3 JOB DESCRIPTION

Position Title

Reports to (role)

Team

Location

TELETHON

LIDS

INSTITUTE

Discover. Prevent. Cure.

PROGRAM MANAGER FASD PREVENTION

Level C

Program Director — Making FASD History

AAP&FASD Research Team

Telethon Kids Institute, 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.

2020).

The Program Manager will take a research leadership and management role across the in Fetal Alcohol Spectrum
Disorder (FASD) Prevention within the National Multi-Site Prevention Program (Alice Springs and Newcastle 2019—

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

Management of
Making FASD
History

National
Multi-Site
Prevention
Program

Tasks required to achieve
Key Responsibilites

* Implement and monitor progress of the Making FASD History
National Multi-Site Prevention Program in Alice Springs and
Newcastle.

* Co-ordinate administrative and financial activities,
communication, and stakeholder engagement.

* Maintain key partnerships and engagement for collaboration.
* Develop guidelines for authorship.

* Develop guidelines for consumer and community involvement
in Making FASD History National Multi-Site Prevention Program
* Prepare reports for Australian Government Department of
Health

* Operationalise decisions from the Steering committee

* Management and guidance of local coordinators

Measures

* Feedback from Steering Committee
members on satisfaction with
decision making processes and
achievements.

* All guidelines approved and
operational.

* Completion of high quality research
and translation on time and budget.

* Outputs meet stakeholder needs.

Communication

* Develop communication strategies for: Steering committee;
Project researchers and staff; and, Stakeholders and
consumers.

* Assist with and monitor communications across the Making
FASD History National Multi-Site Prevention Program, including
website updates for the Making FASD History National
Multi-Site Prevention Program.

* Work with the Program Managers from the Alcohol,
Pregnancy & FASD Research Program and the FASD Centre of
Research Excellence on joint activities and communications.

* Feedback from researchers,
stakeholders and community




KEY RESPONSIBILITIES continued ...

Tasks required to achieve

Key Responsibilites Measures
Financial Directly and through delegation: *Feedback from Making FASD
History Program Director
* Take fiscal accountability of the allocated FASD Prevention
budgets; * Program delivered within budget
* Manage the Making FASD History Prevention Research
Program expenditure against the budget;
* Prepare annual budgets; and,
* Comply with funding bodies’ policies and procedures.
Leadership/ * Provide clear communication and ensure all members of the | * Feedback from relevant
Team Making FASD History FASD Prevention Research Program are | stakeholders on team performance.
Membership kept informed of team, department, Institute and industry
specific level of information. * Increased percentage of team
* Actively practice, implement and promote all required safety, [exceeding performance expectations.
ethical and ‘good practice’ procedures.
* Ensure documentation of and action on decisions taken at * Percentage of objectives met by
meetings. team members.
* Provide strategic leadership and advice across the Making
FASD History Research Program. * Effective engagement with post
* Lead and develop team members. graduate students and remotely
* Ensure Telethon Kids team members are positively engaged | based staff.
with the Institute.
*Provide support to remotely based staff within the Making
FASD History Prevention research team.
Knowledge * Implement systems and processes, in line with Institute « Data and documentation stored and
Management initiatives, to ensure data and documentation is managed and | captured in a compliant manner.
stored and is available to be able to operate the program
effectively.  Feedback from researchers.
*Assist in knowledge sharing, development and support of new |+ Number of papers by direct reports
starters/peers/team members. published in peer reviewed journals.
* Manage and contribute to the team’s preparation of research |« Number of direct reports’ abstracts
papers for publication. accepted.
* Prepare and manage team members’ preparation of « High quality, timely written reports.
presentations at conferences and workshops, production of
reports, articles and other documents such as lay summaries. « Number of oral presentations made.
« Positive feedback on presentations.




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 research, promotion or population health.

(what are the minimum

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

Essential 1. Demonstrated understanding of health research, in particular alcohol and other drug and/or
Skill Aboriginal health.

U, 2. Demonstrated experience in the field of health promotion strategies or public health.
(ple)I=lefs[=RH 3. Have an understanding of and respect for Aboriginal culture and experience with Aboriginal

Experience: communities.

4. Experience of high-level research/ program / project management, including reporting and fiscal
accountability.

5. Demonstrated ability for high level strategic thinking.

6. Ability to build and maintain support and leadership commitment.

7. Ability to build and maintain a highly functioning engaged team.

8. Ability to build and maintain community and other stakeholder engagement .

9. Ability to manage flexibly, their own and team’s priorities, in response to shifting opportunities
and external drivers.

10. High degree of computer literacy.
11. Current driver’s licence.
12. Able to travel to Newcastle and Alice Springs for up to 1 week at a time, multiple times a year.

