Position Title

Reports to (role)

Team

Location

JOB DESCRIPTION

TELETHON

LIDS

INSTITUTE

Discover. Prevent. Cure.

Scientific Editor and Writer

Level B

Dr Raelene Endersby and Prof Terrance Johns

Cancer Centre

15 Hospital Avenue, Nedlands - Perth Children's Hospital

PURPOSE OF POSITION

The position is located in the Telethon Kids Cancer Centre as a member of the Brain Tumour Research Program and the
Oncogenic Signalling Laboratory. The role is primarily responsible for enhancing the research productivity of the
Telethon Kids Cancer Centre by offering a service of critical analysis and editing of written grants and manuscripts.

KEY RESPONSIBILITIES

© A maximum of 5 primary responsibilities for the position
© Listin order of importance

(> Workplace Safety is mandatory for all Job Descriptions

Key

Preparation

Tasks required to achieve
Key Responsibilites

« Identifying funding opportunities, including grant applications,

Measures

« Positive feedback from leader and

and Editing of
Manuscripts
and
Publications

submissions and review articles within the field of cancer
research for impact and scientific rigor

» Reviewing, editing and critically appraising manuscripts,
theses, reports, slide decks and associated correspondence, to
improve the language, flow and clarity, enabling the authors to
express their ideas in a format suitable for the intended readers
« Providing English-language editing for scientists for whom
English is not their first language

 Assessing submitted research papers for conformity to journal
guidelines, overseeing the refereeing process, and assisting
with the preparation of responses to editors and reviewers for
revised manuscripts

and donations and other sources team members
Submission of | ¢ Identifying the specific requirements of each grant application |« Positive feedback from Research
Grant « Contributing to the writing and scientific editing of grant Development staff
Applications submissions, ensuring that they match the requirements « Excellent time management
« Assisting with the collection of materials for grant applications |« Limited instances of last minute
« Coordinating the off-line and online submission and tracking of | submissions
grant applications « Participation in research discussions
« Ensuring all materials are complete before due dates * Improvement in grant scores/
« Editing responses to assessors and progress reports for the possibility of increased funding
NHMRC and equivalent bodies and coordinating their
submission
» Keeping /maintaining records of all grant submissions
Preparation  Screening and editing original research articles, conference * Positive feedback from leader and

team members

 Excellent time management

« Limited instances of last minute
submissions

« Participation in research discussions
« Increased output of manuscripts




KEY RESPONSIBILITIES continued ...

Tasks required to achieve

Measures

Preparation
and Editing of
Manuscripts
and

Key Responsibilites

« Liaising between the Laboratoires and their collaborators in
the preparation of manuscripts

« Coordinating the online submission and tracking of edited
manuscripts through to publication

Publications « Ensuring all materials are complete before due dates
Continued  Keeping records of all publications and maintaining lists to for
the annual report.
Research » Where possible attending laboratory group meetings, to keep [+ Open communication
Meetings up to date with the current research, whenever possible « Effective knowledge transfer

Administration

* Provide critical feedback to team members to ensure projects
will be suitable for publication

* Attending scientific conferences to follow developments in
research and to establish and maintain close ties with the
scientific community

* Preparing summaries of relevant scientific presentations

« Attending Research Development office meetings when
appropriate

» Maintaining general knowledge about subject matter.

« Maintenance of databases (grant applications, manuscript
submissions, etc)

« Conduct background research as required

* Other administrative activities as requested by line manager

* 95% accuracy in records

« Positive feedback from leader
« Positive feedback from team
members and collaborators

Compliancy
and Legislative
Knowledge

Team
membership

» Complying with TKI policies, procedures and relevant
appropriate legislation

» Meeting Occupational Safety and Health, anti-discrimination,
equal opportunity and other legislative requirements in
accordance with the parameters of the position

» Be aware of and adhere to both legislation and Institute policy
relevant to the duties undertaken.

» Working cohesively and collaboratively with others - both
internal (direct team members) and external (other TKI/PMH
staff and collaborators)

« Provide regular performance feedback to line manager

« No breaches in policy/procedures
« No complaints from colleagues

« Positive feedback from team
members and collaborators

* Harmonious and motivated work
environment




_

Workplace
Safety © Take reasonable care for your own safety and health |® Responsibilities are
and avoid harming the safety and health of others embedded in work practices.
through any act or omission at work.
© Hazards are effectively
(> Identify and assess workplace hazards and apply managed or reported.
hazard controls.
© Accidents and incidents are
© Report every workplace injury, illness or near miss, no reported in a timely manner.
matter how insignificant they seem.
© All applicable safety policies
© Abide by Telethon Kids Institute policies and and procedures are sought,
procedures. understood and implemented.
ESSENTIAL CRITERIA

Qualifications: * Doctoral qualification (PhD) in biosciences, biomedical sciences or relevant
area with extensive experience

(what are the minimum

educational, technical or
professional qualifications
required to perform the role)

Essential « Exceptional writing skills—both administrative and scientific, with demonstrated ability to write, edit

) and present clear and concise reports, briefings, manuscripts and grants

Skills, « Knowledge of publishing practices, standards and technologies for the media used

({ple)W[=le[s[= « Breadth of scientific interest, including knowledge of a broad range of sources or pertinent

Experience: inf_ormation and the ability to thir_1k critica_lly about a wide range of scientific issues, coupled with the
skill to analyse and present the information gathered

* High accuracy and attention to detail, with excellent proofreading skills

« Excellent computing skills

« Demonstrable time-management and organisational skills.

