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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
	


	POSITION DETAILS
	

	Position Title:
	Research Information Officer

	Position Number:
	14244

	Classification:
	HEO5

	Faculty/Division:
	Division of Research and Innovation

	School/Branch:
	Research Services

	Reports to (position title):
	Research Information and Systems Manager

	Delegations:
	N/A

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

	Significant Working Relationships:
	· University research community

· Performance Excellence and Impact Reporting Team

· Research Services Grants Teams

· Research Ethics and Compliance Unit


	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 Information Officer provides a range of administrative support services to the units within Research Services with a particular focus on maintaining the Research Services website, liaising within and outside Research Services on website related matters, coordinating the content and distribution of the Research Services e-Bulletin and other internal communications mechanisms. The role is responsible for identifying and promoting of grant opportunities, coordinating the registration and usage of relevant research grant opportunities, updating databases, providing support to researchers in online submissions of their grant applications and assisting with data collections and data entry as required.


	KEY RESPONSIBILITIES

	Provide a range of administrative support services aimed at facilitating the communication of research grant ethics and publications matters across the University
	· Act as the Research Services website administrator by;
· Maintaining, enhancing and updating the Research Services website

· Liaising within and outside Research Services on website related matters

· Documenting internal procedures related to the maintenance and revisions for the Research Services website

· Provide support to Research Services in the identification and promotion of grant opportunities.

· Coordinate the content and distribution of the Research Services e-Bulletin and other internal communication mechanisms. 

	Assist in the promotion and support of research grant funding opportunities
	· Coordinate vendor engagement, user registration and usage of relevant research grant opportunity and expertise databases. 
· Facilitate the uptake and usage of opportunity databases to support users identify a broad range of relevant funding opportunities.

	Provides a range of clerical and administrative services required to support the research publications and data team within the Research Services
	· Assist with data collections, data entry and data quality assurance as required.

· Assist with the receipt, data entry and filing of research publications.

	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. Experience with website development and maintenance in a large corporate/institutional context.

2. Demonstrated experience with accurate data entry, databases and manipulation of data.
3. Well-developed written and oral communication skills.

4. Good interpersonal skills and ability to work in a team environment.
5. Demonstrated ability to meet deadlines, show initiative and maintain work accuracy.
Desirable

6. Some understanding of the organisation of research and of related structures and processes in a research-oriented University pertaining to research publications, grants and ethics (desirable).

7. Experience in working in a University (desirable).
Qualification/s:
· Tertiary qualification or equivalent education and/or experience is desirable.