DIRECT REPORTS Senior Research Officer

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

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

Date approved: Date upon which the job 5/12/18
description was approved

Reviewed by P&C: Date when the job description 5/12/18
was last reviewed by People & Culture




	Position Title: PROGRAM MANAGER FASD PREVENTION
	Level: C
	Reports to role: Program Director – Making FASD History 
	Team: AAP&FASD Research Team
	Location: Telethon Kids Institute, 15 Hospital Ave, Nedlands 
	KeyRow1: Management of Making FASD History National Multi-Site Prevention Program
	Tasks required to achieve Key ResponsibilitesRow1: * Implement and monitor progress of the Making FASD History National Multi-Site Prevention Program in Alice Springs and Newcastle.
* Co-ordinate administrative and financial activities, communication, and stakeholder engagement.
*  Maintain key partnerships and engagement for collaboration.
*  Develop guidelines for authorship.
*  Develop guidelines for consumer and community involvement in Making FASD History National Multi-Site Prevention Program
* Prepare reports for Australian Government Department of Health
* Operationalise decisions from the Steering committee
* Management and guidance of local coordinators 
	MeasuresRow1: * Feedback from Steering Committee members on satisfaction with decision making processes and achievements.
* All guidelines approved and operational.
* Completion of high quality research and translation on time and budget.
* Outputs meet stakeholder needs.


	KeyRow2: Communication
	Tasks required to achieve Key ResponsibilitesRow2: * Develop communication strategies for: Steering committee;
Project researchers and staff; and, Stakeholders and consumers.

* Assist with and monitor communications across the Making FASD History National Multi-Site Prevention Program, including website updates for the Making FASD History National Multi-Site Prevention Program.

* Work with the Program Managers from the Alcohol, Pregnancy & FASD Research Program and the FASD Centre of Research Excellence on joint activities and communications.

	MeasuresRow2: * Feedback from researchers, stakeholders and community
	KeyRow1_2: Financial
	Tasks required to achieve Key ResponsibilitesRow1_2: Directly and through delegation:

  * Take fiscal accountability of the allocated FASD Prevention   budgets;
  * Manage the Making FASD History Prevention Research Program expenditure against the budget; 
  * Prepare annual budgets; and,
  * Comply with funding bodies’ policies and procedures.
	MeasuresRow1_2: *Feedback from Making FASD History Program Director 

* Program delivered within budget

	KeyRow2_2: Leadership/
Team Membership
	Tasks required to achieve Key ResponsibilitesRow2_2: * Provide clear communication and ensure all members of the Making FASD History FASD Prevention Research Program are kept informed of team, department, Institute and industry specific level of information.
* Actively practice, implement and promote all required safety, ethical and ‘good practice’ procedures.
* Ensure documentation of and action on decisions taken at meetings.
* Provide strategic leadership and advice across the Making FASD History Research Program.
* Lead and develop team members.
* Ensure Telethon Kids team members are positively engaged with the Institute.
*Provide support to remotely based staff within the Making FASD History Prevention research team.
	MeasuresRow2_2: * Feedback from relevant stakeholders on team performance.

* Increased percentage of team exceeding performance expectations.

* Percentage of objectives met by team members.

* Effective engagement with post graduate students and remotely based staff.

	KeyRow3: Knowledge Management
	Tasks required to achieve Key ResponsibilitesRow3: * Implement systems and processes, in line with Institute initiatives, to ensure data and documentation is managed and stored and is available to be able to operate the program effectively. 

*Assist in knowledge sharing, development and support of new starters/peers/team members.

* Manage and contribute to the team’s preparation of research papers for publication.

* Prepare and manage team members’ preparation of presentations at conferences and workshops, production of reports, articles and other documents such as lay summaries.
	MeasuresRow3: • Data and documentation stored and captured in a compliant manner.

• Feedback from researchers.

• Number of papers by direct reports published in peer reviewed journals.

• Number of direct reports’ abstracts accepted.

• High quality, timely written reports.

• Number of oral presentations made.

• Positive feedback on presentations.

	Qualifications what are the minimum educational technical or professional  qualifications required to perform the role: Relevant tertiary qualification in a health research, promotion or population health.
	Signature of the person with the authority to approve the job description and job title: Annalee Stearne
	Date upon which the job description was approved: 5/12/18
	Date when the job description was last reviewed by People  Culture: 5/12/18
	Essential Skills Knowledge  Experience: 1.   Demonstrated understanding of health research, in particular alcohol and other drug and/or  Aboriginal health. 
2.   Demonstrated experience in the field of health promotion strategies or public health.
3.   Have an understanding of and respect for Aboriginal culture and experience with Aboriginal communities.

4.   Experience of high-level research/ program / project management, including reporting and fiscal accountability.
5.   Demonstrated ability for high level strategic thinking.
6.   Ability to build and maintain support and leadership commitment.
7.   Ability to build and maintain a highly functioning engaged team.
8.   Ability to build and maintain community and other stakeholder engagement .
9.   Ability to manage flexibly, their own and team’s priorities, in response to shifting opportunities and external drivers.

10. High degree of computer literacy.
11. Current driver’s licence.
12. Able to travel to Newcastle and Alice Springs for up to 1 week at a time, multiple times a year.

	Text1: The Program Manager will take a research leadership and management role across the in Fetal Alcohol Spectrum Disorder (FASD) Prevention within the National Multi-Site Prevention Program (Alice Springs and Newcastle 2019–2020).
	Text2: Senior Research Officer



