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Animal Ethics & Research Integrity Administrator
	School/Centre
	Deakin Research

	Faculty/Institute/Division
	Deakin Research Integrity

	Classification
	HEW 5

	Responsible to
	Senior Adviser, Research Governance and Integrity  

	Hours of Work
	Casual (1 FTE Equivalent) 

	Primary Location of Work
	Geelong Waurn Ponds Campus 

	Vacancy Closes
	

	Vacancy Reference Number
	

	More Information
	Christine Heng, Tel: +61 3 52272330, Email: christine.heng@deakin.edu.au 


ABOUT DEAKIN
Deakin University was established in 1974, the first university in regional Victoria and the first to specialise in distance education.  Deakin has five campuses: one in Melbourne’s eastern suburbs, two in the port city of Geelong, one in Warrnambool on the southwest coast of Victoria and one in the cloud (Deakin’s fastest growing cohort is online).  Deakin also has a corporate centre in the Melbourne CBD, a network of technology-rich learning centres across regional Victoria and international offices in India, China and Indonesia. 

Deakin has always had a strong reputation for innovation, and in this digital age, has been at the forefront of new and emerging technologies in research and teaching. Vibrant, technology-rich spaces both at its campuses and in the cloud are a hallmark of life at Deakin.

Deakin is committed to a workplace culture that fosters and supports excellence in teaching, research and administration.  It provides an extensive program of capacity building, supporting teaching practice, digital scholarship, career progression and personal growth.  Deakin values diversity, enables access and celebrates inclusion.  It has a long standing commitment to being flexible, accessible and friendly.

ABOUT YOU
You are willing to enthusiastically embrace the Deakin Offer and Promise as expressed in the Deakin University Strategic Plan, LIVE the Future, and must share the University’s values.
You will be a person who is ambitious for Deakin University’s success and optimistic about its future; and will display diligence, have great resolve and a focus on producing results.

WHY WORK FOR OUR UNIVERSITY?

Benefits of working at Deakin 
LIVE the Future – Deakin University Strategic Plan
POSITION PURPOSE

To ensure the effective administration of Animal Ethics and research integrity at Deakin University through the provision of support to Deakin Research Integrity and the Senior Adviser, Research Governance and Integrity. 

POSITION CONTEXT
Deakin Research Integrity is the part of Deakin Research responsible for the central administration of the Australian Code for the Responsible Conduct of Research, and for required approval processes in relation to research or teaching involving animals, humans and genetically modified organisms, on behalf of the Deputy Vice Chancellor (Research). The position forms one of Animal Ethics team and Research Integrity team, and reports to the Senior Adviser, Research Governance and Integrity. The incumbent works closely with the Senior Animal Ethics Coordinator, Animal Welfare Officer, with the Animal Ethics Committees and with researchers and students seeking animal ethics approval.

The position interacts widely with staff and students in the Faculties and Institutes for the purpose of providing administrative support in relation to animal ethics applications. The position will also interact with members of the University’s Animal Ethics Committee (AEC) for the arrangement of an administrative support to meeting.  This position is one of a team within the Office of Research Integrity facilitating research or teaching involving animals at Deakin University. 

PRINCIPAL RESPONSIBILITIES

1. Provide high level general advice to the University’s Animal Ethics Committee (AEC) and staff and students on the use of animals in research or teaching in accordance with legislative requirements and University policy.

2. Provide high level administrative and secretarial support to the AEC’s and Research Integrity team.

3. Maintain accurate records and tracking to facilitate the efficient management of animal ethics within the University.

4. Implement and monitor a wide range of administrative tasks associated with animal ethics, to ensure the efficient management of animal ethics within the University.
5. Provide support to the Senior Adviser, Research Governance and Integrity as required. 


KEY DUTIES
1. Act as secretariat to the AEC providing high level advice and support to the Committee ensuring compliance with legislative requirements and University policy.

2. Arrange and support meetings of AEC by preparing agendas, minutes and correspondence as required.

3. Provide advice on animal ethics matters to staff and students at Deakin University

4. Maintain an accurate database of research involving animals at Deakin University.

5. Provide administrative support to the Research Integrity team as required  
6. Provide support to the Senior Adviser, Research Governance and Integrity as required.

7. Any other duties as directed, commensurate with the scope and classification of the position.

SELECTION CRITERIA - ESSENTIAL 
Training/Qualifications: 

· Completion of a degree in a relevant discipline with experience relevant to the position, or extensive experience and specialist knowledge, or an equivalent combination of relevant experience and/or education/training.

Experience: 

· Relevant administrative experience in a tertiary education environment or equivalent.


Skills/Techniques: 
· Demonstrated administrative and organizational skills, including an ability to prioritize tasks and to deal with competing demands and deadlines in a busy office environment. 

· Excellent written and verbal communication and interpersonal skills.

· A capacity to understand the requirements of relevant Commonwealth and State legislation and guidelines and external regulatory authorities or funding bodies.

· Demonstrated ability to work co-operatively as a team member.

· Ability to work with sensitive and confidential matters.

· Computer literacy in multiple software applications, including the Microsoft Office Suite, databases, internet and email.

SELECTION CRITERIA - DESIRABLE 

· An understanding of animal ethics issues.

· Experience in research or research administration.

· Demonstrated ability to use and maintain databases. 

· Knowledge of University administrative structures and processes.

· A current Victorian driver’s licence.

DISCLAIMER

It is not the intention of the position description to limit the scope or accountabilities of the position but to highlight the most important aspects of the position.  The aspects mentioned above may be altered in accordance with the changing requirements of the role.[image: image2.jpg]Find us on
Facebook
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