
 

 

 

 

 

 

POSITION DESCRIPTION 

 

ASSOCIATION OF AUSTRALIAN MEDICAL RESEARCH INSTITUTES 

Founded in 1993, the Association of Australian Medical Research Institutes (AAMRI) is the peak body 

representing medical research institutes across Australia. Our mission is to achieve positive policy 

outcomes for our member institutes—and Australian health and medical research more broadly—by 

undertaking advocacy activities, informing and influencing government policy, building networks, and 

representing member institutes in areas of shared concern. AAMRI plays a pivotal role in representing 

the interests of medical research organisations to Federal Parliamentarians and Government 

agencies.Further information on AAMRI’s role and activities is available here. 

AAMRI has 58member institutes, ranging in size from 20 to 1,000 staff and students, and collectively 

representing over 20,000 staff and students and an annual research budget of $1 billion. Our 

members are internationally recognised leaders in health and medical research, undertaking a broad 

spectrum of research, from fundamental biomedical discovery through to translational and clinical 

Position Title: Executive Officer, VicAAMRI 

Job Reference: VicAAMRIEO 

Report to: AAMRI Chief Executive Officer with indirect report to Chair, VicAAMRI 

Location: Parkville, Melbourne 

Hours: Full-time or Part-time, negotiable  

Contract: Ongoing 

Remuneration: (Full 

Time) 

$123,671 to $133,867 (PSE 9) pro rata + 10% employer 

superannuation (or up to 17% with generous employer matching 

contributions) 

 

In addition, staff can take $15,900 of annual salary as a tax-free 

benefit, providing a higher take home pay. Further information 

available on request. 

 

Further tax savings can be made by salary packaging meals and 

entertainment, accommodation and venue hire. 

Area of Responsibilities:  Project management and delivery 

 Government and stakeholder relations 

 Medical research policy and strategy 

 Collaboration and networking 

Qualifications and 

Experience: 

A tertiary qualification is essential, with experience in the medical 

research sector preferred. 

 

Experience or an interest in government relations,and/or medical 

research policy is essential. 
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research. Together, our members address practically every aspect of human health and disease. Our 

members are predominantly independent charities, but they also include university-based medical 

research institutes and hospital-based medical research institutes. 

AAMRI is overseen by a President and Board, all engaged on a voluntary basis and drawn from our 

member organisations. Our office is based at the Walter and Eliza Hall Institute of Medical Research 

and includesan Executive Director, Communications and Marketing Manager, an Events and 

Administration Coordinator. In addition to this AAMRI has managers of state chapters in Victoria and 

Western Australia. AAMRI is a not-for-profit company limited by guarantee and is registered with the 

ACNC. 

VicAAMRI is the Victorian State Chapter of AAMRI. VicAAMRI represents 14 of Victoria’s world-class 

independent medical research institutes. VicAAMRI is overseen by a small Chapter Committee, 

including the VicAAMRI Chair, comprised of Directors and Senior Executives from VicAAMRI’s 

member institutes. VicAAMRI aims to strengthen Victoria’s medical research sector by raising the 

profile of health and medical research and the role of medical research institutes in building a healthy 

and prosperous Victoria, through advocacy to the Victorian Government, strategic projects, and 

strengthening connections between its member institutes. 

 

Working at AAMRI 

While we might be a small team, we are passionate about making a big difference. We are dedicated 

to delivering for our members, but we make sure we have a lot of fun along the way. We have a 

vibrant, inclusive, diverse, and enjoyable workplace culture and welcome applications from anybody 

who would like to help support and build the medical research institute community. 

 

THE POSITION 

The Executive Officer, VicAAMRI will report to the Chief Executive Officer at the Association of 

Australian Medical Research Institutes with an indirect report the VicAAMRI Chair. They will contribute 

to Victorian Government and stakeholder relations, medical research policy and strategy, and the 

design and management of strategic projects, with a specific focus on initiatives benefitting medical 

research institutes in Victoria. 

The Executive Officer, VicAAMRI will apply focused effort to aid the advocacy of medical research 

institutes to the Victorian Government and other stakeholders; lead the development of time sensitive 

critical government submissions, including investment proposals; enhance collaboration and 

networking opportunities between institutes in Victoria; and work towards the ongoing development of 

VicAAMRI. 

Applications are strongly encouraged from those working in medical research who are interested in 

pursuing a career in policy development, government relations, and project management. 

Key responsibilities: 

Project management and delivery 

 Devise and undertake projects of strategic interest to Victorian AAMRI members 

 Manage VicAAMRI’s annual budget and finances and plan for future years 

 Provide administrative support to VicAAMRI Chair and Chapter committee 

 Work with other team members within the AAMRI office to drive effective outcomes 

 Provide support for other activities required to deliver Victorian Government budget bids as 

appropriate (i.e. work closely with communications managers, consultants and other 

stakeholders as required) 

Government and stakeholder relations 

 Prepare policy and budget submissions to the Victorian Government 



 

  3

 Develop and implement strategic plans to influence Victorian parliamentarians, government 

agencies and other stakeholders about the value of Victorian medical research institutes 

 Represent VicAAMRI at government and sector meetings 

 Proactively build strong relationships with Victorian parliamentarians, government agencies, 

medical research institutes, biotech and pharma representatives, and other stakeholders 

 Demonstrate value for VicAAMRI member institutes 

Medical research policy and strategy 

 Identify and develop opportunities for funding and other support mechanisms for medical 

research institutes 

 Scope and develop compelling reports to position medical research institutes to win funding 

 Identify issues affecting the sector, undertake analysis to understand their impact, and 

develop potential responses 

 Collect and analyse information on the medical research sector, and prepare reports, policy 

documents and fact sheets 

 Provide policy and advocacy advice to the VicAAMRI Chair and Chapter Committee, and 

VicAAMRI member institutes. 

Collaboration and networking 

 Identify collaboration and networking opportunities for Victorian AAMRI members 

 Help members connect with each other to enhance knowledge sharing within the sector 

Other duties 

 Undertake other duties from time to time as directed by the Chief Executive Officer of AAMRI 

and the Chair of VicAAMRI. 

 

REPORTING AND LIAISON 

The Executive Officer, VicAAMRIreports to and works closely with the Chief Executive Officer of 

AAMRI, with an indirect report to the VicAAMRI Chair. 

The VicAAMRI Chair and the Chapter Committee provide strategic guidance and oversight for the 

Executive Officer, VicAAMRI. 

 

SELECTION CRITERIA 

Essential 

 A tertiary qualification is essential, with experience in the medical research sector preferred 

 Experience or a strong interest in government relations and policy 

 Experience or a strong interest in policy analysis 

 Extensive experience with project management 

 Exceptional organisational skills, including prioritising tasks and meeting deadlines 

 Excellent written communication skills, including writing for difference audiences 

 Experience with stakeholder management, including engagement with senior members of the 

sector 

 Strong analytical skills 

 A strong commitment to a positive workplace environment with a culture of diversity, 

inclusiveness and equity. 

 An ability to work with a high degree of autonomy and with a high level of accountability 
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Desirable 

 Experience in advocacy and communications 

 Experience working in a small team with limited supervision 

 

FURTHER INFORMATION 

For further information please contact Sally Basser at sally.basser@nfpsuccess.com.au  

Feel free to call Sally anytime including evenings and weekends on 0488 667 075   


