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	Position Description



	Project Officer, Australian Autism Knowledge Hub

	
	

	Position No:

	NEW

	Business Unit:
	Provost 

	
	

	Division:
	School of Psychology and Public Health


	Department:

Classification Level:

	Olga Tennison Autism Research Centre 

HEO 6 


	Employment Type:
	Fixed Term, Part time  


	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 	





Position Context/Purpose

As part of the National Autism Strategy, the Australian Government committed to establishing the Australian Autism Knowledge Hub (the Hub) as a trusted national resource to strengthen the translation of autism research into practice, policy, and community impact. The Olga Tennison Autism Research Centre (OTARC), Australia’s largest autism research centre, has been commissioned to lead this initiative, creating a unique opportunity to shape accessible, evidence-informed outcomes at a national scale. Embedded within OTARC, the Hub brings together research, community knowledge and priorities, and practice expertise to support sustainable and independent knowledge sharing aligned with the National Autism Strategy. 

The Olga Tennison Autism Research Centre at La Trobe University was established in 2008 as Australia’s first centre dedicated to autism research. Since then, OTARC has grown to become a leading autism research centre, recognised for its research excellence, community engagement, and commitment to improving outcomes for Autistic people and the broader autism community. This work has been made possible through the extraordinary generosity and vision of the late Mrs Olga Tennison AO, whose philanthropy ensured OTARC could continue and expand its work in perpetuity. 

The Project Officer will support the delivery of a portfolio of projects within the Hub. Working closely with the Executive Manager, leadership team and project leads, the position will provide project coordination, operational, reporting, governance and administrative support to ensure projects are delivered effectively and efficiently. The role will also contribute to establishing consistent project processes, templates and systems across the Hub, and support synthesis and communication of information to inform decision-making, including rapid policy and evidence reviews. Depending on experience and Hub priorities, the successful candidate may also contribute to communication, knowledge translation, digital content, and operational activities that support the delivery and accessibility of Hub outputs and resources.

Operating within a fast-paced and evolving environment, the Project Officer will be required to manage shifting priorities and varying workloads. The role requires a high level of adaptability, flexibility and initiative, with the ability to respond to emerging needs and provide broad support across a range of activities. This includes a willingness to contribute wherever required to ensure the effective and timely delivery of Hub priorities.

Duties at this level will include:

· Provide project coordination, operational, reporting, governance, communication and administrative support across a range of Hub projects, including maintaining project plans, tracking milestones and supporting delivery of activities.
· Support project governance processes, including attending project and working group meetings, preparing agendas and papers, taking minutes, tracking actions and following up on deliverables.
· Coordinate project reporting activities, including collating data, monitoring progress against milestones, contributing to reports, briefs and updates for internal and external stakeholders, and supporting financial administration through monitoring project budgets, tracking expenditure, coordinating invoicing and payment processes, and liaising with Finance to support accurate financial reporting and compliance.
· Assist in the development, implementation and continuous improvement of project tools, templates and processes to support consistent and high-quality project delivery.
· Coordinate meetings, workshops and stakeholder engagements, including scheduling, logistics and preparation of materials.
· Gather, analyse, synthesise and summarise information from multiple sources, including research, policy and stakeholder inputs, to support project activities, reporting and decision-making.
· Contribute to the preparation, formatting and dissemination of written and digital outputs, including accessible summaries, briefing notes, reports, presentations, website content, and project documentation.
· Liaise with internal and external stakeholders to support coordination, information sharing and collaboration across projects.
· Maintain accurate and up-to-date project documentation, records and systems in line with University requirements.
· Contribute to the development, formatting, coordination and maintenance of Hub communication and knowledge translation materials, including website content, accessible summaries, briefing materials, presentations, templates, and digital resources if required. 
· Provide general administrative and coordination support across projects and the broader Hub as required.
Essential Criteria
Skills and knowledge required for the position

· An undergraduate degree in a relevant area with subsequent relevant experience; or an equivalent combination of relevant knowledge, training and/or experience.
· Demonstrated organisational, project coordination and time management skills, with the ability to manage multiple tasks, priorities and deadlines across concurrent projects.
· Demonstrated experience in project coordination or administrative support, including supporting project planning, reporting, documentation and governance processes (e.g. meeting coordination, minute-taking and action tracking), and supporting budget tracking or financial monitoring activities (e.g. tracking expenditure against project or grant budgets).
· Strong written, verbal and digital communication skills, including the ability to prepare clear summaries, briefing notes, reports, project documentation and digital content, and contribute to the development, coordination and maintenance of communication and knowledge translation materials such as website content, templates and other digital resources.
· Demonstrated ability to gather, analyse and synthesise information from multiple sources (e.g. research, policy, stakeholder input) to support reporting, decision-making and project delivery.
· Proven ability to work collaboratively with a range of stakeholders and contribute to effective communication and coordination across projects.
· Demonstrated initiative, problem-solving skills and attention to detail, including the ability to identify issues, prioritise competing demands, maintain accurate records and respond effectively in a fast-paced environment.
· Experience supporting the development and use of project processes, tools or templates, and contributing to continuous improvement of work practices.
· Experience working in university, research or policy environments is desirable.
· Experience working in environments that require adaptability, initiative, and responsiveness to changing circumstances.
· Lived experience of neurodivergence or disability, including personal, family, caring, or community experience, will be highly regarded 
· Experience contributing to culturally safe, accessible, and inclusive workplaces or projects will be highly regarded. 
· Demonstrated ability to prepare and present information in clear, accessible and audience-appropriate formats, including experience supporting digital, web-based, or knowledge translation outputs.

Capabilities required to be successful in the position 
· 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 in order to improve current ways of working.
· Ability to implement improvements to local processes.
· Ability to contribute positively to team culture through collaboration, responsiveness, initiative and a willingness to support shared goals.


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 
· hold, or be willing to obtain, a satisfactory National Police Check prior to commencement 
· 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.

Position Flexibility

We offer flexible work arrangements that can assist you in balancing your work and other responsibilities.

[bookmark: _Hlk97887926]Why work at OTARC? 
The Olga Tennison Autism Research Centre is Australia’s first research centre dedicated to autism research. You’ll join a team that is dedicated to enriching the lives of Autistic people, their families and their carers through high-quality scientific research, innovation, and translation. Examples of the impact of our work can be found here: https://www.latrobe.edu.au/otarc/impact/achievements. 
We aim to be an example of best-practice neuro-inclusivity. We also offer flexibility in work location and hours, as well as accommodations to the office environment (for example, to manage sensory concerns). Autistic voices are central to our research design and practice. Our formal Autvisory Group comprises Autistic representatives who are compensated for their contributions. Our Strategic Plan codifies the commitments we have made to developing and promoting service policies that improve the lives of Autistic people.

Why La Trobe: 

· Develop your career at an innovative, global university where you’ll collaborate with community and industry to create impact. 
· Enjoy working on our inspiring and stunning campuses – the perfect hub for industry, students and academics 
· 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:
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WE ARE
CONNECTED

We are connected to each other and the
communites around us. We engage with
those communites to learn from our
past, inform our present and impact our
future.

WE ARE
INNOVATIVE

We are innovative in tackling the most
important ssues of our time. We are
inquisitive and seek to develop new ideas
that positively impact the way we work and
the world around us.

WE ARE
ACCOUNTABLE

We are accountable for what we do and
share a commitment to excellence. We
are courageous and respectful in the way
we hold ourselves and each other to
account.

WE
CARE

We care about what we do and
value the power of education and
research. We care about each other
and strive to create a safe and
inclusive community.




