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3 JOB DESCRIPTION

Position Title Research Assistant - END RHD CRE Level [N

F=lelelaisilol (el [S) RN END RHD Head of Strategy

Team Wesfarmers Centre of Vaccines and Infectious Diseases

Location Telethon Kids Institute, Perth Children’s Hospital, 15 Hospital Ave, Nedlands

PURPOSE OF POSITION Provide a brief description of the general nature of the position; an overview of why the
job exists; and what the job is to accomplish.

This role will undertake desktop research, within pre-defined parameters, and synthesise information to inform the
development of key recommendations, provide coordination and content for the various consultation processes and
contribute to the writing, proofing and production of the report and provide support to END RHD CRE research projects.

KEY RESPONSIBILITIES

© A maximumof5 primary responsibilities for the position
© Listin order of importance
(> Workplace Safety is mandatory for all Job Descriptions

Tasks required to achieve

Key Responsibilites Measures

Key
Research  Undertake literature reviews of specific topics and produce Feedback from END RHD Head
Support background documents and evidence summaries. of Strategy and END RHD
« Coordinate writing groups/collaborators on specific Team.
topics/chapters
and support formal consultation process (e.g. Delphi process Agreed timelines for
for clinical/technical recommendations). deliverables are met.
« Collate and incorporate feedback from collaborators and
stakeholders on specific topic areas/recommendations.

* Proofing and editing as required for consultation documents,
draft chapters and final report.

« Support reference management including filing of publications,
referencing from text and management of Endnote reference
software.

Research « Prepare ethics applications and support governance process
Support relating

Continued to consultation and related CRE projects (e.g. the END RHD
Communities).

* Assist in preparing articles arising from Endgame Strategy for
submission to peer review journals and grey literature.




_

KEY RESPONSIBILITIES continued ...

Tasks required to achieve

Key Responsibilites Measures

Communication | ¢ Coordinate consultation on the RHD Endgame Strategy, in Feedback from END RHD Head
and conjunction of Strategy and END RHD
coordination with END RHD CRE team Team.

« Contribute to the development of plain text summaries of Agreed timelines for

research deliverables are met.

activities and recommendations for use on the END RHD CRE

website

and for END RHD

« Contribute to the broader work of the CRE and END RHD
activities

through participating in regular team meetings.

« Contribute to updating team workplan, timelines, contacts
database

and team meetings

Administration |« Provide support for administrative tasks of the END RHD Feedback from END RHD Head
CRE, END RHD and Head of Strategy including meeting of Strategy and END RHD
scheduling and room bookings. Team.

Other tasks as |« Perform other relevant duties as required Feedback from Manager

required




_

Workplace
Safety © Take reasonable care for your own safety and health |® Responsibilities are
and avoid harming the safety and health of others embedded in work practices.
through any act or omission at work.
© Hazards are effectively
(> Identify and assess workplace hazards and apply managed or reported.
hazard controls.
© Accidents and incidents are
© Report every workplace injury, illness or near miss, no reported in a timely manner.
matter how insignificant they seem.
© All applicable safety policies
© Abide by Telethon Kids Institute policies and and procedures are sought,
procedures. understood and implemented.
ESSENTIAL CRITERIA

Qualifications: Completed or completing tertiary qualification in a health-related field

(what are the minimum

educational, technical or
professional qualifications
required to perform the role)

Essential Demonstrated capacity for high quality academic writing
) Completion of evidenced based literature reviews including
Skills, « familiarity with online article databases including PubMed
(Lol I[=le[s [ « familiarity with sourcing and including reports from unpublished/grey’ literatures
Experience: Ab|||t_y to syn_the3|se large volume_s of information into concise summaries
Familiarity with Endnote referencing software
Ability to take direction and work independently, including periods without in-person supervision
Excellent verbal and written communication skills, including demonstrated interpersonal skills

DIRECT REPORTS 0 Direct Reports

List by job title any positions
to be supervised by this role

Approved by: Signature of the person with the authority
to approve the job description and job title

Date approved: Date upon which the job
description was approved

Reviewed by P&C: Date when the job description
was last reviewed by People & Culture
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