with the TM to manage the activities of the participating clinical centres, including monitoring and close-out of trial sites. To assist the TM in obtaining ethics approvals and facilitating the R&D approval process at the participating centres.
· Together with the TM, identify and ensure that training needs are addressed at the clinical centres and ensure that the TM is kept fully informed about any significant issues arising. To perform site visits with the TM if necessary to resolve trial-related issues and to maintain good working relationships with the clinical centres.
· Manage the generic trial email account, responding to, or triaging queries as appropriate. To deputise for the TM where appropriate.
· To be trained on and maintain a working knowledge of all existing unit SOPs so as to comply with GCP and quality assurance policies.
· To maintain trial files, including the trial master file, and facilitate the flow of communication and documents as necessary.
· Ensure accurate financial records for expenditure are maintained as appropriate. To assist the TM with tracking and monitoring of income and expenditure escalating potential discrepancies as appropriate. To check accuracy of invoices and assist with the resolution of any payment queries. In accordance with the University rules, ensure value for money and financial probity and thereby ensure appropriate controls over expenditure.
· To schedule committee meetings and communicate these to the members in a timely and professional manner. To make arrangements for face-to-face committee meetings in liaison with the Sponsor if needed, ensuring meeting venues, accommodation, logistics, itineraries and meeting agendas are coordinated and circulated in a timely manner.
· To ensure that the dates and documentation for meetings are collated and distributed in a timely fashion. To take minutes of senior trial team meetings and ensure these are distributed in a timely fashion. To take minutes at regular operational meetings to ensure effective progress of the study towards its objectives. To prepare PowerPoint presentations and present them at meetings as required.
· To write and edit mailshots and trial newsletters for distribution to the clinical centres.
· Advise on the content and design of amendments to the trial e-CRFs as required. To ensure high standards of data collection throughout the trial, including adequate training and advice on data collection to clinical centres.
· To ensure the timely reporting of Serious Adverse Events and Clinical Events in liaison with the Chief Investigator and the Sponsor.
· Ensure timely production and distribution of project status and statistical reports to oversight committees and the Sponsor as requested.
· Establish a cohesive team by working with the TM, trial statistician, data manager and database programmers to develop and run trial-specific quality control checks on the data to ensure accuracy and consistency on an on-going basis.
· To undertake other duties appropriate to the grade.
Pre-employment screening

Standard checks

If you are offered the post, the offer will be subject to standard pre-employment checks. You will be asked to provide: proof of your right-to-work in the UK; proof of your identity; and (if we haven’t done so already) we will contact the referees you have nominated. You will also be asked to complete a health declaration so that you can tell us about any health conditions or disabilities for which you may need us to make appropriate adjustments.
Please read the candidate notes on the University’s pre-employment screening procedures at: https://www.jobs.ox.ac.uk/pre-employment-checks  

Selection criteria 
Essential selection criteria
· Educated to A level or equivalent in English, Maths and a Science related subject.

· Evidence of excellent communication skills, both oral and written.

· Experience in clinical research and working knowledge of the relevant ethical, legislative and research governance requirements relevant to clinical trials

· Familiarity with medical terminology

· Ability to demonstrate good organisational and problem-solving skills i.e. able to plan and prioritise, and to work to deadlines, with an enthusiastic approach to challenges

· Friendly, flexible and co-operative with an ability to work as a motivator and contributor in a team

· Ability to demonstrate application of a range of IT skills (e.g. Microsoft packages)

· Willingness to travel to trial sites and to meetings nationally
Desirable selection criteria
· Experience with electronic data capture systems.

· Experience in Randomised Controlled Trials.

About the University of Oxford 
Welcome to the University of Oxford. We aim to lead the world in research and education for the benefit of society both in the UK and globally. Oxford’s researchers engage with academic, commercial and cultural partners across the world to stimulate high-quality research and enable innovation through a broad range of social, policy and economic impacts.
We believe our strengths lie both in empowering individuals and teams to address fundamental questions of global significance, while providing all our staff with a welcoming and inclusive workplace that enables everyone to develop and do their best work. Recognising that diversity is our strength, vital for innovation and creativity, we aspire to build a truly diverse community which values and respects every individual’s unique contribution.

While we have long traditions of scholarship, we are also forward-looking, creative and cutting-edge. Oxford is one of Europe's most entrepreneurial universities and we rank first in the UK for university spin-outs, and in recent years we have spun out 15-20 new companies every year. We are also recognised as leaders in support for social enterprise.

Join us and you will find a unique, democratic and international community, a great range of staff benefits and access to a vibrant array of cultural activities in the beautiful city of Oxford.  

For more information, please visit www.ox.ac.uk/about/organisation. 
Medical Sciences Division

The Medical Sciences Division is an internationally recognized centre of excellence for biomedical and clinical research and teaching. We are the largest academic division in the University of Oxford.

