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Position Description

Position Description Authorisation

	Authorised by
	Name
	Date

	Head of School/Services Manager
	
	

	Human Resources
	
	



POSITION DESCRIPTION
	Position Description Classification Approved
	Date

	Human Resources Branch
	1/11/2024


	POSITION DETAILS
	

	Position Title:
	Research Funding Officer (Pre-Award)

	Position Number:
	00011503

	Classification:
	HEO6

	Faculty/Division:
	Division of Research and Innovation

	School/Branch:
	Research Services

	Reports to (position title):
	Manager (Pre-Award)

	Delegations:
	N/A

	Special Conditions:
	· Reasonable workplace adjustments will be made for people with a disability

· Some work out of standard hours may be required

	Significant Working Relationships:
	· Deputy-Vice Chancellor & Vice President (Research) 

· Faculty Deputy Deans (Research)

· Heads of Schools

· Research Institutes (Directors and Managers)

· Research Services Leadership and staff in Research Services teams

· Research funding bodies

· Research funding applicants


	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.

Working under general direction the Research Funding Officer (Pre-Award) provides support in relation to pre-award administration of research funding opportunities to ensure compliance and improve the quality of research funding submissions. The incumbent will be expected to contribute to the development of strategies and systems primarily in relation to streamlining management of application rounds.


	KEY RESPONSIBILITIES

	Provide professional/specialist advice to competitive research grant applicants and recipients
	· Be principal contact for and provide professional/specialist advice to research funding applicants including the interpretation of program guidelines.

· Ensure quality review and timely submission of research grants applications, ensuring applications meet compliance requirements and are submitted before sponsor deadlines.

· Administer a portfolio of research funding programs including the promotion of key opportunities, checking compliance and ensuring lodgement of applications before sponsor deadlines, sponsor liaison and reporting outcomes.

· Contribute to the development, documentation, review and implementation of procedures to ensure the effective and efficient administration of research funding opportunities submitted by the University.

· Contributes to the effective operation and further improvement of research funding services and Research Services operations

· Work closely with Research Development and Business Development teams to ensure mutual understanding of research capacity, funding and commercialisation opportunities, and legal and other grant/contract management issues.

· Provide administrative support to committees and working parties as required.

· Support the activities of the other Research Services teams, as required, and of Research Services generally including the mentoring and developing of support personnel.

	
Stakeholder Engagement
	· Develop and maintain strong interactive links with key Institutes, Schools, Faculties and affiliated research organisations.

	Other reasonable duties commensurate with classification level.


	PEOPLE MANAGEMENT RESPONSIBILITIES

	N/A


	CAPABILITIES AND BEHAVIOURS

	The Capability Dictionary is located at: http://www.adelaide.edu.au/hr/docs/pdp-core-capability-dictionary.pdf. The manager needs to identify those capabilities and behaviours relevant for the position and ensure the staff member reads and understands 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. Understanding of the University sector, funding of research and of related structures and processes in a research-oriented field.

2. Demonstrated capacity to evaluate and interpret complex rules, policies and procedure.

3. Demonstrated high-level knowledge of standard office computer software, internet and database packages, and the ability to adapt quickly to changing IT environments.

4. Experience in research grant administration, including interpreting guidelines and reviewing research related project budgets (desirable).

5. 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:
· Completion of a degree without subsequent relevant work experience; or

· An equivalent combination of relevant experience and/or education/training
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