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Position Description 
A LEADER IN INTERNATIONAL CANCER RESEARCH, PREVENTION, TREATMENT AND CONTROL 

Peter MacCallum Cancer Centre aims to lead the way in a new era of cancer care, research, education and control. Our unique 
laboratory bench-to- bedside approach; highly talented and committed people; new facilities and local and international 
partnerships all combine in pursuit of our goal to improve and save lives. 

AT THE FOREFRONT OF MAJOR TRANSFORMATION: REDEFINING CANCER 

Ground-breaking scientific discoveries and life-changing treatments are creating new hope for people with cancer. Advances in 
molecular and genomic medicine are transforming the way we think about how cancer develops and how we detect and treat 
cancer. At Peter MacCallum Cancer Centre, our normal days are extraordinary. We relentlessly pursue research discoveries and 
innovative clinical practices that are game-changers in cancer treatment. 

VISION AND VALUES  

Peter MacCallum Cancer Centre strives to be the best in cancer care, accelerating discovery, translating to cures. How we go 
about our work is as important as what we achieve. Everything we do is underpinned by our core values, Excellence, 
Compassion and Innovation.  

EXCELLENCE  We ensure clinical practice is evidence-based, patient-centred, and provided by qualified and experienced staff. 

COMPASSION We adhere to the strongest ethical standards to ensure a culture of openness, mutual respect and trust. 

INNOVATION We strive to ensure that innovation is fostered by supporting research and a learning culture.     

 

1. POSITION DETAILS 

Title Pharmacy Clinical Research Coordinator Division Chief Operating Officer 

Department   Pharmacy Location Melbourne  

Enterprise Agreement  (or its 

successor) 
Medical Scientists, Pharmacists, and Psychologists 

Classification Grade 2 Pharmacist SX2 - SX5 

Immunisation Risk Category Category B: Position unlikely to have contact with blood or other body fluid  

 

Position Summary This role is responsible for the coordination of a portfolio of clinical trials and research studies 
as part of the Pharmacy Department and for support of the Pharmacy Research Manager. 

 

The Clinical Research Coordinator will ensure that all clinical trials and research studies are 
managed according to the International Conference for Harmonization (ICH) guidelines for 
good clinical practice (GCP) and the National Statement on the Ethical conduct of research 
involving human, thus ensuring the safety and protection of trial participants and the integrity 
of research data subsequently collected. These duties are to be performed with the ongoing 
objective of supporting the Peter MacCallum Cancer Centre strategic plan of achieving 
continued excellence in service provision by ensuring that evidence-based evaluation is the 
basis for clinical practice 

 

While working on variety of Pharmacy based trials and research activities the initial primary 
focus of this role will be coordination of the Target-TP trial, an investigator-initiated, open-
label, multicentre, randomised, phase 3 trial of targeted thromboprophylaxis in ambulatory 
patients receiving anticancer therapies for lung or gastrointestinal cancers.  

 

This position is 0.6EFT over 12 months with flexibility for negotiation of part-time hours across 
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the week or consolidated hours on three days per week. 

Position Reports to Direct Pharmacy Research Manager  

Indirect Deputy Director of Pharmacy / Director of Pharmacy 

Number of Reports Direct N/A 

Indirect N/A 

Decision Making Authority As delegated 

Key Relationships Internal  Pharmacy Staff. 

 Institute health professionals. 

 Research participants & their caregivers. 

 Internal stakeholders as relevant to trial conduct- i.e. same day services, 
inpatient wards, out-patient pathology and Human Research Ethics 
Committee. 

External  External health professionals. 

 Clinical Trial Sponsor representatives. 

 Research nurses and data managers at other hospitals. 

 External laboratories and diagnostic imaging centres. 

2. SELECTION CRITERIA 

Essential Requirements   Qualified Pharmacist, registered with AHPRA. 

 Excellent written and oral communication skills. 

 Understanding of medical terminology.  

 Personal confidence and initiative required to deal with people from diverse backgrounds and 
experiences. 

 Excellent organisational, problem solving and analytical skills. 

 Attention to detail. 

 Ability to work without supervision and effectively in a group setting.  

 Ability to engender cooperation and support from colleagues. 

 Commitment to excellence in customer service. 

 Knowledge and understanding of the principles of GCP. 

Desirable Requirements   Experience in oncology clinical practice. 

 Experience in clinical trials, project work, project management, or other clinical research 
activities. 

 Relevant postgraduate qualifications (clinical or research). 

 Sound knowledge and demonstrated experience using Microsoft Office software including 
Word, and Excel.  

 Sound knowledge and demonstrated experience using electronic data capture software such 
as REDCap or other commercial platforms.  

