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MALAWI–LIVERPOOL–WELLCOME TRUST CLINICAL RESEARCH 

PROGRAMME  


1.0 POSITION: Data Manager
A
POSITION IDENTIFICATION

Department: 
Core-DMSU




Job Title:  Data Manager


Grade:





Employee No/Job Code:



Title of Immediate Supervisor: Senior Data Manager
Location: MLW, Blantyre




B
POSITION FUNCTION (PURPOSE):  In summary, why does the job exist?
· The data manager will be a full-time position based at MLW Blantyre Campus working reporting to the head of the data management support unit (DMSU).

· The post holder will undertake a key role in the data management of projects hosted at MLW and managed by the DMSU to ensure MLW delivers high quality research whilst maintaining excellent standards and practice.

· The post holder will work in close partnership with the DMSU team in close communication with study teams (investigators, coordinators, field research assistants, clinicians, lab scientists, etc) and will be responsible for all aspects of the data management process, including development of project documentation, electronic questionnaires, overseeing and support data collection and validation, data administration, archiving and sharing.

· The post holder will provide support and technical expertise in the management and processing of research data within assigned projects to ensure that they are executed accurately and within set timelines.

C
KEY ACCOUNTABILITIES/RESPONSIBILITIES: The major duties and tasks of this job.
1. Provide data management input on questionnaire and database design and advice on how to capture appropriate study outcomes.
2. Contribute to the development and testing of trial databases and electronic questionnaires for studies.
3. Perform quality control checks (including spot checks) and database quality assessments on the research databases of projects.
4. Monitor data for consistency and acceptability using appropriate data management software.
5. Reconciliation of data from external sources and relational databases (e.g. laboratory, adverse events, etc)

6. Extract and prepare subsets of data, deriving variables for statistical analysis.
7. Ensure that storage, archiving, back-up and recovery procedures of data are functioning correctly.
8. Liaise regularly with investigators and statisticians to establish, align and confirm data management expectations.
9. Advise on the most appropriate data management platform choices for new studies.

10. Assist study teams to monitor the status of collected participant data by electronic or paper questionnaires and oversee implementation of routine data monitoring reports.

11. Assist the study team with the development and review of trial documentation related to data management, such as questionnaire completion guidelines, data management and monitoring plans.

12. Support the study teams to ensure documentation of, and adherence to data management activities following internal SOPs and study specific plans.

13. Ensuring that study data is complete, accurate and up to date.
14. Working with the study team, review, analyses, and validate research data to ensure consistency, integrity and accuracy based on project specific guidelines.
15. Support study teams with query management and to resolve errors and inconsistencies.

16. Support the production of regular reports (e.g. data entry/collection progress, query progress) of studies.

17. Assist the study team with delivery of data related training for staff / sites (data collection and management platforms)

Health & Safety and Safeguarding
· To follow safe practice, always respecting the safety of fellow workers as laid out in the MLW Health and Safety Guidelines, and any specific departmental safety protocols.

· To attend at least once a year, the quarterly scheduled Health and Safety sensitizations. 

· To immediately notify the Line Manager of all accidents, and potential hazards.
· To be aware and ensure that the position holder is aware of safeguarding policy/provisions and act in accordance with these at all times.
D
QUALIFICATIONS: (i.e., Education, Training and Experience Requirements). 

D(a)
Education: First degree or equivalent qualification in Information Technology, Computer Science or related field.
D(b)
Experience:  At least 3 years’ relevant experience (if degree holder) or 5years’ relevant experience (if diploma holder)
E
KEY COMPENTENCIES/ATTRIBUTES AND SKILLS (e.g., IT Skills, Personality, Communication, Teamwork etc.)
· Experience working in medical and/or epidemiological research context, managing teams.

· Experience working with mobile data collection platforms.

· Experience working with OMR/OCR data processing platforms.

· Demonstrated proficiency in SQL databases (DDL, DML) specifically MS SQL Server and MySQL

· Demonstrated proficiency working with statistical tools, specifically R and STATA, with a focus on data wrangling / cleaning.

· Demonstrated proficiency creating data visualizations using tools appropriate tools like ZOHO Analytics, Power BI, Shiny, Tableau, etc.

· Experience working on ETL flows using tools such as SSIS, Pentaho-Kettle would be an added advantage.

· Experience in the design and development of database, web, and mobile applications.

· Knowledge of and training on good clinical practices (ICH-GCP) would be an added advantage.
· Knowledge of data management best practices and legislation (GDPR, Data Protection laws, GCDMP, etc) would be an added advantage.
· Excellent communication and interpersonal skills (presentational)

· Experience with main IT platforms (outlook, word, excel, PowerPoint)
· Organizational & critical thinking 
· Proactiveness
F
DECISION MAKING: 3-5 decisions required on the job with minimum input or checking by supervisors.
· Checking the effectiveness and efficiency of the proposed plans that affect project deliverables.

F(a)
Manuals, policies, procedures, or guidelines that govern decision-making:

·   Prepare or review data management documentation, ensuring appropriate quality and compliance with regulatory guidelines and SOPs.

· Draft project specific documentation for trials, e.g. the data management plan for grant applications

· Plan and track content, format, and quality of data management deliverables, including, questionnaire design, data validation, data quality assessment, database lock, final datasets, and archiving.
· Create or review conventions and quality expectations for research data.
· Establish expectations for dataset content and structure.
· Work closely with other members within DMSU to continuously develop and maintain internal data management procedures and ensure all processes are appropriately documented.

· Training of staff, both in DMSU and within study teams, to ensure compliance with clinical trials best practice and regulation.
F(b)
Financial decisions required in this job (e.g., budgets, expenditures, petty cash etc.)

NA
G
RESPONSIBILITY:  

G(a)
For people (supervisory):  describe the type of supervision exercised and the number of employees directly reporting and are accountable to this position.

NA
G(b)
For resources: describe the type, volume, and value of resources/equipment, etc. for which you have direct responsibility.  

· NA
H
WORK COMPLEXITY: The degree of complexity of the job i.e., how simple, standardized or complicated the work is:

·   Job requires great attention to detail
I
ACCOUNTABILITY FOR ERRORS:  The impact of errors on organizational resources, customers, processes, equipment etc.

· He/she is accountable for electronic device security under his or her custody.
J
WORKING CONDITIONS:  Inconvenient or disagreeable aspects of the job e.g. 

J(a)
Uncomfortable Conditions:  

· Stress due to possibility of tight deadlines 
J(b)
Job Hazards:

· NA
K
ORGANISATIONAL RELATIONSHIPS/CONTACTS: Local and international contacts, frequency, purpose, and method etc.
	
	Title of People
	Frequency
	Purpose
	Method

	Within Org
	Principal Investigators


	Frequent
	Data Management 
	Meetings, emails and phone calls

	Outside Org

External 
	Study team 

Clinical Research Support Unit     (CRSU)       

IT Department


	Frequent

Occasionally

 Occasionally   
	Data Management 

Research Governance

Troubleshooting & systems configurations
	Meetings, emails and phone calls

Meetings and emails

Emails, phone calls and meetings

	
	
	
	
	


Signature of Incumbent:………………………..
Date:……………………………………..
Immediate Supervisor:…………………………
Date………………………………………
2

