) JOB DESCRIPTION

Position Title

Reports to (role)

Team

Location

TELETHON

LIDS

INSTITUTE

Discover. Prevent. Cure.

Study Recruitment & Engagement Manager - ORIGINS

e

ORIGINS Program Manager

The ORIGINS team

This positon will be based at Joondalup Health Campus

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.

To facilitate strong clinical engagement in the ORIGINS Project to ensure optimum participant recruitment and retention.
To manage the Project Recruitment team of clinical and administrative coordinators/research assistants to meet Project
deliverables. To make improvements and efficiencies in Project processes.

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

People
Management &
Development

Tasks required to achieve
Key Responsibilites

+ Develop, mentor and coach staff to improve their
performance.

* Provide clear communication and ensure the team is kept
informed of team, hospital, and Project level information

+ Ensure team members are positively engaged

+ Hold direct reports accountable to their responsibilities and
results.

+ Be a role model for effective and positive leadership

* Lead and develop team members, in conjunction with other
senior members of the ORIGINS Project

+ Seek and provide advice/assistance as required, share
information

Measures

+ Effective development, retention
and performance of staff.

+ Contribute to the continual
development of staff

» Staff are aware of their
responsibilities and expectations in
their roles.

* Foster a healthy and productive
team environment

People
Management &
Development
Continued

Stakeholder
engagement

+ Cooperate with others to meet Project goals, address conflict
in a positive manner, provide honest feedback in a positive
manner

+ Contribute to meetings as required

+ Implement strategies within Joondalup Health Campus (JHC)
to increase awareness and engagement of the ORIGINS
Project

+ Communicate and engage Antenatal Care, including working
directly with the Antenatal Care Manager to promote and
capture more participants in the ORIGINS project.

+ Meet with the midwives and clerical staff on a regular basis to
improve processes eg improving biological sample collections.

+ Feedback from internal and external
stakeholders

* Increased participants recruited into
ORIGINS

+ Ongoing retention of participants

* Opportunities to promote ORIGINS
within JHC and externally eg seminar
attendance, tours, invited
presentations (non-research)




KEY RESPONSIBILITIES continued ...

Tasks required to achieve

Measures

Stakeholder
engagement
Continued

Key Responsibilites

+ Meet with the Midwives in regard to the collection of blood at
birth to ascertain what the issues are and work alongside them
to help resolve them.

* Work with the Recruitment Team to increase Non-Active (data
only) recruitment into the ORIGINS Project.

» Work with the Sub-Project Coordinator to effectively integrate
Sub-Projects into ORIGINS.

» Engage with JHC team leaders and their managers to
integrate ORIGINS into clinical care

» Engage with consultants, registrars and RMO to integrate
ORIGINS into clinical care

+ Improved processes for data,
capture. Improved processes for
biological

sample collections

+ Improved completion of the
ORIGINS screening forms

Communication
s with other
stakeholders

» Represent ORIGINS at relevant stakeholder meetings

» Work with other ORIGINS Teams eg The Stakeholder
Engagement & Communications Team to foster relationships
and facilitate communication with key stakeholders

- Feedback from internal and external
stakeholders

* Increased stakeholder awareness
and involvement

» Demonstrated working relationships

Strategic &
Team Planning

« Contribute to ongoing strategic planning for Participant
Recruitment and retention

+ Attend and contribute to regular management meetings

* Provide study progress reports to management team and
research Committees

« Contribute to the development and writing of relevant policies
and procedures, and risk management assessments

+ Additional tasks relating to the ORIGINS Project in support of
meeting contractual deliverables, as required.

- Feedback from internal and external
stakeholders

* Percentage KPIs met by team
members (Quality of output)




Leadership
© Monitor the allocation and direct the resources within | © Staff understand and embrace
the team to ensure the achievement of deliverables organisational culture,
articulated within applicable Work Plans and identified directions, goals and client
projects, whilst maintaining a high level of service for service ethos.
business as usual activities.
© Staff are aware of their
© Maintain effective communication with direct reports responsibilities and
to ensure advice provided and decisions made are expectations in their roles.
well informed.
© Staff feel supported and
© Hold direct reports accountable to their engaged.
responsibilities and results.
© Be a role model for effective and positive leadership
which is ethical, results driven and future-oriented.
© Foster a culture of transparent, effective, timely and
appropriate internal and external communication.
© Effectively manage change management processes,
encouraging innovation, diversity and continuous
improvement.
© Support the professional development of staff through
coaching, mentoring, training and collaboration
opportunities.
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: * Relevant tertiary qualification in a health, science and/or management-related
discipline

(what are the minimum

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

Essential + Demonstrated sound management skills
Skill * High level presentation and communication skills.
1 » Good interpersonal skills
(Lol [Sle[s[=RC8 - Experience of working in a health care setting or research environment
Experience: + Relevant postgraduate qualification in a health, science and/or management-related discipline
+ Experience of working at Joondalup Health Campus or a Ramsay site
» Knowledge of research, Good Clinical Practice, Human Research Ethics, informed consent and
longitudinal studies

