	KAISER PERMANENTE JOB PROFILE

Colorado Region


	JOB TITLE
	Director, Research Administration and Support Services
	JOB CODE
	

	REPORTS TO
	VP, Quality and Public Affairs
	DEPARTMENT
	Institute for Health Research

	DATE
	06/6/07  
	FLSA STATUS
	Exempt


	GENERAL SUMMARY

The Director of Research Administration and Support Services has responsibility for planning, organizing and leading the administrative and research support functions of the IHR. The primary areas of responsibility include pre-award activities, project management, analytics, programming, contracts and grants, finance, vaccine / clinical trials, and the tumor registry. 


	ESSENTIAL RESPONSIBILITIES
The Director will lead all functions supporting research activities of the IHR, assuring efficient, compliant administrative support and efficient, timely, quality research support. These responsibilities include the following:
·    Facilitating the management group and all hands meetings;
·    Implementing the IHR strategic plan;
·    Determining administrative staffing and support requirements; 
·    Carrying out HR tasks;

·    Establishing and communicating departmental policies for research and administration areas;
·    Planning, submitting and managing the departmental budget;
·    Providing liaison to the Human Research Participants Protection Program Manager and Research        Compliance Officer to ensure regulatory and compliance requirements for research are upheld;
·    Developing the annual IHR report and the SQRMC report;
·    Planning and managing space;

·    Supervises managers or supervisors of analytic resources, sponsored research, and business                  operations. 
·    Assuming lead role for administrative relational databases and systems (grant and financial tracking    systems, IHR website);

·    Collaborating with KPCO IT department for procurement, systems implementation, training, and        maintenance; 
·    Participating with both Directors and investigator representative(s) in ongoing strategy meetings;
·    Promoting the IHR and its vision and mission in KPCO clinical departments and outside the organization.

· May devote up to 20% time to individual contributions relevant to the IHR and to this individual’s training and expertise. Activities may include but are not limited to managing special projects, manuscript preparation, writing grant sections, preparing analytic plans and/or presenting results to KPCO leaders and at scientific meetings. 

	JOB SPECIFICATIONS
10 years experience in health care research administration and/or support services, with 5 years of progressive managerial responsibility. Master’s degree or higher, preferably in health-related areas, such as health administration, health services, public health, public administration, business administration, statistics, or social or behavioral science. Master’s degree in a field not directly related to health care or health research must be accompanied by substantial experience participating in health care research and managing a variety of research staff.  


	DISCLAIMER: The above statements are intended to describe the general nature and level of work being performed by individuals assigned to this position.  They are not intended to be construed as an exhaustive list of responsibilities, 

duties and skills required of personnel so classified, nor do they indicate union or non-union status.


