
Position Title

Reports to (role)

Team

Location

KEY RESPONSIBILITIES

• A maximum of 5 primary responsibilities for the position
• List in order of importance
• Workplace Safety is mandatory for all Job Descriptions

Key Tasks required to achieve 
Key Responsibilites Measures

PURPOSE OF POSITION

JOB DESCRIPTION Template  

Level

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.



Key Tasks required to achieve 
Key Responsibilites Measures

KEY RESPONSIBILITIES continued ...



Workplace 
Safety Take reasonable care for your own safety and health 

and avoid harming the safety and health of others 
through any act or omission at work.  

Identify and assess workplace hazards and apply 
hazard controls. 

Report every workplace injury, illness or near miss, no 
matter how insignificant they seem.

Abide by Telethon Kids Institute policies and 
procedures.

Responsibilities are 
embedded in work practices.

Hazards are effectively 
managed or reported. 

Accidents and incidents are 
reported in a timely manner. 

All applicable safety policies 
and procedures are sought, 
understood and implemented.

Qualifications:       
(what are the minimum 
educational, technical or 
professional  qualifications 
required to perform the role)

ESSENTIAL CRITERIA

Essential 
Skills, 
Knowledge & 
Experience: 

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

DIRECT REPORTS

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


	Position Title: Research Assistant Children's Lung Health
	Level: A
	Reports to role: Head of Children's Lung Health
	Team: Children's Lung Health
	Location: Level 7, PCH, 15 Hospital Avenue, Nedlands WA 6009
	KeyRow1: Research
	Tasks required to achieve Key ResponsibilitesRow1: • Performing lung function and other physiological assessments
• Calibration, maintenance and quality control of equipment.
• Collection of relevant data using research questionnaires and other relevant tools
• Processing of specimens
• Preliminary reporting of research results.
• Organising and finalising respiratory function reports and other relevant research outcomes.

	MeasuresRow1: • Successful test result in majority of participants.

• Positive feedback from study participants and team members

• Timely input of lung function data into project databases.

	KeyRow2: 
Research Administration/Other

	Tasks required to achieve Key ResponsibilitesRow2: • Assist with / undertake ethics applications and amendments
• Assist with / undertake manuscript preparation
• Prepare presentations and conference posters
• Conduct background research as required
• Literature review of specific topics.
• Training and oversight of junior team members and students working alongside on the projects.


	MeasuresRow2: • Applications and amendments submitted within given timeframe.

• Successful submission of manuscripts, and conference posters/presentations.


	KeyRow1_2: Data Management
	Tasks required to achieve Key ResponsibilitesRow1_2: • Creation of databases and data dictionaries.
• Ensuring reliability of data within the databases.
• Checking, cleaning and coding datasets.
• Manipulation and analysis of data, including merging datasets.


	MeasuresRow1_2: • Quality of data cleaning and analysis.

• Positive feedback from team leader/collaborator.


	KeyRow2_2: Good Clinical Practice
	Tasks required to achieve Key ResponsibilitesRow2_2: • Maintaining records for trials and studies according to good clinical practice guidelines.
• Consenting participants into research, in line with ethical principles of GCP.
• Storage and dissemination of confidential data in line with GCP guidelines.


	MeasuresRow2_2: • Positive feedback from participants and team members in terms of all stages of research process.

• Consistently high levels of confidentiality.

	KeyRow3: Team Membership
	Tasks required to achieve Key ResponsibilitesRow3: • Working cohesively and collaboratively with others – both internal (direct team members) and external (other institute staff, collaborators and members of the clinical team).
	MeasuresRow3: • Positive feedback from team members and collaborators.
	Qualifications what are the minimum educational technical or professional  qualifications required to perform the role: Bachelor of Science (Health or Physiology) with Honours or equivalent
	Signature of the person with the authority to approve the job description and job title: Graham Hall
	Date upon which the job description was approved: 13/11/2018
	Date when the job description was last reviewed by People  Culture: 14/11/2018
	Essential Skills Knowledge  Experience: • Demonstrated capacity to work with children of all ages
• Basic research skills including
• Experience with Microsoft Office suite, Endnote referencing and editing and other relevant software tools.
• Experience with academic database search strategies and literature review process.
• Writing skills, including capacity to summarize and communicate technical/clinical concepts in a clear and concise manner.
• Self-management and high personal motivation.
• Excellent organization and communication skills.
• Obtaining and maintaining West Australia Working with Children Check is mandatory



	Text1: To support a range of research projects with a particular focus on respiratory physiology and clinical trials, including participating in collaborative projects from initiation through to data collection and management. The role will involve working with databases and assisting with data cleaning and analysis as well as general research administration.
	Text3: None


