
Our company is growing rapidly and is searching for experienced candidates for
the position of office services specialist. We appreciate you taking the time to
review the list of qualifications and to apply for the position. If you don’t fill all of
the qualifications, you may still be considered depending on your level of
experience.

Responsibilities for office services specialist

Generate site list of appropriate investigators in accordance with the needs
of the sponsor and specifications of the protocol
Reconcile and interpret Feasibility / Site Identification data to provide country
level assessments and recommendations for country site numbers,
recruitment rates, timelines and screen failure rates
Manage the investigator database entry and quality, ensuring complete
investigator and site information is captured, and monitor for duplicate
entries
Maintain and update company information repositories and databases
Supervise, monitor, or coordinate activities of subordinates
Apply functional knowledge and respond to matters requiring comprehensive
knowledge of department policies and procedures
Analyze and resolvs difficult problems
Coordinate or perfors data collection, analysis, reporting, documentation and
other duties to ensure accurate and timely processing
Recommend new or revised department policies and procedures
Maintain unit documents such personnel and financial records

Qualifications for office services specialist

Ability to learn a wide range of OFSB, Payroll and Human Resources
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Excellent people skills, a strong customer service orientation, and the ability
to communicate effectively with a diverse group of individuals
Self-starter with good decision-making skills, and the ability to multi-take and
prioritize
Strong communication skills – particularly during telephone conversations
Proficiency in MS Office applications and Georgetown Management System
(Workday)
Experience with project and event management and/or coordination of
educational and/or mid-sized wellness events


