
  

 
 

POSITION DESCRIPTION: 

SECTION A:   Position Context 

Position Title International Health Project Officer 

Working Group Global Women’s and Newborn’s Health 

Classification RA1 ($70,169 per annum + superannuation) 

Location Melbourne, Australia  

Effective Date April 2021 

 

Purpose: 

The International Health Project Officer (PO) will be part of the Global Women’s and Newborn’s 
Health team in the International Development discipline at Burnet Institute. They will join a dynamic 
and experienced group of public health researchers and practitioners, with a particular interest in 
maternal and newborn health research. The PO will contribute to the team’s public health research 
and knowledge synthesis activities, with a focus on improving maternal and newborn health globally.  

Supervision Reporting Relationships: 

This positions’ supervisor/manager Group Heads, Global Women’s and Newborn’s Health  

Other positions reporting to this position None 

SECTION B:  Key Responsibility Areas 
The key responsibility areas (KRAs) are the major outputs for which the position is responsible and are not a comprehensive statement of 
the position activities.   

 

 

 

 Key Responsibility Areas 

1.  Research project 
implementation 
and analysis 

• Conduct or contribute to systematic reviews of quantitative studies 

• Contribute to development of clinical and health system guidelines  

• Prepare search strategies, conducting literature searches, retrieving journal 

articles and summarising information on a topic 

• Conduct data cleaning and query resolution activities and basic data analysis 

• Support research coordination activities with collaborators, including 

management of communications (e.g. teleconferences) and in-country meetings 

as required 

• Contribute to conduct of final analyses and interpretation of findings 

2.  Research project 
development 

 

• Contribute to developing study proposals and protocols for primary research 

and knowledge synthesis projects  

• Co-ordinate and support Ethics Review Board submissions 

• Contribute to grant applications 

• Effectively communicate with local and international collaborators on developing 

new research projects, plans and timelines 

• Develop paper or electronic data collection instruments 



 

 Key Responsibility Areas 

• Contribute to development of statistical analysis plans 

• Support coordination activities with collaborators, including management of 

communications (e.g. teleconferences) and in-country meetings as required 

• Communicate effectively and respectfully with research team members 

3.  Research Group 
Co-ordination 

• Assist Working Group Heads with team coordination activities, including 

meeting agenda, meeting minutes and team communications 

4.  Research Project 
Communication  

 

• Support  manuscript submission to journals, including ensuring requirements for 

journal instructions to authors are met  

• Develop and support submissions to conferences and presentations on 

research findings 

5.  Support to 
project reporting 
and 
communications  

• Support media, website, communications and dissemination of working group 

activities as required, working with the WG heads and Burnet communications 

staff 

• Assist with drafting and editing of reports working with relevant activity 

managers/leaders or team members 

• Assist with preparation of presentations and briefs as required 

6.  Other 
Responsibilities 

• Support activity management and administrative tasks when needed  

• Participate in team meetings and share minute taking as required. 

7.  Occupational 
Health & Safety 

Refer to the “Burnet OHS responsibilities and roles” document for full details on 
specific OHS obligations and responsibilities of Employees. 

8.  Training  Responsible for completing all required training in line with the position / role. 

SECTION C:  Key Selection Criteria 

Qualifications Essential/ 
Preferable 

1.  An undergraduate qualification in science, health or other field relevant to 
reproductive, sexual, maternal and/or child health in low- and middle-income 
countries 

Essential  

2.  A post graduate qualification in the health sciences, public health or a relevant 
field  

Desirable 

 

Experience / Knowledge / Attributes  

1.  Expertise in sexual and reproductive health AND/OR maternal and child health 
AND/OR a health services improvement AND/OR public health 

Essential 

2.  Previous experience with conducting health related research activities Essential 

3.  Excellent communication and interpersonal skills Essential 

4.  Demonstrated capacity to work independently exercising strong judgement, 
decision-making and problem-solving skills. 

Essential 

5.  Good time management and organizational skills Essential 

6.  Skills and experience with conduct of systematic reviews, literature searching 
and screening and Endnote software 

Essential 

7.  Project coordination/management skills Desirable 

8.  Previous experience in international development, research or not-for-profit 
organization 

Desirable 

9.  Experience working on databases or health information systems ideally within 
a health or research program 

Desirable 

10.  Experience working in a resource-constrained country or setting Desirable 

11.  Experience working with statistical analysis software for quantitative analysis 
of health data (such as STATA, SPSS or similar) 

Desirable 



 

12.  Peer-review publications in a health field Desirable 

13.  Experience with electronic data collection and capture systems (eg: REDCap 
or similar) 

Desirable 

 

Other Requirements 

The Burnet Institute is a child safe organisation. The incumbent of this position may be required to undergo a 
Police Check or Working with Children Check as a condition of their employment. 

 

This position involves the following contact with children (any individual aged under 18 years):  

None  

 

 

SECTION D: Burnet Overview 

 

Burnet Institute is a leading Australian, unaligned, not-for-profit organisation focused on achieving 
better health for vulnerable communities in Australia and internationally by accelerating the 
translation of research, discovery and evidence into sustainable health solutions.  

  

Since 1986, Burnet has linked discovery-oriented, medical research with practical action to help solve 
devastating global health problems that affect the most vulnerable. This sets us apart from other 
organisations. Institute-wide interdisciplinary health programs - Maternal, Child and Adolescent 
Health; Disease Elimination; Behaviours and Health Risks, and Health Security - are at the heart of 
our daily decision-making. The Institute's highly diverse skill base of laboratory and field research, 
and technical expertise, is fostered across cross cutting disciplines of Life Sciences, Public Health 
and International Development. 

  

Whilst our headquarters is in Melbourne, Australia, we also have offices in Papua New Guinea and 
Myanmar, and are actively involved in research and public health programs throughout Australia, the 
Asia-Pacific region, and Africa. Burnet is the only unaligned organisation in Australia that has dual 
accreditation with both the Australian National Health and Medical Research Council (NHMRC) and 
the Department of Foreign Affairs and Trade (DFAT). 

 

Further Information: 

For further role specific queries, please contact Joshua Vogel, Principal Research Fellow - Maternal and 
Child Health (joshua.vogel@burnet.edu.au) 

 