DIRECT REPORTS « Antenatal Team Coordinator

. S . + Birth Team Coordinator

List by job fifle any posifions [, gyb-Project Coordinator

fo be supervised by fhisrole . 4.6 Research Assistants (Clinical & Administrative)

Approved by: Signature of the person with the authority
fo approve the job description and job fitle

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: Study Recruitment & Engagement Manager - ORIGINS
	Level: C
	Reports to role: ORIGINS Program Manager
	Team: The ORIGINS team
	Location: This positon will be based at Joondalup Health Campus
	KeyRow1: People
Management &
Development

	Tasks required to achieve Key ResponsibilitesRow1: • Develop, mentor and coach staff to improve their performance.
• Provide clear communication and ensure the team is kept informed of team, hospital, and Project level information
• Ensure team members are positively engaged
• Hold direct reports accountable to their responsibilities and results.
• Be a role model for effective and positive leadership
• Lead and develop team members, in conjunction with other senior members of the ORIGINS Project
• Seek and provide advice/assistance as required, share information

	MeasuresRow1: • Effective development, retention and performance of staff.
• Contribute to the continual development of staff
• Staff are aware of their responsibilities and expectations in their roles.
• Foster a healthy and productive team environment

	KeyRow2: People
Management &
Development Continued


Stakeholder
engagement

	Tasks required to achieve Key ResponsibilitesRow2: • Cooperate with others to meet Project goals, address conflict in a positive manner, provide honest feedback in a positive manner
• Contribute to meetings as required


• Implement strategies within Joondalup Health Campus (JHC) to increase awareness and engagement of the ORIGINS Project
• Communicate and engage Antenatal Care, including working directly with the Antenatal Care Manager to promote and
capture more participants in the ORIGINS project.
• Meet with the midwives and clerical staff on a regular basis to improve processes eg improving biological sample collections.

	MeasuresRow2: 





• Feedback from internal and external stakeholders
• Increased participants recruited into ORIGINS
• Ongoing retention of participants
• Opportunities to promote ORIGINS within JHC and externally eg seminar attendance, tours, invited
presentations (non-research)

	KeyRow1_2: Stakeholder
engagement Continued
	Tasks required to achieve Key ResponsibilitesRow1_2: • Meet with the Midwives in regard to the collection of blood at birth to ascertain what the issues are and work alongside them to help resolve them.
• Work with the Recruitment Team to increase Non-Active (data only) recruitment into the ORIGINS Project.
• Work with the Sub-Project Coordinator to effectively integrate Sub-Projects into ORIGINS.
• Engage with JHC team leaders and their managers to integrate ORIGINS into clinical care 
• Engage with consultants, registrars and RMO to integrate ORIGINS into clinical care

	MeasuresRow1_2: • Improved processes for data, capture. Improved processes for biological
sample collections
• Improved completion of the ORIGINS screening forms

	KeyRow2_2: Communications with other
stakeholders

	Tasks required to achieve Key ResponsibilitesRow2_2: • Represent ORIGINS at relevant stakeholder meetings
• Work with other ORIGINS Teams eg The Stakeholder Engagement & Communications Team to foster relationships and facilitate communication with key stakeholders

	MeasuresRow2_2: • Feedback from internal and external stakeholders
• Increased stakeholder awareness and involvement
• Demonstrated working relationships

	KeyRow3: Strategic &
Team Planning

	Tasks required to achieve Key ResponsibilitesRow3: • Contribute to ongoing strategic planning for Participant Recruitment and retention
• Attend and contribute to regular management meetings
• Provide study progress reports to management team and research Committees
• Contribute to the development and writing of relevant policies and procedures, and risk management assessments
• Additional tasks relating to the ORIGINS Project in support of meeting contractual deliverables, as required.

	MeasuresRow3: • Feedback from internal and external stakeholders
• Percentage KPIs met by team members (Quality of output)

	Qualifications what are the minimum educational technical or professional  qualifications required to perform the role: • Relevant tertiary qualification in a health, science and/or management-related discipline
	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 sound management skills
• High level presentation and communication skills.
• Good interpersonal skills
• Experience of working in a health care setting or research environment
• Relevant postgraduate qualification in a health, science and/or management-related discipline
• Experience of working at Joondalup Health Campus or a Ramsay site
• Knowledge of research, Good Clinical Practice, Human Research Ethics, informed consent and longitudinal studies

	Text1: To facilitate strong clinical engagement in the ORIGINS Project to ensure optimum participant recruitment and retention. To manage the Project Recruitment team of clinical and administrative coordinators/research assistants to meet Project deliverables. To make improvements and efficiencies in Project processes.
	Text2: • Antenatal Team Coordinator
• Birth Team Coordinator
• Sub-Project Coordinator
• 4-6 Research Assistants (Clinical & Administrative)



