3 JOB DESCRIPTION

Position Title

Reports to (role)

Team

Location

TELETHON

LIDS

INSTITUTE

Discover. Prevent. Cure.

Admin Assistant

Level G4.5

Program Manager

IDIR Team, WCVID

Perth Children's Hospital, 15 Hospital Avenue, Nedlands, Western Australia, 6009

PURPOSE OF POSITION Provide a brief description of the general nature of the position; an overview of why the

job exists; and what the job is to accomplish.

The purpose of this role is to provide administrative support to researchers and team staff in the Infectious Diseases
Implementation Research Team (IDIR) team to ensure efficient functioning and achievement of goals within time
constraints. This position would suit someone with excellent administration & organisation skills who is a team player.

KEY RESPONSIBILITIES

© A maximumof5 primary responsibilities for the position
© Listin order of importance

(> Workplace Safety is mandatory for all Job Descriptions

Key

Project support

Tasks required to achieve
Key Responsibilites

Inputs:

Measures

» Provision of documentation which

« Ensure maintenance of electronic copy of the groups finance
filing systems

« Complete purchase requisitions

« Ensure that all invoices and payments are processed
efficiently.

« Other budget related support

(30)% What are the key activities or tasks to be carried out? meets Institute standards
* Document management including (a) correct naming and filing | « Effective management of
of files (b) preparing relevant documentation including the correspondence and internal forms
formatting/typing of correspondence, grant submissions, and « Efficient and effective meeting
presentations (c) developing, editing and formatting reports (d) | management
setting up new project files (e) project form administration.  Ensure cost effective and
* Meeting management. streamlined travel management
* Manage and organise team meetings — including agenda and |« Timeliness of response to calls,
minute preparation and distribution if required, room bookings, | email requests, documentation etc.
IT requirements and catering. « Positive feedback
* Managing arrangements - manage bookings for travel of team | ¢ Accuracy and reliability
members and visitors, organise team events, process expenses
Accounts * Preparing internal cost recovery forms and liaise with * Provision of administration support
(20%) accounts as required to assist Program Manger to manage

study budgets within guidelines
» Ease of access

* Feedback

 Data integrity

« Filing system easy to use and
always up to date




KEY RESPONSIBILITIES continued ...

Tasks required to achieve

Key Responsibilites

Measures

Research
support (15%)

« Source and disseminate relevant information regarding grants
and funding opportunities from national and international
institutions and funding bodies.

« Coordinate grant submission process for above

« Assist with formatting and submission of grant proposals.

* Develop and maintain an IDIR Research Management system
for tracking all outputs from the IDIR team, including
publications, presentations, grant submissions etc

« Effective team administration
¢ Timeliness

¢ Accuracy of information
 Positive feedback

Team support
(25%)

« Devise, maintain and co-ordinate team systems, e.g. staff
onboarding processes, staff seating

» Team diary management including organising appointments,
meetings, attendance at conferences and seminars

» Monitor and maintain information on multiple websites related
to the team’s research program

« Create and maintain mailing and network lists

» Represent team as required on internal committees, e.g.
Workplace Safety

« Recruiting and onboarding - (a) preparing new appointment
paperwork including job advertisements (b) liaising with People
and Culture and booking inductions for new team members and
providing admin support in the first few weeks

« Effective team administration

« Provide effective support to the
team members through diary
management and correspondence
e Timeliness

¢ Accuracy of information

* Positive feedback

Other tasks as
required (10%)

« Perform other relevant duties as required at the request of the
Team Leader and/or IDIR Program Manager

« Feedback from line manager




_

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: * Year 12 or equivalent
(what are the minimum

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

Essential » Experience in an office administration position
. « Excellent organisational skills
Skills, « Sound experience providing support with financial management
(Lol WI=le[s [ « Ability to work independently, use initiative and to set priorities
; . « Excellent oral and written communication skills
S « High level of attention to detail
» Sound experience with relevant computer applications
« Self motivated, flexible and friendly.

