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POSITION DESCRIPTION 
 

Position: 7300 Pharmacy Coordinator  
Work Area: UniSC Clinical Trials  
Classification: Level 6 
Supervisor: 6529 Pharmacy Manager  

OUR VISION 

To create a better tomorrow. 

OUR PURPOSE 

To transform lives through learning and knowledge in every place we operate and with every community we 
serve.                

OUR VALUES 

Integrity, community, sustainability 

For further information about UniSC, visit us online:  usc.edu.au/about 

OVERVIEW OF UNISC CLINICAL TRIALS 

University of the Sunshine Coast Clinical Trials builds the region’s collective clinical research capacity and delivers 
innovative and regionally relevant research in consultation with key stakeholders, including local healthcare 
professionals, pharmaceutical executives, and other key thought leaders. 

PRIMARY OBJECTIVES OF THE POSITION 

1. Support the Pharmacy Manager with the management, storage and dispensing of Investigational Products 
(IP) within the UniSC Clinical Trials (UniSC CT) Pharmacy in accordance with a Human Research Ethics 
Committee (HREC) approved protocol and Pharmacy manual, and other applicable guidelines and policies.  

2. Work collaboratively with the UniSC CT team, sponsors and monitors to ensure appropriate and timely 
management of all activities related to Investigational Product. 

https://www.usc.edu.au/about/strategy-quality-and-planning/strategic-plan-2025-2028/vision-purpose-and-values
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NATURE AND SCOPE OF POSITION 

Under the broad direction of the Pharmacy Manager, the Pharmacy Coordinator is responsible for ensuring the 
activities relating to Investigational Products (IP) are conducted in accordance with International Conference on 
Harmonization (ICH)/Good Clinical Practice (GCP), Human Research Ethics Committee (HREC) approved protocol, 
UniSC CTC Standard Operating Procedures and applicable regulations, rules, and guidance.  

KEY ACCOUNTABILTIES OF THE POSITION 

1. In collaboration with the pharmacy team, assist in the management of dispensary and clinical services. 
2. Ensure the appropriate management of Investigational Product (IP) including ordering, handling, storage, 

and destruction in accordance with ICH GCP Guidelines, legislative and study specific requirements.   
3. Assist in the review of all study and unit specific documentation related to the management of IP in 

collaboration with the Pharmacy Manager and other key trials staff.  
4. Aseptic compounding of IP and/or dispensing of study medications in accordance with protocol and 

legislative requirements. 
5. Preparation of Genetically Modified Organisms (GMO) trial products as required. 
6. Ensure standard practice involved in conducting a clinical trial, including adherence to policy and 

procedures, restrictions, privacy and confidentiality and adverse event reporting procedures, are followed. 
7. Maintenance of accurate study records and documents in accordance with ICH GCP Guidelines and 

legislative requirements.  
8. Monitor expiry date of investigational drugs and ensure that adequate inventory levels are maintained. 
9. Ensure adverse events are reported in accordance with protocol. 
10. Assist with temperature monitoring of investigational drugs. 
11. Work collaboratively with the UniSC CTC team, sponsors, and monitors to ensure the correct, timely and 

efficient execution of all clinical trial activities related to IP.  
12. Contribute to a positive and safe work environment for you and others, by modelling and promoting 

conduct that is culturally capable, inclusive, respectful, and ethical. 

KNOWLEDGE SKILLS AND EXPERIENCE NECESSARY 

Applicants need to demonstrate they meet the following Selection Criteria: 
 

1. A bachelor’s degree in a related discipline with clinical research experience (preferred). 
2. Current registration as a Pharmacist, with Australian Health Practitioner Regulation Agency (AHPRA). 
3. Good working knowledge of clinical research, ICHGCP, and the basics of drug development (preferred). 
4. Ability to multi-task, manage time effectively and adapt to a flexible work environment. 
5. Excellent interpersonal and communication skills. 
6. Commitment to quality and excellent attention to detail. 
7. Well-developed computing skills, including databases, clinical trial electronic data entry, word processing 

and spreadsheets.  
8. Ability to work independently and as part of a multidisciplinary team. 
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9. Ability to be flexible to travel to different clinical trial sites as required, and flexibility to work outside 
standard business hours to support confinement studies and other time-sensitive clinical trial activities 
(may be required to participate in an 24/7 on-call or confinement roster). 

 
Desirable: 
 

1. Proficiency in vaccine trials, administering vaccines, or managing other complex disease trials. 
 

Additional Requirements 
It is a condition of employment for this position that you may be required to provide periodic evidence of 
immunisation against communicable diseases.  
 
Additionally, in accordance with UniSC’s Staff Code of Conduct – Governing Policy, all staff are expected to display 
professional behaviour, communicate respectfully, and perform their duties responsibly. 
 
A position description is not intended to limit the scope of a position but to highlight the key aspects of the position. 
The requirements of the position may be altered in order to meet the changing operational needs of UniSC. 
 
UniSC is committed to creating a work and study environment that values diversity, facilitates equitable access 
and full participation. 
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