 Statistical training / experience. 

3. KEY ACCOUNTABILITIES  

Key Accountabilities  Demonstrated by / Key Performance Indicators  

1. Clinical Trial Set-up  All necessary trial/research documents are prepared and submitted to the 
Human Research Ethics Committee. 

 All case record forms are reviewed/ prepared for research studies/trials. 

 Liaise with study sponsors regarding trial documentation, budget and 

contracts. 

2. Patient screening and registration: 
Ensures that for all potentially eligible 
patients who are identified for clinical 
trials, that informed consent is obtained 
where appropriate and according to 

 Where required, all eligible patients have signed the appropriate consent 
forms having been duly informed of all relevant information by the 
Investigator and Study Coordinator. 

 Informed consent is obtained according to standard hospital practice, ICH GCP 
and the NHMRC National Statement on Ethical Conduct in Research Involving 
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GCP. 
Ensures that all consenting patients are 
screened for eligibility as per the 
protocol, and are registered/randomised 
as required. 
 
In an effort to meet planned target 
accruals: 
 Liaises with clinicians and other health 

professionals to assist in the 
identification of eligible patients. 

 Ensure that the relevant 
departments/staff are aware of 
upcoming/current trials by the 
appropriate dissemination of 
information. 

Humans and be actively involved in the ongoing informed consent process. 

 All consenting clinical trial participants are screened for eligibility as per the 
protocol. 

 All participants deemed eligible for the trial are registered/randomized as per 
protocol and without deviation. 

 Attends all relevant unit/departmental meetings to be informed of and to 
inform of upcoming / current trial activity. 

 

3. Clinical Trial Coordination 
 Ensures that the clinical trial is 

coordinated as per protocol and as per 
the ICH guidelines for good clinical 
practice. 

 Protects patient safety by ensuring that 
all trial related investigations, 
procedures and treatments are 
performed by the appropriately trained 
and experienced staff and as per the 
trial protocol. 

 Ensures the protocol/project 
requirements are met and maintains 
the interest and support of participants 
and other colleagues. 

 Identifies factors influencing the successful conduct of the trial or project 
and takes steps to overcome identified problems. 

 Provides advice and logistic assessments for new protocols as requested by 
the Research Manager/Principal Investigator. 

 All staff participating in the care of clinical trial participants have the 
appropriate experience and are trained in the protocol and in their trial 
specific responsibilities in accordance with GCP. 

 The Principal Investigator for each trial has appropriately completed and 
signed the delegation of authority log for all staff participating in the trial. 

 Attends start-up meetings for the clinical trials and other relevant projects 
and, if necessary, reminds investigators of the requirement for these 
meetings. 

 Able to screen/register only appropriate patients for clinical trials as per 
clinical trial eligibility criteria. Follow patients as per protocol and, where 
necessary, facilitate participant withdrawal from a study in order to ensure 
the patients best care and the effective achievement of the study aims. 

 Ensures informed consent is obtained according to standard hospital 
practice, ICH GCP and the NHMRC National Statement on Ethical Conduct 
in Research Involving Humans and be actively involved in the ongoing 
informed consent process. 

 Liaises with trial sponsor representatives, trial organisers, investigators and 
the clinical trial team to ensure efficient and accurate conduct of the 
trial/research study. 

 Demonstrates ability to manage workload to ensure interests of patients 
on clinical trials are met and protocol requirements are followed. 

 Involves clinical colleagues as required. 

 Able to maintain effective communication processes with patients and 
carers, investigators, and other members of the multidisciplinary team to 
ensure information is appropriately shared. 

 Work within and monitor standards of care in the defined clinical trial 
protocols, SOPs and practice guidelines of the Department of Cancer 
Imaging, hospital policies & procedures to ensure adherence to and 
delivery of, a high quality service. 

 Contribute to the development of policies and procedures within the 
Department of Cancer Imaging & organisation to ensure that clinical 
research practice is underpinned by current best practice. 

 Ensure that studies are undertaken in accordance with the terms approved 
by the institutional ethics committee and TGA. ICH GCP and the NHMRC 
National Statement on Ethical Conduct in Research Involving Humans. 

 Demonstrates through practice, knowledge of ICH GCP and the NHMRC 
National Statement on Ethical Conduct in Research Involving Humans. 

 Demonstrates knowledge of each designated clinical trial protocol 
including procedures and documentation to ensure the safe and accurate 
conduct and recording of the study. 

 Organises and attends meetings as required. 
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 Liaises with sponsors/investigators to assist with the preparation of 
amendments for submission to the HREC. 

 Assists with the preparation of Annual Progress Reports for the HREC and 
funding bodies. 

