
Position Title

Reports to (role)

Team

Location

KEY RESPONSIBILITIES

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

DIRECT REPORTS

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


	Position Title: Research Assistant
	Level: A
	Reports to role: Research Fellow, FASD Research Australia CRE
	Team: FASD Research Australia CRE
	Location: Telethon Kids Institute, Perth Children's Hospital
	KeyRow1: Research Administration
	Tasks required to achieve Key ResponsibilitesRow1: Conduct the day-to-day activities involved in the research protocol
Assisting with ethics applications & reporting 
Liaising with other researchers 
Participate in team meetings
	MeasuresRow1: Timeliness of achieving project milestones
All ethics and regulatory approvals are current 

	KeyRow2: Literature reviews
	Tasks required to achieve Key ResponsibilitesRow2: Conducting systematic reviews
Literature reviews 

	MeasuresRow2: Successful submission of manuscripts
	KeyRow1_2: Data Analysis
	Tasks required to achieve Key ResponsibilitesRow1_2: Quantitative and qualitative data analysis 
Use of survey software 
Assisting with data collection, entry and analysis as required 
 
	MeasuresRow1_2: Records are complete and up to date by required time frame
Acceptable quality of data cleaning and analysis 
Positive feedback from supervisor/team leader 
	KeyRow2_2: Stakeholder engagement
	Tasks required to achieve Key ResponsibilitesRow2_2: Assisting with stakeholder and community workshops 
Communicating with workshop attendees 
Drafting correspondence for workshops and consultation 

	MeasuresRow2_2: Positive feedback from team members and collaborators
	KeyRow3: 
	Tasks required to achieve Key ResponsibilitesRow3: 
	MeasuresRow3: 
	Qualifications what are the minimum educational technical or professional  qualifications required to perform the role: Bachelor’s degree with honours 
	Signature of the person with the authority to approve the job description and job title: Narelle Mullen
	Date upon which the job description was approved: 17/1/19
	Date when the job description was last reviewed by People  Culture: 17/1/19
	Essential Skills Knowledge  Experience: Research experience in a health or other science degree
High-level written and oral communication skills
Database creation and management 
Quantitative and qualitative survey data analysis including use of SPSS or STATA, and NVivo
Ability to work independently as part of a broad, multidisciplinary team 
Demonstrated ability to set goals, develop priorities and meet deadlines
‘Working with Children Check’ and ‘National Police Clearance’ prior to commencement will be mandatory

Prior experience conducting systematic reviews and preparing manuscripts for publication is desirable.
	Text1: This position sits within the Fetal Alcohol Spectrum Disorder (FASD) Research Australia Centre of Research Excellence based at the Telethon Kids Institute (Perth, Australia). The research team conducts a range of research in FASD, and this position will contribute to improving diagnosis and understanding the impact of FASD in our community. 
	Text3: None


