
Our growing company is searching for experienced candidates for the position of
program management associate. 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 program management associate

Collaborate with cross-functional teams in order to update and maintain the
disease-specific clinical trial pipeline to ensure continued trial awareness and
program success
Assist the assigned Program Manager in researching, editing, and submitting
Letters Of Intent (LOIs) for future clinical trials
Assist the assigned Program Manager in reviewing and finalizing new trial
protocols and the creation of study-specific tools to assist site staff
Assist the assigned Program Manager in planning program publication
strategies
Provide Program Manager support to ensure time-effective delivery of
concept development and maintain study review/approval documentation as
appropriate
Maintain and distribute disease-specific pipeline and other related reports
Maintain a high degree of awareness of the current scientific state and
advancements in relation to the program by attendance at relevant
symposium, scientific meetings and workshops, and review of key journals
Maintain appropriate documentation, tracking, and reporting of various
disease-specific program needs
Provide disease-specific education and support to SCRI team members as
needed
Assist with trial site selection activities and documentation

Example of Program Management Associate Job
Description
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A relevant tertiary qualification in a finance related discipline and/or project
management
Minimum three years’ experience within financial services in an operations
and/or technology environment with responsibility for program and/or
project management
Excellent product knowledge across markets (preferred) and custodial / fund
services products (essential)
Proven ability to in managing and leading successful programs/projects from
inception through implementation
Excellent leadership qualities and ability to use appropriate methods, and a
flexible interpersonal style to motivate and build relationships across local
and virtual teams
Demonstrated ability to effectively present to senior executives


