
  

 POSITION  

 DESCRIPTION 
 
Position Title  Senior Adviser, Research Contracts 

Classification   Level 8  

School/Division Office of Research 

Centre/Section Research Operations  

Supervisor Title  Research Manager (Post Award) 

Supervisor Position Number   100391 

Position Number 320213, 322171 

Your work area 

The Office of Research is responsible for formulating and providing policy advice, and for 

developing and implementing procedures to effectively coordinate and administer externally 

and internally funded research activities which enhance the University’s research reputation. 

The Sponsored Research office is responsible for the procurement and administration of 

internally and externally funded research grants, contracts and postdoctoral research 

fellowships. 

 

Reporting structure  

Reports to: Research Manager (Post Award)  

 

Your role  

As the appointee you will, under broad direction, work as part of a team which administers 

research grants, contracts and postdoctoral research fellowships. You will apply extensive 

specialist knowledge and take a senior specialist role in the review, negotiation and 

management of research agreements, including liaising with the legal office providing high-

level specialist advice to stakeholders across the University.   

 

Your key responsibilities  

• Prepare, review, negotiate and execute a range of contracts, including but not limited to 

research collaboration agreements, industry contracts, non disclosure agreements, 

material transfer agreements and service agreements, multi-institution agreements, 

subcontracts and variations. 

• Work with other members of the Office of Research to identify, define and resolve issues 

relating to research project contracting activities in accordance with Commonwealth or 

State government, other funding bodies, institutional policies and regulations, and, where 

necessary, engage legal services to provide complex specialist legal advice. 

• Review and negotiate contracts offered by partner and funding organisations to assess 

their fitness for purpose. 

• Analyse agreements and contracts to identify risks, liabilities or gaps in information and 

resolve these issues. 

• Provide contracts and intellectual property advice to colleagues in the Office of Research.  

• Maintain the research management database for all research grant, contract and 

fellowship applications and offers of research funding. 

• Generate reports and extract data as required. 

• Provide reports for statistical analysis, policy formulation and management requirements. 

• Other duties as directed. 



 

Your specific work capabilities (selection criteria)  

• Relevant degree qualification in Law or demonstrated equivalent competency with 

extensive relevant experience. 

• Substantial and extensive relevant senior administrative experience in research grants at an 

appropriate level. 

• Excellent interpersonal and verbal and written communication skills, including report 

writing.  

• Proficiency in a range of computing skills including word processing, spreadsheets, 

databases, internet and email. 

• Excellent planning and organisational skills with demonstrated ability to set priorities and 

work systematically to meet tight deadlines with a high degree of accuracy. 

• Ability to work independently, show initiative, problem solve and work productively as part 

of a team.  

• Demonstrated track record of success in negotiating and coordinating complex contract 

management and administration, including drafting, negotiating, reviewing and 

administration of research contracts with significant stakeholders including the 

Commonwealth Government, industry partners and other research institutions.  

• Substantial project management skills combined with highly developed conceptual, 

analytic and problem-solving skills. 

• Demonstrated understanding and knowledge of the legal aspects of intellectual property 

and risk management principles. 

• Demonstrated contemporary knowledge of compliance requirements for major grant 

funding bodies including ARC and NHMRC. 

 

Special requirements (selection criteria) 

There are no special requirements. 

 

Compliance 

Ensure you are aware of and comply with legislation and University policies.  

To learn more about the Code of Conduct, see Code of Conduct. 

To learn more about Diversity, Equity and Inclusion, see Diversity, Equity and Inclusion. 

To learn more about Safety, Health and Wellbeing, see Safety, Health and Wellbeing. 

 

https://aus01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.uwa.edu.au%2Fpolicy%3F%23184F3554-D498-4400-9A86-4282EED06B32&data=05%7C02%7Cadrian.wilks%40uwa.edu.au%7C6d7df9c8d1cd4359fc6a08dc6012779e%7C05894af0cb2846d8871674cdb46e2226%7C0%7C0%7C638490879636655952%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=B8ENMf%2BIGU%2FGqw9b8CJvLQbVCrygOwCXYWgFw%2Byu%2BNY%3D&reserved=0
https://aus01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.uwa.edu.au%2Fabout-us%2Fvalues-vision-strategy%2Fdiversity-equity-and-inclusion&data=05%7C02%7Cadrian.wilks%40uwa.edu.au%7C6d7df9c8d1cd4359fc6a08dc6012779e%7C05894af0cb2846d8871674cdb46e2226%7C0%7C0%7C638490879636668252%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=aWUc9IcUvZzuRM59oMe%2B7J4MO5IxrSoN%2FJftKqUviSg%3D&reserved=0
https://aus01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.safety.uwa.edu.au%2F&data=05%7C02%7Cadrian.wilks%40uwa.edu.au%7C6d7df9c8d1cd4359fc6a08dc6012779e%7C05894af0cb2846d8871674cdb46e2226%7C0%7C0%7C638490879636675875%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=tPcy11K0AyEPfabWEhdAd0UBd9kq9YoAa8rSms7cS3U%3D&reserved=0