World-leading programmes, housed in state-of-the-art facilities, cover the full range of scientific endeavour from the molecule to the population. With our NHS partners we also foster the highest possible standards in patient care.

For more information please visit: www.medsci.ox.ac.uk  
Nuffield Department of Surgical Sciences

At the Nuffield Department of Surgical Sciences (NDS), we don’t just talk about valuing our staff: we back it up with action. From flexible working to our generous family policies, we prove on a daily basis our commitment to supporting our staff and allowing them to decide how they work best. 

NDS is one of the few remaining academic surgical departments in the UK, currently hosting academics from every surgical discipline who undertake both basic and translational research, reflecting our true multidisciplinary dimension and integrating surgical practice with cutting-edge science. The research environment in NDS includes a long-established immunology, tolerance and transplantation group, alongside well-established groups in bone cancer biology, islet-cell isolation and transplantation, cardiovascular, functional neurosurgery, high intensity focused ultrasound and urological oncology. In recent years, the department has expanded in areas of basic cancer research, pathology, bioinformatics and artificial intelligence. In addition, NDS is home to multiple biobanks, a clinical trials centre and a group of research nurses underpinning the research we do in the department. 
We also host two taught master’s courses and offer opportunities for research training for clinical and non-clinical graduates. In addition, we are responsible for delivering the surgical training to the University of Oxford Medical School undergraduates.
For more information please visit: www.nds.ox.ac.uk 
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Equality, Diversity and Inclusion

NDS is proud to have an Athena Swan Silver award, recognising the work we have undertaken to establish a culture of inclusivity and flexibility. 
The EDI Committee oversees the department’s equality, diversity and inclusion strategy. This includes all activity relating to NDS’ Athena Swan submission, and making the department fair accessible to all. We understand the systemic barriers that exist for those from marginalised communities and are constantly working to identify and remove those barriers to ensure everyone in our department has access to the same opportunities. We are committed to:
· establishing an open, supportive and family-friendly working culture
· supporting career progression through departmentally funded training opportunities, career conversations and mentoring.
· proactive communication of flexible working options, support for carers and wellbeing resources available within the department.

NDS actively promotes family-friendly policies to help foster a family-friendly working environment, including provision of family leave (including shared parental, carers and adoption leave), flexible/part-time working and scheduling meetings within core hours that are compatible with personal/family commitments.

The University’s childcare services support staff with Tax Free Childcare to help staff save tax and national insurance on childcare costs, and we offer information on nursery providers and a nursery fee Salary Sacrifice Scheme. Our partnership with playscheme providers helps to support families during school holidays and signpost staff to parenting, local authority and other organisations that help support families and parents.
The Department is committed to ensuring that staff undertaking part-time or flexible working receive the same access to benefits and entitlements as full-time staff, including the same opportunities for training and promotion, a pro-rata entitlement to leave including bank holidays and careful consideration of requests to work part-time (particularly for those by staff returning from maternity leave).

For more information please visit:

http://www.admin.ox.ac.uk/personnel/staffinfo/benefits/family/ and

http://www.admin.ox.ac.uk/personnel/during/flexible/
The best indication of how we value our people comes directly from our staff’s comments in the 2022 NDS staff experience survey:

“The department is so supportive to the staff, very kind and generous. Trusting to work flexibly while work still gets done.”

 “I like the inclusivity of our department, forward thinking and progressive, it makes me feel comfortable where I work.”

“[NDS] is a great place to work at in terms of the overall support, relationships with peers, departmental management and senior leadership.  Thank you all for putting all the effort and hard work in trying to make the department a better place of work.”

“The interest towards employee's wellbeing is real. There is a will to implement changes aimed at improving inclusiveness and equality.”
We encourage applications from candidates regardless of gender identity, race, disability, age, neurodivergence, sexual orientation, religion or belief, marital status, or pregnancy and maternity. To learn more about EDI in our department, visit our website.
Potential applicants may contact recruitment@nds.ox.ac.uk to discuss any aspect of EDI in the Department. 
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How to apply

Applications are made through our e-recruitment system and you will find all the information you need about how to apply on our Jobs website https://www.jobs.ox.ac.uk/how-to-apply. 

Your application will be judged solely on the basis of how you demonstrate that you meet the selection criteria stated in the job description. 

As part of your application you will be asked to provide details of two referees and indicate whether we can contact them now.   
You will be asked to upload a CV and a supporting statement. The supporting statement must explain how you meet each of the selection criteria for the post using examples of your skills and experience. This may include experience gained in employment, education, or during career breaks (such as time out to care for dependants)

Please upload all documents as PDF files with your name and the document type in the filename. 
All applications must be received by midday UK time on the closing date stated in the online advertisement.
Information for priority candidates

A priority candidate is a University employee who is seeking redeployment because they have been advised that they are at risk of redundancy, or on grounds of ill-health/disability. Priority candidates are issued with a redeployment letter by their employing department(s).
If you are a priority candidate, please ensure that you attach your redeployment letter to your application (or email it to the contact address on the advert if the application form used for the vacancy does not allow attachments). 
If you need help
Application FAQs, including technical troubleshooting advice is available at: https://staff.web.ox.ac.uk/recruitment-support-faqs
Non-technical questions about this job should be addressed to the recruiting department directly at: recruitment@nds.ox.ac.uk  

To return to the online application at any stage, please go to: www.recruit.ox.ac.uk.
Please note that you will receive an automated email from our online recruitment portal to confirm receipt of your application. Please check your spam/junk mail if you do not receive this email. 