DIRECT REPORTS

List by job title any positions
to be supervised by this role

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

Date approved: Date upon which the job N .
pp descripﬁon was Opproved Sa rah BraZIer glagt::3%1?1";$9b¥25:;::83;ao§'e0'0'

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




	Position Title: Admin Assistant
	Level: G4.5
	Reports to role: Program Manager
	Team: IDIR Team, WCVID
	Location: Perth Children's Hospital, 15 Hospital Avenue, Nedlands, Western Australia, 6009
	KeyRow1: Project support 
(30)%
	Tasks required to achieve Key ResponsibilitesRow1: Inputs:
What are the key activities or tasks to be carried out? 
• Document management including (a) correct naming and filing of files (b) preparing relevant documentation including the formatting/typing of correspondence, grant submissions, and presentations (c) developing, editing and formatting reports (d) setting up new project files (e) project form administration.
• Meeting management.
• Manage and organise team meetings – including agenda and minute preparation and distribution if required, room bookings, IT requirements and catering.
• Managing arrangements - manage bookings for travel of team members and visitors, organise team events, process expenses
	MeasuresRow1: • Provision of documentation which meets Institute standards
• Effective management of correspondence and internal forms
• Efficient and effective meeting management
• Ensure cost effective and streamlined travel management
• Timeliness of response to calls, email requests, documentation etc.
• Positive feedback
• Accuracy and reliability

	KeyRow2: Accounts (20%)
	Tasks required to achieve Key ResponsibilitesRow2: • Preparing internal cost recovery forms and liaise with accounts as required
• Ensure maintenance of electronic copy of the groups finance filing systems
• Complete purchase requisitions
• Ensure that all invoices and payments are processed efficiently. 
• Other budget related support
	MeasuresRow2: • Provision of administration support to assist Program Manger to manage study budgets within guidelines
• Ease of access
• Feedback 
• Data integrity
• Filing system easy to use and always up to date

	KeyRow1_2: Research support (15%)
	Tasks required to achieve Key ResponsibilitesRow1_2: • Source and disseminate relevant information regarding grants and funding opportunities from national and international institutions and funding bodies.
• Coordinate grant submission process for above
• Assist with formatting and submission of grant proposals.
• Develop and maintain an IDIR Research Management system for tracking all outputs from the IDIR team, including publications, presentations, grant submissions etc


	MeasuresRow1_2: • Effective team administration
• Timeliness
• Accuracy of information
• Positive feedback

	KeyRow2_2: Team support (25%)
	Tasks required to achieve Key ResponsibilitesRow2_2: • Devise, maintain and co-ordinate team systems, e.g. staff onboarding processes, staff seating
• Team diary management including organising appointments, meetings, attendance at conferences and seminars 
• Monitor and maintain information on multiple websites related to the team’s research program
• Create and maintain mailing and network lists
• Represent team as required on internal committees, e.g. Workplace Safety
• Recruiting and onboarding - (a) preparing new appointment paperwork including job advertisements (b) liaising with People and Culture and booking inductions for new team members and providing admin support in the first few weeks

	MeasuresRow2_2: • Effective team administration
• Provide effective support to the team members through diary management and correspondence 
• Timeliness
• Accuracy of information
• Positive feedback


	KeyRow3: Other tasks as required (10%)
	Tasks required to achieve Key ResponsibilitesRow3: • Perform other relevant duties as required at the request of the Team Leader and/or IDIR Program Manager
	MeasuresRow3: • Feedback from line manager
	Qualifications what are the minimum educational technical or professional  qualifications required to perform the role: • Year 12 or equivalent 
	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: • Experience in an office administration position
• Excellent organisational skills 
• Sound experience providing support with financial management
• Ability to work independently, use initiative and to set priorities
• Excellent oral and written communication skills 
• High level of attention to detail
• Sound experience with relevant computer applications
• Self motivated, flexible and friendly.
	Text1: The purpose of this role is to provide administrative support to researchers and team staff in the Infectious Diseases Implementation Research Team (IDIR) team to ensure efficient functioning and achievement of goals within time constraints. This position would suit someone with excellent administration & organisation skills who is a team player.
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