Job Description: Temporary Administrative Clerk (Research Team)
Job Title
Temporary Administrative Clerk – Research Team (Band 4)
Location
Swansea Bay University Health Board / Department of Diabetes & Endocrinology
Contract Type
Temporary (12 months)
Band
Band 4
Working Hours
Approx. 16 hours per month (flexible scheduling as agreed)

Job Summary
The post holder will provide administrative support to the research team, primarily assisting with the preparation and distribution of study materials to research participants. This role is essential to ensure timely and accurate communication with participants and the smooth running of study processes.

Key Responsibilities
· Print study-related documents and participant information packs in accordance with study protocols
· Assemble research study packs accurately and efficiently
· Prepare mail-outs, including addressing, labelling, and postage of study materials to participants
· Maintain confidentiality when handling participant data and study documents
· Ensure accurate record-keeping of mailed items 

Person Specification
Essential Criteria
· Good organisational and time-management skills
· Attention to detail and ability to follow instructions accurately
· Basic IT skills (e.g. printing documents, handling files)
· Ability to maintain confidentiality and work in line with NHS data protection policies
· Reliable and able to work independently for allocated hours
· Good communication skills
Desirable Criteria
· Previous administrative or clerical experience
· Experience working in a healthcare or research environment
· Familiarity with handling confidential information

Working Relationships
· Research Team (including investigators and research nurses)
· Administrative support staff

Additional Information
· The role is flexible and scheduled around study timelines and deadlines
· Training and guidance will be provided
· The post holder must comply with NHS policies, including data protection, confidentiality, and health and safety


