Job Description: Project Coordinator

Acute HIV-1 Infection Observational Study and Cohort

Title: Project Coordinator for Acute HIV-1 Infection Observational Study and Cohort

The Ragon Institute of MGH, MIT and Harvard is seeking a strong applicant for the position of Project Coordinator to help oversee a large research study funded by the National Institutes of Health. This Acute HIV-1 Infection Study is aimed at helping scientists understand the immunological and virological events occurring during acute HIV-1 infection.  Acute HIV-1 infection is the first stage of infection and immediately follows exposure to and transmission of the AIDS virus. It is hoped that findings from this study will help elucidate the first disease events in HIV-1 infection and pave the way for the development of novel therapies for HIV-1 or an effective HIV-1 vaccine.  For more information on the study, please visit: www.acuteHIV.org. 

The Ragon Institute of MGH, MIT and Harvard was officially established in 2009 with a dual mission to contribute to the accelerated discovery of an HIV/AIDS vaccine and subsequently to establish itself as a world leader in the collaborative study of immunology.  The Institute incorporates the work of the Partners AIDS Research Center (PARC), which was established in 1995 in response to the continuing worldwide AIDS pandemic. The Center originally served both the Massachusetts General Hospital (MGH) and the Brigham and Women’s Hospital (BWH) and was a natural progression of more than a twenty-year commitment by clinicians and scientists to HIV/AIDS patient care and research. In its nearly 15 years, PARC facilitated multi-disciplinary AIDS research, spanning from basic molecular biology to clinical investigation, promoted HIV-related education and training and enhanced the clinical care of HIV-infected individuals.  The Ragon Institute continues PARC’s legacy while integrating engineering disciplines to facilitate novel experimental approaches and incorporate fresh ways of viewing complex biological systems, like the human immune system.  For more information on the Institute, please visit www.ragoninstitute.org. 

The Project Coordinator’s role will be to help provide project oversight and planning support to the Project Manager, Principal Investigators of the study and other project collaborators.  The Project Coordinator will work very closely with the Project Manager in an overall effort to help facilitate acute HIV-1 infection research at the Ragon Institute, in addition to helping coordinate and organize a High Risk cohort of subjects at a collaborating site. The job has the opportunity to be very educational, but the candidate should expect that the job will have administrative duties as well as coordination with the clinic.  By serving as a liaison between the various study members, the Project Coordinator will be responsible for the tracking and distribution of clinical data and sample inventory, the organization of meetings and conference calls, the submission of regulatory and progress reports in addition to other tasks that will ensure all research runs smoothly and effectively.  The Project Coordinator will also have the opportunity to strengthen and maintain partnerships with study collaborators, some international, and to think critically about the research progress being made and identify issues that may be limiting the success of the project.  

Duration:

A commitment for at least 2 years is preferred
Reporting/Location: 

The applicant will report to Kimberly Lane, and the Principal Investigators, Drs. Marcus Altfeld and Todd M. Allen. The position is currently based at the Ragon Institute of MGH, MIT and Harvard, which is located in the Charlestown Navy Yard and accessible by Partners shuttle buses from both MGH main campus and North Station. The new location of the building will be in Kendall Square, walking distance to the T-station, starting January 2014.
Qualifications:

The ideal candidate should possess at least a BA or BS degree with some prior experience in the field of healthcare. Applicants with a strong desire for project coordination experience and an interest in basic biology should also apply.  It is hoped that the candidate will have a clear interest in and appreciation for the Ragon Institute’s mission and feel invested in the research being done at the Institute.  The candidate should have strong organizational skills and excellent written and verbal communication skills. The ability to work well with a diverse group of individuals is absolutely crucial as is the ability to drive projects independently.  

Key Tasks:
The following are the key tasks for the Program Coordinator:

· Help facilitate meetings with agendas, project overviews, minutes, reports and action items and set up infrastructures to enable the rapid dissemination of information. 
· Ensure that all demographic, clinical and treatment data are complete in the cohort database. 
· Provide support to facilitate regulatory submissions to the IRB. Maintaining and updating IRB documents for nearly dozen associated studies and cohorts, ensuring all documents are in place for Human Subjects research.
· Work with financial grant administrator to ensure compliance with grant terms and conditions.

· Develop and maintain partnerships with national and international collaborators and research teams to enroll study subjects and serve as a liaison between these groups and the PIs. 
· Organize annual Scientific Advisory Board (SAB) meeting.
· Maintain newly developed website and newsletters, which serve as great resource for patients, clinicians and researchers.
· Assist the Project Manager and PIs to identify key research objectives and milestones and hurdles limiting the success of the program.  Ensure achievement of milestones both on time and budget and facilitate the resolution of issues adversely impacting the study.
· Serve as a liaison between the various study members and Acute HIV-1 clinical data.
· Responsible for the tracking and distribution of clinical data and sample inventory for the various acute cohorts. 
· Demonstrate integrity, excellence, accountability and teamwork in all interactions.