« Experience in online manuscript and grant submissions

« Excellent communication and interpersonal skills, with the ability to interact with senior academic

staff, medical professionals, government officials and industry representatives

* Highly motivated and creative

* Able to work efficiently and accurately under minimal supervision, displaying a high level of initiative

and problem solving skills within a team environment

DIRECT REPORTS 0 Direct Reports

Approved by: Signature of the person with the authority
to approve the job description and job title

Date approved: Date upon which the job
description was approved

Reviewed by P&C: Date when the job description
was last reviewed by People & Culture




	Position Title: Scientific Editor and Writer
	Level: B
	Reports to role: Dr Raelene Endersby and Prof Terrance Johns 
	Team: Cancer Centre
	Location: 15 Hospital Avenue, Nedlands - Perth Children's Hospital
	KeyRow1: Preparation and Submission of Grant Applications
	Tasks required to achieve Key ResponsibilitesRow1: • Identifying funding opportunities, including grant applications, donations and other sources
• Identifying the specific requirements of each grant application
• Contributing to the writing and scientific editing of grant submissions, ensuring that they match the requirements 
• Assisting with the collection of materials for grant applications
• Coordinating the off-line and online submission and tracking of grant applications 
• Ensuring all materials are complete before due dates
• Editing responses to assessors and progress reports for the NHMRC and equivalent bodies and coordinating their submission
• Keeping /maintaining records of all grant submissions
	MeasuresRow1: • Positive feedback from leader and team members
• Positive feedback from Research Development staff
• Excellent time management
• Limited instances of last minute submissions 
• Participation in research discussions
• Improvement in grant scores/ possibility of increased funding

	KeyRow2: Preparation and Editing of Manuscripts and Publications
	Tasks required to achieve Key ResponsibilitesRow2: • Screening and editing original research articles, conference submissions and review articles within the field of cancer research for impact and scientific rigor
• Reviewing, editing and critically appraising manuscripts, theses, reports, slide decks and associated correspondence, to improve the language, flow and clarity, enabling the authors to express their ideas in a format suitable for the intended readers 
• Providing English-language editing for scientists for whom English is not their first language 
• Assessing submitted research papers for conformity to journal guidelines, overseeing the refereeing process, and assisting with the preparation of responses to editors and reviewers for revised manuscripts 



	MeasuresRow2: • Positive feedback from leader and team members
• Excellent time management
• Limited instances of last minute submissions 
• Participation in research discussions
• Increased output of manuscripts

	KeyRow1_2: Preparation and Editing of Manuscripts and Publications Continued 
	Tasks required to achieve Key ResponsibilitesRow1_2: • Liaising between the Laboratoires  and their collaborators in the preparation of manuscripts 
• Coordinating the online submission and tracking of edited manuscripts through to publication 
• Ensuring all materials are complete before due dates
• Keeping records of all publications and maintaining lists to for the annual report.

	MeasuresRow1_2: 
	KeyRow2_2: Research Meetings











Administration 
	Tasks required to achieve Key ResponsibilitesRow2_2: • Where possible attending laboratory group meetings, to keep up to date with the current research, whenever possible
• Provide critical feedback to team members to ensure projects will be suitable for publication
• Attending scientific conferences to follow developments in research and to establish and maintain close ties with the scientific community 
• Preparing summaries of relevant scientific presentations 
• Attending Research Development office meetings when appropriate
• Maintaining general knowledge about subject matter.


• Maintenance of databases (grant applications, manuscript submissions, etc)
• Conduct background research as required
• Other administrative activities as requested by line manager

	MeasuresRow2_2: • Open communication
• Effective knowledge transfer











• 95% accuracy in records
• Positive feedback from leader
• Positive feedback from team members and collaborators
	KeyRow3: Compliancy and Legislative Knowledge







Team membership
	Tasks required to achieve Key ResponsibilitesRow3: • Complying with TKI policies, procedures and relevant appropriate legislation
• Meeting Occupational Safety and Health, anti-discrimination, equal opportunity and other legislative requirements in accordance with the parameters of the position
• Be aware of and adhere to both legislation and Institute policy relevant to the duties undertaken.



• Working cohesively and collaboratively with others - both internal (direct team members) and external (other TKI/PMH staff and collaborators)
• Provide regular performance feedback to line manager



	MeasuresRow3: • No breaches in policy/procedures
• No complaints from colleagues








• Positive feedback from team members and collaborators
• Harmonious and motivated work environment



	Qualifications what are the minimum educational technical or professional  qualifications required to perform the role: • Doctoral qualification (PhD) in biosciences, biomedical sciences or relevant area with extensive experience
	Signature of the person with the authority to approve the job description and job title: 
	Date upon which the job description was approved: 
	Date when the job description was last reviewed by People  Culture: 
	Essential Skills Knowledge  Experience: • Exceptional writing skills—both administrative and scientific, with demonstrated ability to write, edit and present clear and concise reports, briefings, manuscripts and grants
• Knowledge of publishing practices, standards and technologies for the media used 
• Breadth of scientific interest, including knowledge of a broad range of sources or pertinent information and the ability to think critically about a wide range of scientific issues, coupled with the skill to analyse and present the information gathered 
• High accuracy and attention to detail, with excellent proofreading skills 
• Excellent computing skills 
• Demonstrable time-management and organisational skills. 
• Experience in online manuscript and grant submissions
• Excellent communication and interpersonal skills, with the ability to interact with senior academic staff, medical professionals, government officials and industry representatives 
• Highly motivated and creative 
• Able to work efficiently and accurately under minimal supervision, displaying a high level of initiative and problem solving skills within a team environment

	Text1: The position is located in the Telethon Kids Cancer Centre as a member of the Brain Tumour Research Program and the Oncogenic Signalling Laboratory. The role is primarily responsible for enhancing the research productivity of the Telethon Kids Cancer Centre by offering a service of critical analysis and editing of written grants and manuscripts.
	Text3: 0 Direct Reports


