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Patient Programs Coordinator [full time, hybrid]
Who We Seek

A passionate, enthusiastic, analytical, detail-oriented, and self-motivated team player with a background
in the sciences, ready to join a fast-paced team serving an international and multi-lingual patient
community through PRF programs, facilitated by frequent email, phone, and video communication.

Position Summary

The successful candidate must be energetic and enjoy working on a small team that is mission- and
result-driven. The ideal candidate must be able to independently multi-task effectively, have excellent
verbal and written communication skills, the ability to maintain confidentiality and exercise good
judgment in a variety of situations, have strong administrative, project management and organizational
skills, and maintain a balance among multiple priorities.

Responsibilities

e Track potential new patient inquiries and follow patient family/physician communications
through either confirmation of Progeria cases, referrals to appropriate colleagues, or other
changes in status

e Keep records of children and young adults with Progeria and facilitate the team’s communication
to the Progeria community through planning and execution of phone and video calls and drafting
or sending of emails

e With appropriate training, consent children and young adults with Progeria and their families to
PREF’s research programs and accurately track program enrollment numbers

e Collaborate with the Research Laboratory Coordinator to facilitate distribution and collection of
diagnostic testing and other blood collection kits to and from families and researchers throughout
the world

e Offer support to physicians from around the world registering for a drug access program and
track progress and participation in said program

e Participate in weekly meetings with internal team to discuss status of open cases and to-dos and
with external team at Boston Children’s Hospital to assist with clinical trial preparations and
exchange updates

e Prepare reports and data pulls, research specific genetic mutations and other topics in the field,
participate in the writing of scientific manuscripts, and provide administrative and research
support on additional projects, as directed by the Medical Director

e Provide assistance to colleagues and contribute to team effort through other tasks, as needed
Quialifications

e Master of Science (MS) in a relevant field required
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e Minimum of 3 years experience working in a coordinator-type role preferred
Experience working with a culturally, economically, lingually, and/or geographically diverse
population strongly preferred

e Experience in research, scientific writing, and publication process strongly preferred
e Excellent verbal and written communication skills
e Strong attention to detail and organizational skills
e Flexible team player, strong multi-tasker
e Desire to learn and to grow in this role and with the Foundation
e Proficient in appropriate software including but not limited to: Microsoft Office Suite, Adobe
Suite, video conferencing software
Benefits
e Compensation: commensurate with experience
e Medical and Dental Insurance
e Paid Time Off
e Retirement plan available with company contribution after 1 year

The information presented indicates the general nature and level of work expected of employees in this
classification. It is not designed to contain, or to be interpreted as a comprehensive inventory of all
duties, responsibilities, qualifications and objectives required of employees assigned to this job. All
offers of employment are contingent on results of a reference check.

The Progeria Research Foundation is an equal opportunity employer. Personnel are chosen on the basis
of ability without regard to race, color, religion, sex, national origin, disability, marital status or sexual
orientation, in accordance with federal and state law.

To apply, please email cover letter and resume to admin@progeriaresearch.org.
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