4% LA TROBE
S, UNIVERSITY

Position Description

LIMS Administration Officer

Position No: 50152764

Business Unit: Office of the Provost

Division: School of Agriculture, Biomedicine and Environment
Department: La Trobe Institute for Molecular Science (LIMS)
Classification Level: HEO6

Employment Type: Part-time (0.6FTE), Continuing

Campus Location: Melbourne (Bundoora)

Other Benefits: http://www.latrobe.edu.au/jobs/working/benefits

Further information about:

La Trobe University: http://www.latrobe.edu.au/about

LIMS: http://www.latrobe.edu.au/lims
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Position Context/Purpose

The La Trobe Institute for Molecular Science (LIMS) is a world-class multidisciplinary biomedical
research institute based at La Trobe University in Melbourne, Australia. Bringing together leading
researchers from across the University and beyond, LIMS seeks equitable solutions to today’s global
health and wellbeing challenges. From biology to engineering, genomics to physics, the Institute
conducts impactful research through the creative integration of core scientific disciplines.

The LIMS Executive team consists of the Director and three Deputy Directors, all of whom undertake
busy and demanding research programs in addition to their leadership roles; and the Manager, the
Communications Advisor, and two Administration Officers, who provide strategic, promotional, and
operational advice, support, and assistance to the institute’s leadership team, LIMS Program leads,
and Centre Directors. The Administration Officers deliver a broad and comprehensive service
managing personal schedules, travel bookings, and meeting secretariat, providing A/V support for
online and hybrid meetings and events, assisting with awards processes, and conducting a range of
transactional tasks. A key contribution will be using Agile methodology to assist the team with the
management of its many projects.

Duties at this level will include:
e Perform administrative tasks to support the research, outreach, and business of LIMS. These
will include
o Helping manage, undertake, track, and complete projects using Agile methodologies.
o Maintaining accurate, up-to-date and easily accessible shared electronic files (Teams/
Sharepoint, etc), particularly when required for reporting.
Utilising exemplary skills in Office software and Al.
Providing input into LIMS planning, innovation, and streamlining activities.
Professional and timely stakeholder liaison and engagement.
Managing LIMS memberships and LIMS Program memberships, and mailing lists.
Creating and circulating LIMS internal announcement newsletters.
Scheduling meetings, monitoring diaries, and managing emails. Providing meeting
secretariat. Utilising and taking responsibility for business mailboxes.

o Managing A/V and technology requirements for online and hybrid meetings and
events, including trouble-shooting, and logistical activity such as information
coordination, speaker and vendor liaison, catering, participant customer service, etc.

o Using online ticketing programs (e.g. Eventbrite, Humanitix).

o Managing funding scheme applications

o Fully utilising La Trobe’s online systems for processing Purchase Orders, Invoices,
Credit Card payments, Room Bookings, Travel Bookings, financial reimbursements,
etc. and undertaking routine recurring tasks.

o Supporting other members of the LIMS executive team to perform their activities as
needed.

e Discretion to innovate within own function and take responsibility for outcomes; designs,
develops and tests complex systems and procedures.

e Work at this level may require the ability to investigate, interpret or evaluate information
where considerable interpretation of existing regulations, policies or procedures is required.

e Perform tasks/assignments which require proficiency in the work area's existing rules,
regulations, processes, and techniques and how they interact with other related functions,
and adapt those procedures and techniques as required to achieve objectives without
impacting on other areas.

o Apply appropriate expertise and use judgement to make decisions where solutions are not
obvious, to deliver professional services to meet customer requirements.

e Generate original ideas and innovative solutions through the provision of specialist know how
and advice as appropriate.

e |dentify additional service requirements or service shortfalls and coordinate and/or design the
delivery of innovative solutions to maximise service quality, efficiency, and continuity.
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Ensure professional and quality service standards are maintained and applied within own area
of activity.

