
 
 

 Position Description  

Position Title: Research Administrator 

Salary Range: MCRI Professional & Administrative Salaries Level 5  

Reporting Manager: Professor Stephanie Brown 

Direct Reports: 
  None 

Home Group: Intergenerational Health 

 

Who are we? 
 

The Murdoch Children’s Research Institute (MCRI) is home to significant scientific discoveries. We believe there is an 
answer, a cure or a better treatment for every childhood condition — and we’re determined to find it. 

 

We are a diverse team of world-leading researchers, doctors, engineers, and hardworking professionals in corporate and 
scientific services from all corners of the world with one shared goal — to transform child health worldwide. 

 

Our strength lies in our partnership and co-location with The Royal Children’s Hospital and the University of Melbourne 
— the Melbourne Children’s Campus. This rare model amplifies opportunities to quickly translate research into clinical 
care. 

 

At MCRI, you’ll also find our subsidiary organisation, the Victorian Clinical Genetics Services (VCGS), a specialist 
childhood, prenatal and adult genetics service. VCGS provides an integrated genetic consultation, counselling, testing 
and diagnostic support service to children, adults, families and prospective parents. 

 

Together, we share a powerful vision: re-imagine the future of child health. 
 

What is it like to work for us? 
 

We are committed to ensuring a positive working environment that values all backgrounds and experiences. We cultivate 
an inclusive culture that is underpinned by equal opportunity for all and a culture based on respect, consideration and 
dignity. We are also committed to developing our people and fostering an environment where learning and development 
is central to our staff reaching their full potential. 

The Intergenerational Health Group’s vision is health, wellbeing and equity for mothers, fathers, children and families. 

Our program of research focuses on: 

 

• Improving the health and wellbeing of socially disadvantaged and ‘harder to reach’ populations, including Aboriginal 
families, families of refugee background and women and children experiencing family violence. 

• Working in partnership with communities, health services and policy makers to reduce inequalities in health 
outcomes and break intergenerational cycles of social adversity and trauma. 

• Conducting rigorous, high quality epidemiological research to improve understanding of the complex interplay of 
social, cultural, biological and environmental factors in persisting health inequalities. 

• Co-designing, implementing and evaluating innovative, collaborative health services and health systems 
interventions to improve outcomes for socially disadvantaged populations. 



 

 

Position Overview 
 

The Research Administrator will provide administrative, operational support to the Intergenerational Health research 

group. The position will assist in expanding the reach, impact and quality of the group’s research by working to support 

the Group Leader and administrative functioning of the research group. 
 

 

Key Accountabilities 

 
Responsibilities as Research Administrator for the Intergenerational Health Group 
 

• Working collaboratively with the Group Leader to support strategic functions, collaborative research activity, 
and liaison with internal and external stakeholders. 

• Working collaboratively with the Group Leader and Intergenerational Health group members to support 
research functions for the group, including: 

o coordination of group meetings and action item follow-up. 
o high level assistance with processes and systems to facilitate high quality grant submissions and ethics 

applications. 
o assistance with financial management of research projects, including purchasing, payment of invoices, 

travel arrangements, reimbursement of expenses for members of the group, and reconciliation of 
accounts with the institute’s financial reporting system. 

o maintaining an electronic filing system for HR files and assisting with review and submission of casual 
staff timesheets. 

o co-ordination of workshops, seminars, and other group and project events. 
o support for the collaborative team environment and functions of the group, including induction of new 

staff and students. 
o assistance with paper submissions, and the Intergenerational Health group’s research output collection, 

research reporting, and systems for compliance with conditions of ethics approval. 
o assistance with group’s internal and external communication strategies to engage and inform staff, 

students and external stakeholders of key research and innovation objectives, activities, initiatives and 
outputs. 

o Coordination of domestic and international travel arrangements. 
• Building strong relationships with researchers within the Intergenerational Health group and a sound understanding 

of their research focus and activity in order to support efficient administrative systems and knowledge translation 
activities. 

• Managing short term projects, including assisting with preparation and submission of grant applications. to support 
the Group Leader to prioritise strategic objectives and outcomes. 

• Contributing to research culture and life of the Intergenerational Health group and Population Health Theme 
through attendance at meetings, MCRI seminars and events. 

• Generating creative solutions to new and existing problems by demonstrating initiative relative to the position. 



Selection Criteria 

Essential 

 

• Excellent interpersonal skills, including an ability to work with a wide range of individuals from different. 
• backgrounds and cultures. 

• Experience working in public health and/or health services research. 
• Demonstrated personal qualities of teamwork, and commitment to collaborative work practices. 

• Excellent written and oral communication skills. 

• Sound problem-solving skills. 

• A high level of accuracy and attention to detail. 
• Experience in project management. 

• Experience providing administrative and operational support for projects and project teams. 

• Experience processing accounts and maintaining accurate financial records. 

• Exceptional planning and time management skills including the ability to work on multiple 
projects simultaneously, and meet both varied and fixed deadlines. 

• High level skills using Microsoft Office, including MS Word, Outlook and Excel. 

• Proficiency in EndNote reference library software. 

• Working with Children & National Police Clearance. 
 

Desirable 
 

• Demonstrated knowledge and understanding of social determinants of health and factors promoting 
cycles of intergenerational trauma, family violence and social inequity. 

• Experience working with Aboriginal health and/or refugee and migrant health. 

 

 

• Knowledge in REDCap web-based electronic data capture system. 
 

Conditions of Employment 
 

• Working with Children & National Police Clearance (if appointed) in compliance with the Victorian Governments 
Child Safety Standards. 

• The right to reside and work in Australia and you meeting any applicable visa conditions. 

 

Health, Safety & Wellbeing 

 
• We are committed to providing and maintaining a working environment which protects the health, safety and 

wellbeing of our people, partners and the community. 

• Employees conducting duties on behalf of MCRI are expected to meet the environment, health and wellbeing 
requirements and responsibilities specifically required for the role. 

• We are committed to supporting children in their right to be safe and adhere to the responsibilities we have to 
ensure their protection and safety as per the Child Safety Standards Policy. 

• Specified positions may be subject to medical review to ensure that the inherent requirements of the role can be 
undertaken safely. 

 

As MCRI evolves to meet its changing strategic and operational needs and objectives, so will the roles required of its employees. As such, 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. 


