
 

 

 
 

POSITION DESCRIPTION: 

SECTION A:   Position Context 

Position Title Evaluation Officer  

Classification RA5 – RA7: $87,934 - $94,630 per annum + super 

 Location 85 Commercial Road Melbourne 

Effective Date February 2022 

 

Purpose: 

The Evaluation Officer will provide monitoring and evaluation support to the Eliminate Hepatitis C 
program, which aims to increase HCV treatment uptake among key risk populations, including people 
who inject drugs (PWID) with the overall aim of achieving elimination of Hepatitis C from Australia 
by 2030. As part of the ECA program of work, a national health promotion campaign aimed at 
increasing hepatitis C testing and treatment will be implemented in 2022 and the person in this 
position will have an integral role in delivering the formal evaluation of this campaign.  

 

This position will oversee monitoring and evaluation activities undertaken across the Health 
Promotion Program to enable high quality project delivery by evaluation partners and effective use 
of findings. The Evaluation Officer will have a close working relationship with the Health Promotion 
Program Lead and is expected to oversee (in collaboration with program teams) the planning, design, 
commissioning, implementation and translation of research, evaluation and monitoring activities 
related to ECA programs.  

 

Participation in the wider activities of the Viral Hepatitis Elimination Research Program and the 
Disease Elimination Program more broadly is expected. 

 

Supervision Reporting Relationships: 

This positions’ supervisor/manager Dr Anna Wilkinson and Professor Mark Stoove 

Other positions reporting to this position N/A 

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.  Monitoring and 
evaluation 

• Oversee the implementation of a formal evaluation plan of a national health 
promotion campaign.  

• Monitoring the progress of a health promotion campaign roll-out through using 
metrics.  

• Sourcing, collecting, and collating relevant quantitative and qualitative data.  

• Development and refinement of formal evaluation plans for future ECA programs.   



 

 

 Key Responsibility Areas 

2.  Project 
Management 

• Ensure project management and business as usual activities (including 
management of relevant budgets) are implemented in accordance with Burnet 
Institute processes and systems and are in line with company policy and program 
governance. 

• Provide high quality written documents including briefing notes, preparation of 
contracts and agreements, and project management documentation; provide 
input into the development of key reports. 

3.  Stakeholder 
Engagement 

• Liaise with community organisations directly implementing health promotion 
activities to monitor implementation and collect evaluation-related data.  

• Represent the Disease Elimination Program at project meetings with 
collaborators, external stakeholders and/or funding agencies. 

• Attend conferences, seminars and forums as requested. Identify appropriate 
representational opportunities for the Disease Elimination Program at 
conferences, seminars and forums. 

4.  Reporting and 
publications 

• Summarize and communicate results of formal evaluations to colleagues and 
partners. 

• Present high-quality written reports of monitoring and evaluation findings.  

 

5.  Occupational 
Health & Safety 

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

Occupational Health and Safety 

The Burnet has a commitment to providing a safe and healthy workplace in accordance with the Occupational 
Health and Safety Act 2004. All staff are obliged to take all reasonable care to ensure that their actions do not 
place themselves or others at risk. 

 

SECTION C:  Key Selection Criteria 

 

Qualifications Essential/ 
Preferable 

1.  Bachelor Degree in science, medicine or related discipline Essential 

2.  Post graduate degree level qualifications in social or behavioural sciences, 

evaluation, health sciences or other relevant discipline with strong research and 

evaluation component. 

Preferable 

 

Experience / Knowledge / Attributes  

1.  Experience in developing, implementing and evaluating health promotion community-based 
programs 

Essential 

2.  High level qualitative and quantitative research and data analysis skills. Essential 

3.  Capacity to problem solve and negotiate successful outcomes in potentially 

challenging circumstances. 

Essential 

4.  Excellent written and verbal communication skills, including experience developing 

analytical reports and the ability to present information to diverse audiences. 

Essential 

5.  Thorough working knowledge of Microsoft Office including Word, Excel and 

PowerPoint, as well as experience using NVivo and SPSS.  

Essential 

6.  Ability to collaborate effectively and work as part of a team Essential 

7.  Excellent interpersonal skills, organisational skills, self-motivation and enthusiasm Essential 



 

 

8.  Previous experience in public health research  Preferable 

9.  Knowledge of viral hepatitis  Preferable 

 

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. 

 

SECTION D: Burnet Overview 

 

Burnet Institute is a leading Australian medical research and public health 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. The Institute is 
headquartered in Melbourne with programs that operate across Asia, the Pacific and in Africa. 

Burnet’s culture links innovative discovery-oriented research and implementation research with 
development and humanitarian action. World-class laboratory and field-based research is integrated 
into multidisciplinary programs aimed at the prevention, detection and treatment of diseases of global 
significance. This unique approach allows the Institute to make a tangible and sustainable impact on 
health in both developed and developing countries. 

The Institute has three major thematic programs – Disease Elimination, Behaviours and Health Risk, 
and Maternal and Child Health, and two expansion programs – Healthy Ageing and Health 
Security.  Staff within these Programs are supported by cross-cutting communities of practice; the 
disciplines of Life Sciences, Public Health and International Development.  

 

Further Information: 

For further information, please contact Emily Adamson, ECA Health Promotion Program Manager on 0400 187 044. 

 

 

 

 


