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	APPROVED TITLE:  Associate Director, Faculty Research Compliance and Support

	DEPARTMENT:  Research and Sponsored Programs  

	SUPERVISOR:  Director   
	FLSA :  Exempt 
	EEO :  30 

	APPROVED GRADE:  BB2 
	Date Approved:  8/13/07


POSITION SUMMARY:
Using the Click Commerce eIRB system, coordinates and monitors activity that involves human subjects to ensure compliance with federally mandated regulations protecting the rights and welfare of human subjects.  Administers annual Conflicts of Interest (COI) disclosure process for faculty and staff who are engaged in research and sponsored programs.  Provides guidance and problem resolution to researchers in the application of compliance related Federal/State laws, regulations, and guidelines, as well as University policies.
QUALIFICATIONS:

Education, Experience and Training
BA/BS degree plus five years experience in the administration of the human subjects research activity. Master’s degree preferred.  Experience in a university environment preferred.  Certified Research Administrator (CRA) and/or Certified IRB Professional (CIP) status preferred.  
Knowledge, Skills, Ability
· Demonstrated knowledge of laws, regulations, and policies relating to the protection of human participants. 

· Knowledge of laws, regulations, and policies relating to conflict of interest for personnel engaged in research.

· Ability to work effectively with researchers, committee members, and administrators to provide program continuity on a daily basis.
· Ability to analyze organizational needs, recommending innovative solutions, developing processes and implementing procedures.  
· Presentation and training or education development skills. 
· Ability to develop and communicate internal policies and procedures that comply with federal regulations and the university structure.   

· Excellent written and oral communication skills; strong interpersonal skills.
· Expertise in Microsoft Office Suite (Word, Excel, Outlook, and Internet Explorer).
· Ability to work as a member of a team and/or independently.
Physical Requirements
Sedentary work.  Talking, hearing, repetitive motions.  Close visual acuity.  Not substantially exposed to adverse environmental conditions.

ESSENTIAL FUNCTIONS: 

· Advises and assists researchers with new human subject research applications and revisions.  Conducts “pre-review” of all applications, amendments, and renewals and assigns reviewers.  Monitors continuing review process. Electronically generates approval letters and other correspondence to applicants using eIRB. 
· Organizes and coordinates activities of the Institutional Review Board (IRB).  Using eIRB, electronically generates IRB meeting agendas and minutes in accordance with 45 CFR 46.  Attends IRB meetings. 

· Serves as the University’s Human Protections Administrator (HPA) under the University’s federalwide assurance.  Maintains federalwide assurance and IRB registration.

· Performs post approval monitoring of IRB approved studies as needed.
· Provides guidance and problem resolution to researchers in the application of compliance related Federal/State laws, regulations, and guidelines, as well as university policies.

· Advises and assists Associate Provost for Research and Director on all compliance related issues. 

· Participates in compliance-related policy and procedures development.  Monitors federal guidelines/regulations to ensure that WFU’s policies and practices remain in compliance.  

· Monitors COI disclosure for faculty and staff who participate in sponsored programs.  Serves on the university’s COI Committee.  
· As times permits, assumes responsibility for other compliance related activities.
· Performs other related duties as assigned.

OTHER FUNCTIONS:
SUPERVISORY RESPONSIBILITY: 

May provide some work direction and problem solving for other staff and student assistants.

AUTHORITY/ACCOUNTABILITY:
Works independently.  Reports to Director, Research & Sponsored Programs.
PROBLEM SOLVING:
Independently resolves problems in daily management of IRB and research involving human subjects.  

Helps to resolve problems related to electronic IRB application submission and review.
Identifies compliance risks related to sponsored projects, and develops solutions to eliminate/minimize.

Organizes workload to meet deadlines.
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