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Position Title Research Admin Support 

Classification Professional  

Division UWA India  

Department/Section Education 

Supervisor Title Research Manager 

 

Your work area 

The Education portfolio supports the academic mission of UWA India and is responsible for the 

delivery, quality, and governance of teaching and learning activities across the institution. Led by 
the Associate Pro Vice Chancellor (Education), the area provides academic leadership, 

academic program oversight, and the professional services that support teaching, research, and 

academic administration. 
 

The portfolio includes academic disciplines and teaching staff, academic support services, library 

and learning resources, research administration, and functions responsible for education quality, 
compliance, and research integrity. These areas support the delivery of academic programs, the 

development of academic capability, and the maintenance of institutional academic standards. 

 
Working with professional services and institutional leadership, the Education portfolio ensures 

academic activities operate in accordance with governance frameworks, regulatory obligations, 

and UWA academic standards while supporting the establishment and growth of UWA India’s 
academic operations. 

 

Reporting structure  

Reports to: Research Manager 

Direct Reports: Nil 

 

Your role 

The Research Administration Support provides administrative support for research activities 

across UWA India. The role assists with the coordination of research administration processes, 

maintenance of research records, and preparation of documentation that supports research 

governance and funding activities. 

 
The Research Administration Support contributes to the effective operation of research processes 

and supports the institutional environment that enables academic research activity. 
 

Your key responsibilities 

The position undertakes the following duties: 

• Provide administrative support for research projects, funding applications, and related 

documentation. 

• Maintain records relating to research projects, grants, and research activity within 
institutional systems. 

• Assist with preparation and submission of research funding applications in accordance 

with institutional requirements. 

• Assist with preparation and coordination of documentation supporting research 

approvals and governance processes. 
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• Maintain research records and documentation to support institutional reporting and 

compliance requirements. 

• Maintain research administration systems and databases supporting research projects 
and institutional records. 

• Ensure research documentation and records are accurately maintained within 

institutional systems. 

• Liaise with academic staff and professional services teams regarding research 

administration processes and documentation. 

• Provide responsive administrative support that enables the smooth operation of research 
activities. 

• Perform other duties as directed. 

 

Your specific work capabilities (selection criteria)  

Essential 

• Relevant tertiary qualifications, or an equivalent combination of relevant experience 

and education. 

• Experience providing administrative support within a higher education, research, or 

similarly complex organisational environment. 

• Demonstrated ability to manage administrative processes with accuracy and strong 

attention to detail. 

• Strong organisational and time management skills with the ability to manage multiple 
tasks and priorities. 

• Well-developed communication skills. 

• Ability to work collaboratively within a team environment. 

Desirable 

• Experience working within a higher education or multi-site international environment. 

 

Special requirements (selection criteria) 

• This position requires the satisfactory completion of pre-employment screening 

appropriate to the role, including verification of identity, qualifications and employment 

history, and any additional background or integrity checks required by applicable law or 

UWA India policies. 

 

Compliance 

Ensure you are aware of and comply with legislation and UWA India policies.  
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