Set priorities and monitor workflows and systems within an area of responsibility (i.e. for own
position and for a team or section if applicable).

Innovate within own function and take responsibility for outcomes, including the
development of section procedures and management strategies.

Plan and organise individual or team activity with an appreciation of longer-term issues,
ensuring plans complement and feed into the broader Institute/Program/School operational
plans.

Other tasks identified as within the remit of the position.

Essential Criteria

Skills and knowledge required for the position

Undergraduate degree with extensive relevant administration experience, or an equivalent
alternate combination of relevant knowledge, training and/or experience. Demonstrated
expertise in administration developed through extensive relevant experience and application.
High level proficiency in the Office software suite including Forms, Agile technologies, and Al
as a solutions-based tool. Technical and trouble-shooting skills in use of A/V technology for
meetings and events.

Excellent communication and interpersonal skills, with a demonstrated end-user service focus
and solution orientated approach.

Proven analytical and problem-solving capability. Ability to innovate and take responsibility
for outcomes.

Demonstrated ability to set priorities and monitor workflows within own area of
responsibility. Demonstrated capacity to organise work effectively and efficiently and deliver
outputs in a timely manner.

Demonstrated ability to work independently, follow established procedures with limited
supervision, and contribute positively to an effective team.

Experience completing tasks using online transactional systems.

Experience working in a large, diverse organisation. Experience working specifically in the
tertiary education environment will be looked on favourably.

Capabilities required to be successful in the position

Ability to demonstrate self-awareness, see things from another person’s perspective and
actively seek out and act on feedback to improve knowledge, skills, and behaviour.

Ability to work collaboratively, recognise the value of diversity, and model accountability,
connectedness, innovation, and care.

Ability to think creatively, explore new ideas and respectfully challenge existing practices to
improve current ways of working.

Ability to enable a safe, inclusive, high-performing team culture, prioritising staff mental
health and wellbeing.

Essential Compliance Requirements
To hold this La Trobe University position the occupant must:

hold, or be willing to undertake and pass, a Victorian Working With Children Check; AND
take personal accountability to comply with all University policies, procedures and legislative
or regulatory obligations; including but not limited to TEQSA and the Higher Education
Threshold Standards.

Other Information
The position description is indicative of the initial expectation of the role and subject to changes to
University goals and priorities, activities or focus of the job.
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Position Flexibility
We offer flexible work arrangements that can assist you in balancing your work and other
responsibilities.

La Trobe:
e Develop your career at an innovative, global university where you’ll collaborate with
community and industry to create impact.
e Enjoy working on our inspiring and stunning campuses — the perfect hub for industry,
students, and academics.
e Help transform the lives of students, partners, and communities, now and in the future.

This is more than just a job. Working at La Trobe offers opportunities to demonstrate excellence and
transform lives.

Here, you’ll join exceptional people, partners, and communities, who power our operations with
ambition and purpose.

Our success can be attributed to its strong sense of community. We have a long-standing commitment
to diversity, inclusion, and social justice; we are committed to providing a workplace where all staff
feel valued, respected, and supported to achieve their full potential. We strive to build a workplace
where all employees of diverse backgrounds, abilities, experiences, sexuality, gender, religion, and age
are welcome, valued, respected and one that is representative of our community. We demonstrate
our cultural qualities by holding ourselves accountable and creating a culture of trust and innovation
while genuinely caring for one another.

La Trobe’s Cultural Qualities:

WE ARE WE ARE WE
C INNOVATIVE ACCOUNTABLE CARE
We are connected to each other and the We are innovative in tackling the most We are accountable for what we do and We care about what we do and
communities around us. We engage with important issues of our time. We are share a commitment to excellence. We value the power of education and
those communities to learn from our inquisitive and seek to develop new ideas are courageous and respectful in the way research. We care about each other
past, inform our present and impact our that positively impact the way we work and we hold ourselves and each other to and strive to create a safe and
future. the world around us. account. inclusive community.
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