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BRIGHAM AND WOMEN’S HOSPITAL
Job Title: 
Project Manager



Date:
February 15, 2008

Job Code:
965

Grade:
465


FLSA Status:
Exempt

Department/ Unit/ Section:  Connors Center for Women’s Health
Reviewed By:
Piper Orton

Reports To:
Admin. Director, Center for Cardiovascular

Date revised:
2/15/08

Disease in Women

GENERAL SUMMARY/ OVERVIEW STATEMENT:
Summarize the nature and level of work performed.

Working under the direction of the Administrative Director of the Center for Cardiovascular Diseases in Women, the Project Manager will be responsible for managing the ASIST 2010 study “Public Health Approach to Screening and Lifestyle Intervention in Uninsured Women”.  The Project Manager is responsible for project planning, day-to-day management, coordination with multiple community health center sites, relationships with the Women’s Health Network of the Mass. Dept. of Public Health, coordination of the Steering Committee and the Project Team, coordination with the grantor (Office of Women’s Health of the U.S. Dept. of Health and Human Services), and implementation of the ASIST 2010 project.

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.

1. Successfully plan and implement the ASIST 2010: Public Health Approach to Screening and Lifestyle Intervention in Uninsured Women study.  

2. Work with the PI, other faculty, and project team to coordinate activities across BWH, community health center partners, the Women’s Health Network of the Mass. Dept. of Public Health, and the Connector Board.  

3. Develop work plans and agendas for the Project team and Steering Committee; ensure work is implemented and problems are addressed and resolved.  Communicate and coordinate with project partners through IRB preparation and reporting, individual site work plans, staff training, data gathering, progress reporting, and manuscript preparation.

4. Manage and coordinate daily operations of the ASIST 2010 study.

5. Supervise study staff.

6. Organize and coordinate Steering Committee meetings.

7. Organize and coordinate Project Team meetings.

8. Participate in Data Team Meetings.

9. Assist in the development and coordination of ASIST 2010 events, including required grantor site visits.

10. Serve as key contact with the Office of Women’s Health of the U.S. Dept. of Health and Human Services.  Participate in required meetings of the grantor.  

11. Conducts all other duties and projects as needed.
QUALIFICATIONS:
(MUST be realistic, neither overstated nor understated, and related to the essential functions of the job.)

B.A. required, Masters preferred

SKILLS/ ABILITIES/ COMPETENCIES REQUIRED:
(MUST be realistic, neither overstated nor understated, and related to the essential functions of the job.)
1. Strong organizational skills

2. Excellent interpersonal skills; ability to interact with nurses, physicians, clinical liaisons, and community partners

3. Effective verbal and written communication skills

4. Strong attention to detail

5. Experience with carrying out clinical research projects and research coordination

6. Ability to coordinate multiple schedules and administrative factors for group meetings

7. Ability to function effectively as a member of a research team 

8. Ability to multi-task and meet deadlines

9. Ability to work independently and establish priorities with flexibility

10. Ability to develop and maintain databases (e.g., Excel, Access)

11. Computer skills for word processing (Word), presentations (PowerPoint), spreadsheets (Microsoft Excel, Outlook), and databases (Access)

WORKING CONDITIONS:
Describe the conditions in which the work is performed.

1. 20 hours/week

2. Shared office space with separate desk and workspace

3. No hazardous material exposure.

4. No exposure to dangerous or adverse working conditions

SUPERVISORY RESPONSIBILITY:  List the number of FTEs supervised.

Research Assistant

FISCAL RESPONSIBILITY:
Indicate financial “scope” information, i.e.: size of budget, volume, revnue, etc.

APPROVAL:

Contact:

Piper Starr Orton, MBA

Director of Women's Health Programs

Connors Center for Women's Health and Gender Biology

Brigham and Women's Hospital

75 Francis Street

Boston, MA  02115

phone: 617-732-8678

fax: 617-264-5191

porton@partners.org
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