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3 JOB DESCRIPTION

Position Title Project Manager, Child Development Atlas Level

=lelelgisilol (el [V Program Manager — Developmental Pathways Project

Team Linked Data and Social Policy Team

Location 15 Hospital Avenue, Nedlands - Perth Children's Hospital

PURPOSE OF POSITION

Strategic and operational management of the WA Child Development Atlas project, including planning and managing
agency and stakeholder engagement and consultation, managing the project budget, coordinating project outputs, and
curating project resources.

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 Key Responsibilites Measures
Management of | ¢ Identify collaborative opportunities and foster those « Establishment and maintenance of
research collaborations collaborative networks
activities/  Attend and present at scientific meetings, including local, « Papers and abstracts accepted for
Knowledge national, and international publication
translation and | Liaise with researchers « Institute recognised for research
research output [« Coordinate research evaluation program for CDA conducted

« Prepare and review manuscripts for publication « Invited presentations and
« Disseminate research results publications
* Prepare briefing papers and reports to government agencies |+ Accepted abstracts for scientific
meetings
« Increase in research activity and
output
« Communication of research findings
Project/ « Project management and implementation, including « Projects kept within budget
Financial coordination of project resources to meet project obligations ¢ Annual financial reports are
Management and milestones received and approved by funding
« Provide daily operational management support required to body
ensure the effective functioning of the project, including * Meet project deadlines and targets
arrangements for accounts and administration ¢ Continued funding of project
« Identify, manage, and report on risks and issues impacting « Accurate financial records
project outcomes maintained
* Review and evaluate project outputs to facilitate continuous
improvement

« Financial management of the project budget, including budget
planning, reporting, and review

¢ Ensure compliance with funding bodies’ policies and
procedures, including annual financial reports

« Coordinate project documentation including project plans and
data and ethics applications
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KEY RESPONSIBILITIES continued ...

Tasks required to achieve

Key Responsibilites Measures
Consultation » Manage communications with all project stakeholders, « Incorporation of stakeholder input
and including agency partners, researchers, research and ethics into CDA project
Stakeholder committees, funding bodies, universities, community « Delivery of an effective
Management organisations, and consumers communication plan to keep
» Represent the Institute in business and professional dealings | stakeholders informed of project
to promote the CDA project activity and progress
« Develop and maintain CDA website « Build knowledge of CDA in wider
» Oversee all media releases relating to the project community
* Presentations to stakeholders as required « Liaison with consumers in relation to
« Provide training to users of the CDA research material
« Ongoing evaluation of training
program

 Improved stakeholder engagement

Governance » Manage legal and ethical reporting requirements « Meet all reporting and contractual
and Quality « Manage adherence to protocols and policies, e.g., requirements
confidentiality, data management, and ethics approvals * Smooth operation of the program

« Provide expert advice into reports, proposals, presentations,
briefing notes, and media releases relating to the CDA project




_

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: » Minimum Masters Tertiary degree in a relevant discipline (Psychology, Public
(what are the minimum Fealth)
educational, technical or
professional qualifications
required to perform the role)
Essential » Sound understanding of research methodology, particularly with respect to linked data research
) and/or analysis of large datasets
Skills, « Expert knowledge in scientific, clinical, and public health research, especially developmental

(L)W [=le[s[=] research and epidemiology
Experience: * Sound understanding of use qf administrative data ir_1 re;earch
* Excellent verbal, written, and interpersonal communication skills
» Experience liaising with a range of stakeholders (e.g., government, university, community)
* Project management experience including coordination of resources, financial management, and
project planning
« Proven ability to manage and meet project deadline targets and standards
« Proficient computer skills including statistical packages and website maintenance

DIRECT REPORTS 0 Direct Reports

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 24/01/2019
was last reviewed by People & Culture
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	Level: 
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	KeyRow1: Management of research activities/
Knowledge translation and research output
	Tasks required to achieve Key ResponsibilitesRow1: • Identify collaborative opportunities and foster those collaborations
• Attend and present at scientific meetings, including local, national, and international
• Liaise with researchers
• Coordinate research evaluation program for CDA
• Prepare and review manuscripts for publication
• Disseminate research results
• Prepare briefing papers and reports to government agencies

	MeasuresRow1: • Establishment and maintenance of collaborative networks
• Papers and abstracts accepted for publication
• Institute recognised for research conducted
• Invited presentations and publications
• Accepted abstracts for scientific meetings
• Increase in research activity and output
• Communication of research findings 
	KeyRow2: Project/
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• Ensure compliance with funding bodies’ policies and procedures, including annual financial reports
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• Develop and maintain CDA website
• Oversee all media releases relating to the project
• Presentations to stakeholders as required
• Provide training to users of the CDA

	MeasuresRow1_2: • Incorporation of stakeholder input into CDA project
• Delivery of an effective communication plan to keep stakeholders informed of project activity and progress
• Build knowledge of CDA in wider community
• Liaison with consumers in relation to research material
• Ongoing evaluation of training program
• Improved stakeholder engagement

	KeyRow2_2: Governance and Quality
	Tasks required to achieve Key ResponsibilitesRow2_2: • Manage legal and ethical reporting requirements
• Manage adherence to protocols and policies, e.g., confidentiality, data management, and ethics approvals
• Provide expert advice into reports, proposals, presentations, briefing notes, and media releases relating to the CDA project

	MeasuresRow2_2: • Meet all reporting and contractual requirements
• Smooth operation of the program
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	Tasks required to achieve Key ResponsibilitesRow3: 
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	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: 24/01/2019
	Essential Skills Knowledge  Experience: • Sound understanding of research methodology, particularly with respect to linked data research and/or analysis of large datasets 
• Expert knowledge in scientific, clinical, and public health research, especially developmental research and epidemiology
• Sound understanding of use of administrative data in research
• Excellent verbal, written, and interpersonal communication skills
• Experience liaising with a range of stakeholders (e.g., government, university, community)
• Project management experience including coordination of resources, financial management, and project planning
• Proven ability to manage and meet project deadline targets and standards
• Proficient computer skills including statistical packages and website maintenance
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