4. Data Collection and Entry – Case 
Record Forms 
 Ensures that all data collection 

requirements relevant to the study 
protocol are met and electronic case 
record forms and databases are 
complete.

 Obtains data and completes data 
collection forms by liaising with 
clinicians and other health 
professionals, reviewing patient 
medical records, using other patient 
information systems and 
interviewing patients where 
appropriate.

 Ensures that all data collected can 
be verified to source as per GCP.

 Attends outpatient clinics at the 
PMCC to obtain patient data.

 Develops competence in accessing 
data through the hospital computer 
information systems.

 Maintains integrity of information in 
case record forms and databases, 
taking steps to collect the data, 
checking the consistency and 
accuracy of data and making 
appropriate corrections.

 Sends case record forms to 
sponsors/coordinating bodies in a 
timely fashion.

 

 All registered patients can be accounted for. 

 All case report forms (paper or electronic) are completed and dispatched to 
the appropriate authorities within established timeframes. 

 All data recorded in CRF’s can be tracked to verifiable source data. 

 No source data is to be recorded directly in a CRF unless specified in the trial 
protocol and agreed to by all parties. This information however should be 
documented in the patients notes for future verification of processes. 

 Develop and maintain good relationships with trial sponsor representatives, 
trial organisers or other relevant personnel. 

 No breaches of patient, sponsor or departmental confidentiality. 

 All data entry is completed in a timely fashion per trial and sponsor 
requirements. 

5. To function as an integral member of 
the clinical trial team and pharmacy 
department 

 Participates in clinical trial team meetings.  

 Participates in pharmacy department meetings. 

 Takes responsibility for ensuring trial participants are seen in primary study 
coordinator’s / research nurse’s absence and that protocol requirements are 
carried out according to protocol and without incident. 

6. Professional Development and 
Education 

 Demonstrates a commitment to personal continuing professional 
development and participates in performance appraisal and review. 

 In conjunction with educator & manager, identify professional development 
goals and work towards meeting these within agreed timeframes. 

 Undertakes additional training in order to acquire the knowledge and skills 
needed to implement new study protocols from a variety of clinical 
specialties. 

 Maintains mandatory training requirements as defined by hospital policy and 
AHPHRA registration requirements. 

7. Provides support to the Research 
Manager 

 Takes on additional functions within the team as discussed and decided with 
the Research Manager. 

 Assists with the start-up processes of new protocols to ensure efficient and 
problem free commencement. 

 Assists with identification of funding opportunities and preparation of grant 
submissions.  

8. Regulations, policies, guidelines and 
standards of practice are followed 

 Implementation of Regulations, Institute policies, guidelines and professional 
standards of practice (100%). 
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4. ACCEPTANCE AND AGREEMENT 

All Peter MacCallum team members must: 

 Demonstrate and role model Peter Mac values 

 Comply with all Peter Mac Policies and Procedures. 

 Comply with the Requirements of the National Safety & Quality Health Service Standards. 

 Complete and maintain all mandatory training relevant to area of practice. 

 Participate in Peter MacCallum Cancer Centre’s performance development process as required. 

 Contribute to a safe and healthy working environment.  

 Report unsafe work practices in the incident reporting system.  

 Promote a no blame culture of safety and wellbeing. 

 Maintain working knowledge of emergency procedures and location of emergency equipment. 

 Take all reasonable steps to prevent bullying, discrimination and harassment in the workplace. 

 Observe child safe principles and expectations for appropriate behaviour toward and in the company of children.  

 Be able to travel between campuses as necessary for their role 

 

Peter Mac strongly supports patients in expressing their wishes and values. Clinical staff are encouraged to engage in Advance 
Care Planning (ACP) discussions with patients. 

Peter Mac has a zero tolerance of child abuse, and all allegations and safety concerns will be treated very seriously. For more 
information refer to Peter Mac’s Child Safe Policy. 

Peter MacCallum Cancer Centre is an equal opportunity employer and is committed to providing for its employees a work 
environment which is free from harassment or discrimination. 

Peter MacCallum Cancer Centre is a smoke-free environment. 

 

 

ACCEPTANCE  

I have read, understood and agree that this position description represents the duties, responsibilities and accountabilities 
expected of me in my employment in this position. I understand Peter MacCallum Cancer Centre reserves the right to modify 
position descriptions as required, and I will be consulted when this occurs. 

Your acceptance is recorded via e-Recruit. 

 

 

 

Privacy Statement:  Information may be collected and stored for the purpose of recruitment and selection. The information will only be used and disclosed for the 
primary purpose of its collection. Some exceptions exist. These may be obtained from the People and Change department. 


