QUEEN’S UNIVERSITY SUPPORT STAFF
POSITION SUMMARY

DEPARTMENT: Department of Family Medicine-CSPC
POSITION NUMBER: 00500676

INCUMBENT:

TITLE: Information Technology Research Projects Coordinator

GRADE: 8

JOB SUMMARY:
The IT Research Project Coordinator will report to faculty and the Assistant Director of the Centre for
Studies in Primary Care, (CSPC). The incumbent will be responsible for seeking funding to implement
technology (e.g., electronic medical records (EMR), personnel health records etc.) research and to
conduct benefit evaluations. These initiatives will focus on externally fundable projects that are aligned
with the CSPC and Department of Family Medicine research objectives, and may include improvements
in patient-provider communications, maximizing the use of EMR data for improved access and chronic
disease management, using technology to improve communication at the system level within the health
care system (e.g., improve transfer of information between specialist and primary care, etc.,.) or other.
The IT Research Project Coordinator will be responsible for establishing connections with keystakeholders and organization such as, E-health Ontario, Canada Health Infoway, (CHI) Cancer Care
Ontario, and will assist the faculty in writing grant proposals, reports and manuscripts. The incumbent
will be responsible for project implementation within the department. This will mean working with
managers and IT personnel within the clinic and department of family medicine to ensure smooth
implementation of projects, and will be responsible for conducting benefit evaluations on all initiatives,
writing reports and reporting to stakeholders. The incumbent will also be required to travel to attend
meetings, and represent the Department of Family Medicine and the Centre for Studies in Primary Care
(CSPC) at stakeholder meetings.
KEY RESPONSIBILITIES:


Conduct literature searches and environmental scans for assigned research programs, and for
developing grant applications.



In consultation with faculty and the Assistant Director CSPC, establish and maintain links with key
stakeholders such as, E-health Ontario and CHI for the purpose of forming research collaborations
that will lead to the development of successful research funding applications to test the use of IT for
improving patient care; work with EMR vendors, clinic staff, and IT personnel to ensure that projects
undertaken can be supported and that the required infrastructure is in place for successful
implementation.
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Actively seek funding for projects that maximize the use of leading edge technology to facilitate
patient-provider communications and disease management. This will include supporting and
providing guidance to faculty towards writing funding proposals.



Form and maintain respectful collaboration between the unit managers of the department of family
medicine for the implementation of clinical tools for improving and testing patient outcomes.



Conduct benefit evaluations on projects that are within the implementation phase; this will include
seeking and ensuring that research is conducted in compliance with health science research ethics
board approvals, developing data collection processes, collecting data, establishing an evaluation
database, and conducting analysis.



Assist faculty in writing manuscripts for research publications and study reports to funding
organizations.



Conduct project activities, ensuring that tight-deadlines are met, and provide feedback to
stakeholders, faculty and clinics.



Represent the Centre for Studies in Primary Care on project committees, and attend conferences to
present research findings for which travel is required.

REQUIRED QUALIFICATIONS:


Minimum of a Master’s degree in Health Science, Health Information Systems Management or other
relevant Master’s level degree.



Several years of relevant experience in conducting benefit evaluation in health information systems
environment. Superior ability to form collaborations, and network, strong project coordination skills
and direct experience in working with EMRs is an asset.

SPECIAL SKILLS:











Strong technical background that includes an understanding of future directions of health
information systems.
Ability to network and interact as well as support effective partnerships with key groups and
individuals.
Excellent project coordination skills and the ability to manage conflicting deadlines.
As it relates to projects undertaken must be able to able to support and independently prepare the
business plans, grants, etc. that are necessary for obtaining funding for new technology and
maintaining funding for relevant infrastructure necessary to sustain the a research agenda.
Strong communication skills (verbal and written), and professional presence, energetic personality.
Excellent attention to detail.
Ability to manage multiple priorities in a fast paced, deadline-driven environment.
Sound judgment; proven ability to work independently and as a team member
Knowledge of best practices in the field of health information regulations, REBs, and applicable
provincial laws regarding privacy and confidentiality.
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DECISION MAKING:







Make decisions regarding IT infrastructure needs for successful implementation of projects
Make appropriate decisions regarding time and effort required in developing collaborations and
relationships with stakeholders
Determine best methods to manage risk
Make decisions towards the appropriate methods used to collect data for reports and presentation
Manage day-to-day priorities in support of achievement of overall project goals
Make recommendations regarding format and content of research tools
YES
1. Is this position technical in nature in a lab or lab-related area?



2. Does this position support a research project?
If yes, name of project: CPCSSN



3. Does this position report directly to a Principal Investigator (PI)?

NO



If yes, name of Principal Investigator
SUPERVISORY RESPONSIBILITIES: - NONE

SIGNATURES

________________________
Incumbent

________________________
Supervisor

____________________
Department Head

________________________
Date:
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