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	*Job ID:

3373

*Job Title:

Data Entry Specialist

Job Reference Num [image: image1.png]


 :

IT/ DATA

Organization Name: 

J. Tyson & Associates 

*No of Openings:

1

*Hours per Week:

30 - 40

*Wage/Salary:

$8 - $15 per hour

*Job Description:

RESPONSIBILITIES: 

The following responsibilities are not a reflection of the total job description. At any time J. Tyson & Associates, Inc. have the right to change any description which fulfill the need of the business. 

The job duties will include but are not limited to the following: 

• Efficient quality data entry and computer services 
• Review monitor reports 
• Proofread and edit reports 
• Check of spelling, grammar, and accuracy 
• Regulatory review 
• Ability to deal effectively with any in house problems 
• Organization and maintenance of regulatory documents 
• CRF processing and tracking 
• Memos to CRA’s, study sites, and sponsors 
• Administrative duties 
• Other duties as assigned 

*Qualifications:

QUALIFICATIONS: 

• Associates Degree; prefer BA/BS degree in computer science but will consider a superior candidate, or equivalent work experience 
• Basic knowledge of FDA Guidelines of Clinical Trials preferred 
• Strong knowledge and skill to work in Microsoft Office programs 
• Ability to meet stated goals within time frames provided 
• Ability to make decisions of the basis of precedents and apply them to work problems 
• Ability to make relatively complex arithmetical computations and tabulations correctly and consistently 
• Ability to read and review study files 
• Strong ability to deal effectively with customers 
• Ability to establish and maintain effective working relationships with other employees 
• Ability to sit or stand > 50% in the working day 
• Ability to lift and carry objects weighing 50 pounds for extended periods of time 
• Ability to answer the telephone 

*Application Instructions:

Please send resume to Elizabeth Tyson at etyson@jtyson.com 
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 :

http://www.jtyson.com/jobs.htm 



	 Contact Information

*First Name:

Elizabeth

Middle Initial:

L

*Last Name:

Tyson

*Address:

903 S. 2nd Street

*City:

Silver Lake

*State:

WI

*Zip:

53170

Map of Address Above:

Online Map
*Phone:

262-889-8900

Fax:

262-889-8903

*Email:

etyson@jtyson.com
Website:

www.jtyson.com 

 Posting Information

[Edit] 

Job Location:

Silver Lake, WI

*Position Type:

Part Time Off Campus

*Post Date:

01/24/2008

*Expiration Date:

02/27/2008

Show Contact Info:

Yes
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