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POSITION DESCRIPTION  
	Position Description Classification Approved
	Date

	Human Resources Branch
	


	POSITION DETAILS
	

	Position Title:
	Administration Assistant

	Position Number:
	00026725

	Classification:
	HEO4 

	Faculty/Division:
	Faculty of Health and Medical Sciences

	School/Branch:
	School of Public Health – JBI (formerly known as Joanna Briggs Institute)

	Reports to (position title):
	Director of Transfer Science Division (Editor- in-Chief JBI EBP Database) 

	Delegations:
	N/A

	Special Conditions:
	· Reasonable workplace adjustments will be made for people with a disability
· Some out-of-hours work may be required

	Significant Working Relationships:
	· JBI Members and staff
· JBI Field Editors 
· JBI Expert Reference Group Members

· JBI Field Collaborator Members

· JBI Scientific Writers

· Other External Stakeholders


	POSITION SUMMARY

	The University of Adelaide is a leading research-intensive and teaching University comprising five faculties, including the Faculty of Health and Medical Sciences, which is home to the School of Public Health.
The School of Public Health is a leading research, teaching, and service organisation whose work influences health policies and practices. The School does this through excellence in educating health professionals, focusing on primary prevention and evidence-based approaches to optimising the management of chronic disease.

JBI is a complex, international research and development agency with over 40 staff at its headquarters in Adelaide and more than 1500 researchers located in collaborating centres in the UK, Europe, USA, Canada, the Middle East, Africa, South East Asia, New Zealand, and Australia. With almost 80 Centres and groups servicing over 90 countries, JBI is a recognised global leader in evidence-based healthcare.

Working under the general direction of the Director of the Transfer Science Division and alongside the Administrative Manager, the Administrative Officer provides high-level administrative support to the Transfer Science Division.  Responsibilities include reviewing and uploading resources to the JBI EBP Database using the CONnECT+ software. Additional responsibilities include providing quality support and assistance when required to all members of the Transfer Science Division, other staff and affiliates of JBI where required.


	KEY RESPONSIBILITIES

	Administrative Support 
	· Effectively monitor and refer incoming queries to appropriate personnel
· Undertake data processing and uploading of JBI resources (Evidence Summaries, Recommended Practices, Audit Criteria and Best Practice Information Sheets)  to the JBI EBP database using the CONnECT+ software, including copyediting to ensure consistency and accuracy.

· Create, manage and review systems and procedures to efficiently maintain the database.

· Liaise with JBI Field Editors to ensure timely and accurate update/development of documents and peer review documents.

· Coordinate meetings, including preparation of agendas and papers, as directed by the Director

· Maintain JBI EBP Database Contributor records, including Fields, Expert Reference Group members, Field Collaborators, Scientific Writers 
· Assigning,  sending and tracking resources for development or update for the JBI EBP Database, and payment for work completed. 
· Support of promotional initiatives that raise awareness of the programs of work and/or increase engagement. 

· Assist in the development of reports to the Transfer Science team on all Transfer Science Division Activities (using MS Excel, Confluence and other programs)
· Maintain JBI intranet and JBI EBP Database Editorial Office webpages


	Research Support
	· Some out-of-hours work may be required.

· Effectively monitor and refer incoming queries to appropriate personnel

· Coordinate meetings, including agenda papers and minute taking, as directed by the Director, Transfer Science

· Import and export academic references and maintain an Endnote library


	Other reasonable duties commensurate with classification level.


	PEOPLE MANAGEMENT RESPONSIBILITIES

	· N/A


	CAPABILITIES AND BEHAVIOURS

	Use the Capability Dictionary at the link: http://www.adelaide.edu.au/hr/docs/pdp-core-capability-dictionary.pdf to identify the capabilities associated with the classification of this position.  Staff are required to read and understand the capabilities and associated behaviours that align with the classification of this position.


	UNIVERSITY EXPECTATIONS

	Staff are required to read, understand and comply with all University policies, procedures and reasonable direction, whilst demonstrating professional workplace behaviours in accordance with the University’s Code of Conduct


	SELECTION CRITERIA

	Knowledge and Experience:
1. Demonstrated knowledge and experience of administrative structures and processes. 

2. Demonstrated experience in Microsoft Office (specifically MS Word and MS Excel), including the mail merge and basic formulas, and referencing software, e.g. Endnote.
3. Demonstrated experience in adhering to organisational processes, maintaining consistency and accuracy.
4. Demonstrated organisational skills for prioritising work and an ability to meet deadlines. 
5. Demonstrated experience and ability to take meeting minutes.
6. Demonstrated ability in copyediting
Desirable

7. Knowledge and understanding of the University environment, processes and policies. 
8. Basic demonstrated knowledge of web-based software system Confluence. 
9. Exposure to healthcare-related fields

Qualification/s:

· Completion of a Certificate IV with relevant work experience; or
· Completion of a Certificate III with extensive relevant work experience or
· An equivalent combination or relevant experience and/or education/training
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