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POSITION DESCRIPTION  
	Position Description Classification Approved
	Date

	Human Resources Branch
	21/05/2024


	POSITION DETAILS
	

	Position Title:
	Research Development Officer

	Position Number:
	20185

	Classification:
	HEO7

	Faculty/Division:
	Division of Research and Innovation

	School/Branch:
	Research Services

	Reports to (position title):
	Research Development Manager

	Delegations:
	N/A

	Special Conditions:
	· Out of standard work hours may be required
· Reasonable workplace adjustments will be made for people with a disability
· The Faculty Research Development Officer provides services across multiple University locations and as such this position may be required to work where needed

	Significant Working Relationships:
	· Executive Dean and Deputy Deans Research
· Heads of Schools and Researchers 
· Research Theme Leaders

· Affiliates


	POSITION SUMMARY

	The University of Adelaide is a large and successful university in Australia's Group of Eight research intensive universities, distinguished by its international reputation and commitment to innovation and excellence in research and teaching.
The Division of Research and Innovation provides leadership in achieving the University’s strategic goals, particularly in relation to research strategy, researcher education, services, infrastructure and supporting the development of world-class research and impact, both nationally and internationally. Supporting an ethos of excellence, innovation, engagement and impact, the Division is responsible for achieving the research objectives set out in the University Strategic Plan.
Research Services provides professional staff support services to the University's Research community in relation to competitive research funding/grant opportunities, research grant administration, applications and awards, research ethics, compliance and integrity management, research contract management and research related reporting and collections such as the Excellence in Research for Australia (ERA) and general and strategic advice to researchers and research leaders. Research Services sits within Innovation and Commercialisation Services, along with Business Development and Commercialisation.
Working under limited direction the Research Development Officer works as part of the Research Development Team to plan, manage and monitor the delivery of high-quality research grant support and services. Key responsibilities include Faculty grant support and researcher development support; provision of research funding advisory services, providing pre-award grant checking and validation services, coordinating ranking/review activities for Faculty cohorts; contributing to training and development programs relating to funding opportunities, supporting Faculty grant performance reporting.  


	KEY RESPONSIBILITIES

	Grant Support
	· Coordination of targeted communications of funding opportunities to researchers. 

· Manage and monitor the delivery of high-quality grant support services including planning and developing systems and processes, and providing timely and accurate advice to academics. 
· Manage and undertake pre-award grant checking and validation services and support to ensure submissions meet University quality standards, sponsor's application and submission guidelines and Faculty requirements. 

· Contribute to the delivery of high-quality writing, editing, strategic and peer review support services. 
· Establish and maintain collaborative working relationships with external sponsors, researchers, and other University delegates to facilitate research grant applications.

· Interpret and provide high quality advice to researchers on complex award conditions and program guidelines.

	Research Support
	· Manage and coordinate the delivery of internal grant funding schemes for research.

· Undertake research reporting and data verification support as required by the Faculty, ensuring a high degree of accuracy and integrity in the collection, collation, presentation and reporting of data.

· Provide strategic advice and support to research committees.

· Support professional development programs relating to grant writing, obligations, acceptance and management for Early Career Researchers (ECR), Mid-Career Researchers (MCR) as required.

· Identify opportunities for improvement in research development and support business systems and coordinate new processes improvement to more effectively support researchers.

	Contract Research Support
	· Provide advice and support to academics on contract research opportunities, systems, processes as required.

	Relationship Management
	· Ensure effective and professional engagement with students, researchers, academics and external sponsors to underpin the delivery of comprehensive grant support services and address of issues and risks.

· Develop and maintain effective working relationships and partnerships with a range of University and Faculty staff to support Faculty research, business and strategic objectives.

· In all interactions model a responsive, customer focused service and performance driven culture.
· Contribute to the identification and implementation of ongoing relationship management and business improvement initiatives, processes, plans or projects, and the promotion of these across the Faculty and wider University.


	Other reasonable duties commensurate with classification level.


	PEOPLE MANAGEMENT RESPONSIBILITIES

	· N/A


	CAPABILITIES AND BEHAVIOURS

	Use the Capability Dictionary 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


	STAFF VALUES AND BEHAVIOUR FRAMEWORK

	Our culture is one that welcomes all and embraces diversity consistent with our Staff Values and Behaviour Framework and our Values of integrity, respect, collegiality, excellence and discovery. We firmly believe that our people are our most valuable asset, so we work to grow and diversify the skills, knowledge and capability of all our staff.


	SELECTION CRITERIA

	Knowledge and Experience:

1. Detailed knowledge of the University sector, funding of research and of related structures and processes in a research-oriented field.

2. Demonstrated ability to provide high quality advice to staff on research grant administration issues, including interpreting and advising on complex documentation for pre and post award grants matters.

3. Demonstrated experience in coordinating and managing client centric research grant programs in a complex research focused environment including working collaboratively with researchers and key internal and external stakeholders.
4. Demonstrated experience identifying and analysing information and issues to support the development of practical solutions and recommendations for effective client outcomes and the implementation of research projects.
5. Demonstrated ability to show initiative, instigate and undertake tasks with minimum supervision and work effectively both independently and as a team member.

6. Excellent organisational skills with the demonstrated ability to prioritise tasks, plan actions and work well to tight

(externally imposed) deadlines.

7. A high level of self-motivation, initiative, creativity and sound judgement.

8. Demonstrated high-level interpersonal and communication skills and the ability to communicate, both verbally and in writing, in a succinct, professional and responsive manner to deliver client centric results.

9. Demonstrated experience setting and meeting deadlines, monitoring and reviewing systems and applying well developed interpersonal skills to promote a positive team environment.

10. Demonstrated ability to promote the organisational values of integrity, respect, collegiality, excellence and discovery, and a commitment to positively comply with the associated behaviour expectations.
Qualification/s:
· A degree with at least four years subsequent relevant experience; or
· An equivalent combination of relevant experience and/or education/training.



