
Position Title

Reports to (role)

Team

Location

KEY RESPONSIBILITIES
• A maximum of 5 primary responsibilities for the position
• List in order of importance
• Workplace Safety is mandatory for all Job Descriptions

Key Tasks required to achieve 
Key Responsibilites Measures

PURPOSE OF POSITION

JOB DESCRIPTION   

Level



Key Tasks required to achieve 
Key Responsibilites Measures

KEY RESPONSIBILITIES continued ...



Workplace 
Safety Take reasonable care for your own safety and health 

and avoid harming the safety and health of others 
through any act or omission at work.  

Identify and assess workplace hazards and apply 
hazard controls. 

Report every workplace injury, illness or near miss, no 
matter how insignificant they seem.

Abide by Telethon Kids Institute policies and 
procedures.

Responsibilities are 
embedded in work practices.

Hazards are effectively 
managed or reported. 

Accidents and incidents are 
reported in a timely manner. 

All applicable safety policies 
and procedures are sought, 
understood and implemented.

Qualifications:       
(what are the minimum 
educational, technical or 
professional  qualifications 
required to perform the role)

ESSENTIAL CRITERIA

Essential 
Skills, 
Knowledge & 
Experience: 

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
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	Position Title: Research Assistant, The ORIGINS PROJECT
	Level: 
	Reports to role: Study Recruitment Coordinator 
	Team: The ORIGINS Project
	Location: Joondalup Health Campus, Joondalup, WA, 6027
	KeyRow1: Participant engagement - Recruitment
	Tasks required to achieve Key ResponsibilitesRow1: • Ensure working towards achieving recruitment goals as set out by ORIGINS investors.
• Screening and recruitment of participants (early and late) including, but not limited to, participant phone calls, letters, texts (message media) and emails.
• Confirm patient suitability and eligibility regarding protocol inclusion and exclusion criteria for ORIGINS and relevant sub-projects.
• Communicate and liaise with JHC clinical staff and ORIGINS researchers regarding participant care.

	MeasuresRow1: • Positive feedback from team members.
• Research tasks completed with high quality in a timely manner.
• Tasks completed according to project timelines, deadlines and recruitment goals/numbers achieved.

	KeyRow2: Participant engagement – Running Clinics and Sample collection
	Tasks required to achieve Key ResponsibilitesRow2: • Running a clinic - enrolment and follow-up appointments bookings; obtaining informed consent, educating re online questionnaires and timepoints, and running through study packs (to take home).  Procedures during appointment may include skin prick testing, venepuncture (adult and child), recording blood pressure (BP), urinalysis, saliva samples, buccal swabs, breastmilk samples, dust samples, height, waist and weight measurements.
• Collection of study related data and any specimens required for studies according to each study protocol.
• Ensure ice is available for samples from both public and private side of the hospital and that samples are retrieved at the allocated times – as per rostered days 
• Ensure samples are taken to the laboratory in a timely manner for courier collection – as per rostered days.
• All ORIGINS work should link with Good Clinical Practice.
	MeasuresRow2: • Correctly completed informed consent documents filed in appropriate participant records.
• Biological samples are collected at appropriate time points using the correct materials.
• Biological samples are delivered to laboratory staff for processing within the required time period for stability.
• Feedback from team members and participants/families.

	KeyRow1_2: Data collection/Input
	Tasks required to achieve Key ResponsibilitesRow1_2: • Collection of participant visit data in accordance with Good Clinical Practice and research standards.
• Entry of participant data into the research database.
• Follow up on outstanding clinical results and participant information as required.

	MeasuresRow1_2: • Review of participant paper records.
• Review of database for missing/incomplete/ flagged data.
• Paper and electronic records are complete and up to date within required timeframe.

	KeyRow2_2: Team Membership and Individual Accountability
	Tasks required to achieve Key ResponsibilitesRow2_2: • Attend to core business (e.g. pack making - prepare visit packs with sample collection tubes, datasheets, informed consent forms, and other relevant materials.
• Attend meetings (e.g. team, TKI, forums, regular individual 1:1).
• Other administrative activities as required (e.g. annual TKI review) .
• Respectful of team members.
• Actively seek new training opportunities to expand own knowledge.
• Knowledge sharing.

	MeasuresRow2_2: • Positive feedback from team members.
• Continued attendance at pack-making sessions.

	KeyRow3: 
	Tasks required to achieve Key ResponsibilitesRow3: 
	MeasuresRow3: 
	Qualifications what are the minimum educational technical or professional  qualifications required to perform the role: • Year 12 or above (relevant tertiary degree)
• Equivalent experience to a relevant tertiary degree


	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: • High level of interpersonal, verbal and written communication skills.
• High personal motivation and ability to work independently.
• Strong computer skills using Microsoft Office, data management and analysis programs.
• Attention to detail.
• Demonstrate excellent team working skills as well as ability to work using own initiative.
• Time management skills/ability to prioritise workload.
• Possession of a current WA drivers licence and your own transportation.
	Text1: To recruit participants in the ORIGINS Project and sub-projects and to follow-up participants at a range of time points during the Project implementation. This position will contribute to the day to day running of The ORIGINS Project, supporting the collection of quality research data, including specimens, as part of the Project.
	Text3: 0 Direct Reports 


