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Position title: Animal Ethics Administrator  

Employer:  Baker Heart and Diabetes Institute  

Department: Research Office 

Supervisor/Manager: Animal Ethics Senior Officer 

Date: January 2021 

Background 

Baker Heart and Diabetes Institute is an independent, internationally renowned medical 

research facility focused on cardiovascular disease (including stroke and hypertension), 

diabetes and their complications, such as kidney disease.  We have a long and distinguished 

history, spanning more than 90 years with our work critical to today’s healthcare challenges. 

We are a key player in research, translation, education, advocacy and health promotion with 

a staff of more than 450 (including scientists, clinicians and students).  

The Alfred Research Alliance (formerly AMREP) is a collaborative partnership between Alfred 

Health, Monash University, Baker Heart and Diabetes Institute, Burnet Institute, La Trobe 

University and Deakin University at the Alfred Precinct in Melbourne. The Alliance brings 

together more than 8,000 health professionals, researchers and support staff, providing a 

collaborative environment to integrate medical research with education and healthcare. 

Department 

The Baker Institute Research Office oversees the Institute’s research animal ethics, grants 

management and research performance metrics.  

The Research Office also provides research administration services to the Alfred Research 

Alliance, including providing secretariat and compliance services to the two Alfred Research 

Alliance Animal Ethics Committees (AECs).  

The AECs ensure a uniform and high standard of animal welfare and ethics in animal 

experimentation throughout the Alfred Precinct. They review applications to use animals for 

scientific purposes from investigators from animal licence holders (Baker Heart & Diabetes 

Institute, Monash University Central Clinical School, Burnet Institute and Alfred Health) to 

ensure compliance with legislative requirements. The AECs are overseen by a Governance 

and Policy (GAP) Committee, with representatives from each of the animal licence holders.  

Nature of environment 

The Alfred Precinct is a unique environment incorporating a continuum of research extending 

from basic science through to human clinical trials, health care, and health promotion in the 

community setting. Staff include clinicians, allied health professionals, researchers, clinical, 

administrative staff, research support staff, animal care staff and students.   
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Key job requirements, responsibilities and duties 

There are two Animal Ethics Administrators in the AEC Office. The Animal Ethics 

Administrators are responsible for providing administrative and secretariat support to the 

Alliance Animal Ethics Committees (AECs). The administrators work cooperatively together 

and report to the Animal Ethics Senior Officer. The Administrators work closely with 

Researchers, AEC Chairs and AEC members.  

Key accountabilities of the role include: 

 Provide secretariat and administrative support to the committees run by the Alliance AEC 

Office (e.g. GAP, AEC and License Holder meetings). Including organising meetings, 

preparing agendas, recording meeting minutes, following-up actions and approvals, 

recruiting and training AEC members, and corresponding with committee members and 

researchers. 

 Keep accurate records of meetings, applications and their approval status, modifications, 

delegations and any adverse events. 

 Administer AEC business in a purpose built Research Management System and in 

Outlook. Help maintain the database of animal ethics applications, approvals, 

modifications, and reports.  

 Help manage general enquiries from researchers, and provide advice to applicants on 

AEC policies and procedures and administrative processes. 

 Assist with coordinating inspections of new and existing animal facilities, maintain detailed 

lists of licensed rooms, and organise license variations and renewals as required. 

 Assist with maintaining the AEC website and preparing communications to stakeholders 

(including newsletters). 

 Assist with annual reporting procedures including collation and analysis of animal usage 

data for submission to the Victorian Government, including the annual AEC survey. 

 Assist with maintaining the library of controlled documents including standard operating 

procedures, guidelines, policies, forms and registers.  

 Process invoicing, application fees, sitting fees and catering.  

 Administer the training program, coordinate enrolments and maintain registers. 

 Participate in the continuous approval and development of team procedures. 

This role may be directed to perform other duties as directed by the manager/supervisor from 

time to time and it is a condition of employment that this role complies with any such 

reasonable requirement. 

Meet statutory requirements of the company 

Employees of the Baker Institute must comply with and maintain up to date and accurate 

knowledge in: 

 OH&S legislation. 

 EEO legislation. 

 Privacy legislation. 

 Victorian Prevention of Cruelty to Animals Act 1986.  

 Australian code for the care and use of animals for scientific purposes 2013. 
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 Australian Code for the Responsible Conduct of Research. 

 Confidential Information Policy. 

 Baker Heart and Diabetes Institute Code of Conduct. 

 Baker Heart and Diabetes Institute Values. 

 Baker Heart and Diabetes Institute Intellectual Property Agreement. 

Requirements of position holder 

Education level 

 Completion of a degree in a science-related discipline; or 

 Extensive experience in a similar role in a research or higher education environment; or 

 An equivalent combination of relevant experience and education/training. 

Experience 

 Experience in office administration, including preparing meeting agendas, minutes and 

correspondence. 

 Experience in an animal ethics administration role in a research or higher education 

environment is desirable. 

 Experience using Outlook, Mail Chimp, Ethics Databases, Research Management 

Systems, Website management, Access databases and/or Zoom. 

Knowledge 

 Understanding of laboratory animal science and animal ethics procedures. 

 Knowledge of relevant animal welfare legislation and codes of practice concerning the use 

of animals for scientific purposes is desirable. 

Skills 

 Excellent administrative and organisational skills, including the ability to manage 

competing priorities and meet strict deadlines.    

 A high level of interpersonal skills that enable the appointee to liaise effectively with a wide 

range of internal and external people at a range of levels.  

 High-level written and verbal communication skills. 

 Strong IT skills, including database entry and reporting. 

Attributes 

 Systematic approach to tasks and strong attention to detail. 

 Self-motivated individual who is able to work independently and exercise good judgement.  

 Ability to maintain confidentiality and comply with privacy requirements. 

 Demonstrated ability to participate positively in a team. 
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Summary of position 

This is a position for an enthusiastic and motivated individual with a strong background 

administration. 

The position is responsible for managing the administrative requirements the Animal Ethics 

Committees, including organising meetings and preparing agendas, minutes, correspondence 

and reports. The Administrator is also responsible for contributing to maintaining the database 

of animal ethics applications and approvals, as well as providing advice to applicants on the 

administrative procedures required to seek AEC approval. 

As the Baker Institute evolves to meet its changing strategic and operational needs and 

objectives, so will the roles required of its staff members. As such, staff should be aware that 

this document is not intended to represent the position which the occupant will perform in 

perpetuity.  

This position description is intended to provide an overall view of the incumbent’s role as at 

the date of this statement. In addition to this document, the specifics of the incumbent’s role 

will be described in Key Performance Indicators (KPIs) developed by the incumbent and 

relevant supervisor as part of the Baker Institute’s performance appraisal and development 

process. 

 

The Baker Institute is an Equal Opportunity Employer and we welcome interest from Aboriginal 

and Torres Strait Islanders and members of the LGBTIQ+ community for roles within the 

Institute. We value diversity, inclusivity, gender equity and we promote family friendly 

practices. We are a proud recipient of an inaugural Athena SWAN Bronze Award from Science 

in Australia Gender Equity (SAGE).  

 


