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Administrative Assistant – First Nations Health Research 
  
Position No: 
 

NEW 

Business Unit: Provost 
  
Division: School of Nursing and Midwifery 

 
Department: 
 
Classification Level: 
 

Judith Lumley Centre 
 
HEO3  

Employment Type: Part-time, Fixed term 
 

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 Description 

http://www.latrobe.edu.au/jobs/working/benefits
http://www.latrobe.edu.au/about
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Position Context/Purpose 
 
The Administrative Assistant who identifies as Aboriginal and/or Torres Strait Islander (hereafter 
referred to as First Nations) will join a dedicated team of researchers working to improve the health 
of Australian First Nations mothers and babies. The position will be based within the Judith Lumley 
Centre (for women, children and family health research) in the School of Nursing and Midwifery. 
 
The research team are undertaking a collaborative research translation project, funded by the 
Medical Research Future Fund, that seeks to co-design, implement and evaluate caseload midwifery 
care for women having a First Nations baby in a health service in Victoria. Caseload midwifery is a 
model of care where women receive pregnancy, labour, birth and postnatal care from a primary 
midwife (with one or two back up midwives). Baggarrook Yurrongi is a culturally responsive caseload 
model for women having a First Nations baby that was implemented between 2017 and 2021 at 
three hospitals in Naarm (Melbourne). The program had a 90% uptake by First Nations families, with 
women reporting very positive maternity experiences, as well as major improvements in health 
outcomes, with many more babies born at a healthy birthweight and gestation than before the 
model was implemented. The program has now been successfully embedded and is ongoing and 
expanding in the three maternity services. 
 
Building on the Baggarrook study, this project aims to implement and expand the evidence-based 
model at five maternity services across Victoria, evaluate implementation and outcomes, and 
address issues identified in the original Baggarrook study to ensure ongoing implementation and 
sustainability. Partner organisations will engage and work closely with their local First Nations 
community and health services to co-design, implement and proactively offer culturally specific 
caseload midwifery to all women having a First Nations baby at their site. The research team will 
support each site to develop a model that fits local need, aiming to enhance rather than replace 
existing services. The knowledge generated in this project will contribute to ‘closing the gap’ for First 
Nations peoples. 
 
The short- and longer-term goals of the project include:  
 

• Engagement and collaboration with health services and local First Nations communities 
• Co-designing a culturally inclusive caseload midwifery model that is tailored to local need 
• Implementing a policy of proactively offering caseload midwifery to all First Nations women 

(and non-First Nations women having a First Nations baby) booking for maternity care at the 
study sites 

• Caseload midwives working with existing service providers to enhance care for First Nations 
families at the study sites 

• Measuring baseline and post-implementation clinical outcomes 
• Exploring the acceptability of the model to First Nations families via questionnaires and 

interviews 
• Exploring the sustainability of culturally inclusive caseload midwifery in the partner 

organisations 
 
This position has been developed to enable an entry-level First Nations administrative assistant to 
gain experience in project administration and operational support. The overall purpose is to receive 
administrative training in a supported research environment (the Judith Lumley Centre), contribute 
to the project aims, and to support the cultural competency component of the study. The position 
will be supervised and mentored by the Principal Investigator and Project Coordinator. 
 
Duties at this level will include: 
 

• Provide general administrative support to the research team on the day-to-day operation of 
the project 
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• Coordinate meetings, events and program activities, including preparation of materials and 
documentation 

• Process finance administration tasks including purchase orders, invoices and payments 
• Liaise with other members of the research team and partners to provide a high level of 

service and support to all stakeholders 
• Attend meetings as required  
• Minute taking at relevant meetings and other project-related administrative functions 
• Maintain accurate records across systems 
• Create documents/presentations from a clear brief supplied by the research team, to 

support operational activities 
• Monitoring and attending to daily emails via Outlook 
• Undertake other duties commensurate with the classification and scope of the position as 

required by the Principal Investigator 

Essential Criteria 

Skills and knowledge required for the position 
• Performs duties at a skill level which requires completion of year 12 or Certificate II, or 

relevant work experience. 
• Good communication skills, including verbal, written, listening, interpreting and nonverbal 

skills. 
• Good organisational skills and attention to detail. 
• Ability to maintain accurate records in a timely manner. 
• Basic computing skills, with competence in Word, Outlook and PowerPoint.  
• Knowledge and understanding of First Nations contexts, particularly relating to factors which 

impact upon the health and wellbeing of First Nations peoples. 
• Interest in First Nations health, women’s health and/or health research 

 
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 in 
order to improve current ways of working. 

• Ability to implement improvements to local processes. 
 
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. 
 
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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