Example of Information Specialist Job Description
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Our innovative and growing company is searching for experienced candidates for
the position of information specialist. Please review the list of responsibilities and
qualifications. While this is our ideal list, we will consider candidates that do not

necessarily have all of the qualifications, but have sufficient experience and talent.

Responsibilities for information specialist

» Weekly Status Reports per LOB

e LOC Reports

* Mobility Reports

e Sourcing Reports

e Provide writing support to OCR by synthesizing relevant parts of existing
resources and policies to create first drafts of clinical research SOPs

» Provide project management support to OCR throughout the entire life cycle
of each SOP, including planning, scheduling, and leading brainstorming and
editing meetings

o Attend weekly teleconferences with the client

e Respond to inquiries (phone, Web, e-mail, chat, U.S. mail, and fax) about
oncology and cancer conditions in English and Spanish

o All tier lll escalations, Analyzing, detecting, and responding to unauthorized
activity within the global computing environment, and managing the
identification, containment, eradication, and recovery of larger incidents

e Coordinate activities with other Analysts and field site personnel, managing
workflow and updating of Incident Management and trouble ticket systems,
providing timely and accurate status updates of ongoing activities

Qualifications for information specialist

¢ Investigate network incidents and events



e Manage reporting of information security audit findings

* Facilitate the provision of security risk information from third parties and
facilitate appropriate communication of information to management

e Act as single point of contact to coordinate all audit related findings, report

on status and coordinate action items to ensure resolution