Important information for candidates
Data Privacy

Please note that any personal data submitted to the University as part of the job application process will be processed in accordance with the GDPR and related UK data protection legislation. For further information, please see the University’s Privacy Notice for Job Applicants at: https://compliance.admin.ox.ac.uk/job-applicant-privacy-policy. The University’s Policy on Data Protection is available at: https://compliance.admin.ox.ac.uk/data-protection-policy. 

The University’s policy on retirement
The University operates an Employer Justified Retirement Age (EJRA) for very senior research posts at grade RSIV/D35 and clinical equivalents E62 and E82 of 30 September before the 70th birthday. The justification for this is explained at: https://hr.admin.ox.ac.uk/the-ejra. 

For existing employees on these grades, any employment beyond the retirement age is subject to approval through the procedures: https://hr.admin.ox.ac.uk/the-ejra. 

There is no normal or fixed age at which staff in posts at other grades have to retire. Staff at these grades may elect to retire in accordance with the rules of the applicable pension scheme, as may be amended from time to time. 

Equality of opportunity

Entry into employment with the University and progression within employment will be determined only by personal merit and the application of criteria which are related to the duties of each particular post and the relevant salary structure. In all cases, ability to perform the job will be the primary consideration. No applicant or member of staff shall be discriminated against because of age, disability, gender reassignment, marriage or civil partnership, pregnancy or maternity, race, religion or belief, sex, or sexual orientation.
Benefits of working at the University
Employee benefits

University employees enjoy 38 days’ paid holiday, generous pension schemes, travel discounts, and a variety of professional development opportunities. Our range of other employee benefits and discounts also includes free entry to the Botanic Gardens and University colleges, and discounts at University museums. See https://hr.admin.ox.ac.uk/staff-benefits 

University Club and sports facilities

Membership of the University Club is free for all University staff. The University Club offers social, sporting, and hospitality facilities. Staff can also use the University Sports Centre on Iffley Road at discounted rates, including a fitness centre, powerlifting room, and swimming pool. See www.club.ox.ac.uk and https://www.sport.ox.ac.uk/. 

Information for staff new to Oxford 

If you are relocating to Oxfordshire from overseas or elsewhere in the UK, the University's Welcome Service website includes practical information about settling in the area, including advice on relocation, accommodation, and local schools. See https://welcome.ox.ac.uk/
There is also a visa loan scheme to cover the costs of UK visa applications for staff and their dependants. See https://staffimmigration.admin.ox.ac.uk/visa-loan-scheme 

Family-friendly benefits

With one of the most generous family leave schemes in the Higher Education sector, and a range of flexible working options, Oxford aims to be a family-friendly employer. We also subscribe to the Work+Family Space, a service that provides practical advice and support for employees who have caring responsibilities. The service offers a free telephone advice line, and the ability to book emergency back-up care for children, adult dependents and elderly relatives. See https://hr.admin.ox.ac.uk/my-family-care Childcare 
The University has excellent childcare services, including five University nurseries as well as University-supported places at many other private nurseries.
For full details, including how to apply and the costs, see https://childcare.admin.ox.ac.uk/ 

Disabled staff

We are committed to supporting members of staff with disabilities or long-term health conditions. For further details, including information about how to make contact, in confidence, with the University’s Staff Disability Advisor, see https://edu.admin.ox.ac.uk/disability-support 

Staff networks

The University has a number of staff networks including the Oxford Research Staff Society, BME staff network, LGBT+ staff network and a disabled staff network. You can find more information at https://edu.admin.ox.ac.uk/networks 

The University of Oxford Newcomers' Club 

The University of Oxford Newcomers' Club is an organisation run by volunteers that aims to assist the partners of new staff settle into Oxford, and provides them with an opportunity to meet people and make connections in the local area. See www.newcomers.ox.ac.uk. 

Oxford Research Staff Society (OxRSS)
A society run by and for Oxford University research staff. It offers researchers a range of social and professional networking opportunities. Membership is free, and all researchers employed by Oxford University are welcome to join. Subscribe at researchstaff-subscribe@maillist.ox.ac.uk to join the mailing list to find out about upcoming events and other information for researchers, or contact the committee on committee@oxrss.ox.ac.uk. For more information, see  www.ox.ac.uk/oxrss, Twitter @ResStaffOxford, and Facebook www.facebook.com/oxrss.  
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