3 JOB DESCRIPTION

Position Title

Reports to (role)

Team

Location

TELETHON

LIDS

INSTITUTE

Discover. Prevent. Cure.

Aboriginal Research Assistant

Level IRA 4

Research Assistant IRA 8

Ear Health

Cockburn Integrated Health: 11 Wentworth Parade Success

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.

In collaboration with the ear health team and the Aboriginal Community Advisory Group (ACAG) will assist in the
planning,development, and implementation of the urban Aboriginal ear health research projects. Assist in providing
cultural leadership and direction for the team.

KEY RESPONSIBILITIES

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

Key

Community
Consultation

Tasks required to achieve
Key Responsibilites

In partnership with Aboriginal Project Coordinator provide
cultural leadership and cultural advice/awareness for the ear

health team to ensure community consultation is culturally safe.

Assist with the organisation of community forums and events

Assist with the organising the Aboriginal Community Advisory
Group (ACAG).

Provide leadership and direction for the team in community
engagement and developing and maintaining community and
organisational relationships.

Measures

Ear Health team are culturally aware

Number of community forums and
participants

Number of ACAG meetings attended
& actions from meetings followed up

Recruitment strategies developed,
number of organisational
partnerships.

Recruitment for
research
project

Raise awareness about the research projects and provide
strategies for team the best ways to work with the Aboriginal
community.

Maintain relationships with organisational referral sources.

Conduct group or individual information sessions in the
community, hospitals and maternal & child health services to

explain the research projects to potential participants and health

service providers,

Recruit participants as per relevant Standard Operating
Procedures (SOPs).

Strategies developed

Number of organisational partners

Number of information sessions
conducted

Number of participants recruited




_

KEY RESPONSIBILITIES continued ...

Tasks required to achieve

Key Responsibilites

Measures

Undertake
screening and
follow up

Conduct general health and ear health assessments as per the
Standard Operating Procedures (SOPSs)

Complete all health assessment forms as required
Refer and follow up participants as per the SOPs
Provide leadership and direction for team in the best ways to

maintain ongoing relationships with families participating in the
research projects.

Number of ear & health assessments
undertaken

Health assessment forms completed
Number of referrals

Informal and formal yarning sessions
conducted

Undertake data
entry and
analysis

Maintain client health records as per the SOPs

Enter data as per the SOPs

Provide support to Aboriginal Research Assistant in data entry
Inform manager of any issues with data entry

Assist in data analysis

Client records completed in a timely
and legible manner

Data entered in a timely manner
Support provided as required

Issues reported

Professional
Development

Undertake both formal and informal training about ear health

Complete Good Clinical Practice (GCP) on line training

Identify training needs

Attends and actively participate in education sessions and team
meetings

Number of training sessions attended

GCP completed and certificate
obtained

Training needs identified

Number of education sessions
attended
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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: « Under Section 50 (D) of the Equal Opportunity Act we are seeking to employ
Aboriginal/Torres Strait Islander person

(what are the minimum

educational, technical or « Aboriginal Health Training Certificate 1V or equivalent training and experience
professional qualifications
required to perform the role)

Essential » Demonstrated knowledge and understanding of Aboriginal health and wellbeing and the challenges
) facing Aboriginal people in accessing services and programs.
Skills, « Demonstrated experience in Aboriginal community engagement and developing relationships to
(L)W [=le[s[=C ensure family involvement in research.
Experience: » Demonstrated experience in providing community-based Aboriginal programs.
» Sound written communication skills including report writing skills.
» Well-developed problem-solving and negotiation skills
« Basic computer and word processing skills
« Current “C” class drivers license and Working With Children Check (WWC)

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




	Position Title: Aboriginal Research Assistant
	Level: IRA 4
	Reports to role: Research Assistant IRA 8
	Team: Ear Health
	Location:  Cockburn Integrated Health: 11 Wentworth Parade Success               
	KeyRow1: Community Consultation
	Tasks required to achieve Key ResponsibilitesRow1: In partnership with Aboriginal Project Coordinator provide cultural leadership and cultural advice/awareness for the ear health team to ensure community consultation is culturally safe.

Assist with the organisation of community forums and events

Assist with the organising the Aboriginal Community Advisory Group (ACAG).

Provide leadership and direction for the team in community engagement and developing and maintaining community and organisational relationships.

	MeasuresRow1: Ear Health team are culturally aware 


Number of community forums and participants

Number of ACAG meetings attended  & actions from meetings followed up

Recruitment strategies developed, number of organisational partnerships.
	KeyRow2: Recruitment for research project
	Tasks required to achieve Key ResponsibilitesRow2: Raise awareness about the research projects and provide strategies for team the best ways to work with the Aboriginal community.

Maintain relationships with organisational referral sources.

Conduct group or individual information sessions in the community, hospitals and maternal & child health services to explain the research projects to potential participants and health service providers, 

Recruit participants as per relevant Standard Operating Procedures (SOPs). 


	MeasuresRow2: Strategies developed



Number of organisational partners

Number of information sessions conducted


Number of participants recruited
	KeyRow1_2: Undertake screening and follow up
	Tasks required to achieve Key ResponsibilitesRow1_2: Conduct general health and ear health assessments as per the Standard Operating Procedures (SOPs) 

Complete all health assessment forms as required

Refer and follow up participants as per the SOPs 

Provide leadership and direction for team in the best ways to maintain ongoing relationships with families participating in the research projects.

	MeasuresRow1_2: Number of ear & health assessments  undertaken

Health assessment forms completed

Number of referrals

Informal and formal yarning sessions conducted
	KeyRow2_2: Undertake data entry and analysis
	Tasks required to achieve Key ResponsibilitesRow2_2: Maintain client health records as per the SOPs

Enter data as per the SOPs 


Provide support to Aboriginal Research Assistant in data entry

Inform manager of any issues with data entry

Assist in data analysis 

	MeasuresRow2_2: Client records completed in a timely and legible manner

Data entered in a timely manner

Support provided as required

Issues reported


	KeyRow3: Professional Development
	Tasks required to achieve Key ResponsibilitesRow3: Undertake both formal and informal training about ear health

Complete Good Clinical Practice (GCP) on line training


Identify training needs


Attends and actively participate in education sessions and team meetings
	MeasuresRow3: Number of training sessions attended

GCP completed and certificate obtained

Training needs identified

Number of education sessions attended
	Qualifications what are the minimum educational technical or professional  qualifications required to perform the role: • Under Section 50 (D) of the Equal Opportunity Act we are seeking to employ  Aboriginal/Torres Strait Islander person

• Aboriginal Health Training Certificate 1V or equivalent training and experience 

	Signature of the person with the authority to approve the job description and job title: 
	Date upon which the job description was approved: 
	Date when the job description was last reviewed by People  Culture: 
	Essential Skills Knowledge  Experience: • Demonstrated knowledge and understanding of Aboriginal health and wellbeing and the challenges  facing Aboriginal people in accessing services and programs.  
• Demonstrated experience in Aboriginal community engagement and developing relationships to ensure family involvement in research.
• Demonstrated experience in providing community-based Aboriginal programs.
• Sound written communication skills including report writing skills.
• Well-developed problem-solving and negotiation skills
• Basic computer and word processing skills
• Current “C” class drivers license and Working With Children Check (WWC)
	Text1: In collaboration with the ear health team and the Aboriginal Community Advisory Group (ACAG) will assist in the planning,development, and implementation of the urban Aboriginal ear health research projects. Assist in providing cultural leadership and direction for the team.
	Text3: Nil


