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Research Centre Administrator | Position Description 
 
Classification: Higher Education Officer Level 9 (HEO9) 

Employment Type:  Full Time 

Term:   Fixed Term 12 months 

Location:   Box Hill, Victoria 

Reports to:  CEO & Research Chair 

 

About the Position 

Reporting to the CEO, the Research Centre Administrator has the primary responsibility for all 

the administration of the Research Centre (‘the Centre’). The role will proactively develop and 

support the delivery of Summer Foundations research strategy, and co-produce and facilitate 

research on current funding projects.  

 

Responsibilities and duties 

• Supporting the CEO/Research Chair in meeting the research aims of the Centre; 

• Assisting the CEO/Research Chair in managing the financial and staff resources of the 

Centre and the forward planning of these resources, through: 

- Maintaining a database of staff commitments by project and timescales 

- Maintaining a database of current and planned resource allocation including staff 

time and financial resources; 

• Providing administrative and secretarial support to the CEO and Research Chair, and 

other researchers working in the Research Centre; 

• Maintaining adequate records on all projects including accounts, tasks and timetables; 

• Administration of research grants; 

• Draft ethics and research grant proposals; 

• Managing all financial aspects of grants and contracts, including developing budgets; 

• Monitoring expenditure; 

• Develop, implement and manage support and information systems to ensure the 

smooth and efficient running of the Centre; 

• Maintaining a stakeholder/contacts database; 

• Establish and maintain a distribution list for publications, and assist with distribution of 

publications; 

• Editing the Research Centre’s reports, articles and presentations and preparing drafts 
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for publication. 

 

Skills and Experience 

Essential Criteria 

• University level education or equivalent experience; 

• Proficient in Microsoft Office (Word, Excel & Powerpoint), Adobe Acrobat, social media 

platforms; 

• Ability to accurately track expenditure, to reconcile spending and produce budgets; 

• Strong Communication skills, both written and verbal; 

• Strong Organisational skills, the capacity to successfully manage competing priorities, 

maintain attention to detail and meet deadlines; 

• High level of flexibility for the role demands; 

• Capacity to work independently with minimal direction and collaboratively in a team 

environment; 

• Demonstrated understanding of, and preparedness to commit to the organisation’s 

values. 

 

Core Competencies  

The Job Holder’s values will match those of the Summer Foundation. The Summer 

Foundation’s values include: 

Vision:  We are creative, innovative and resourceful. We continually strive to be the best 

Integrity:  We act with integrity and honesty in everything we do 

Communication: We communicate openly by exchanging information and actively listening to 

all stakeholders 

Team Spirit: We value and recognize the contribution of our colleagues, both locally and 

globally. We enjoy working together to achieve outstanding results and total job satisfaction  

Corporate Responsibility: We act responsibly within our community and care for the 

environment  

 

Work related Competencies  

Communication: develops business plans, policy framework, project development proposals 

and briefs on highly complex issues for consideration by the Executive management team, 

demonstrating a high level of knowledge and expertise in the project area and providing expert 

analysis  

Influence and Negotiation: Gains agreement to proposals and ideas; Builds behind-the-

scenes support for ideas to ensure buy-in and ownership; Uses chains of indirect influence to 

achieve outcomes. 
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Stakeholders and relationship focus: Establishes and maintains relationships with people at 

all levels; Forges useful partnerships with people across university and allied health networks; 

Builds trust through consistent actions, values and communication;  

Planning and organizing: Establishes systems and procedures to guide work and track 

progress; Recognises actual and potential barriers and finds effective ways to deal with them. 

 

Other Relevant Information 

• The position description is indicative of the initial expectation of the role and subject to 

changes to Summer Foundation goals and priorities, activities or focus of the job. 
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About the Summer Foundation  

Established in 2006, the key aim of the Summer Foundation is to change human service policy 

and practice related to young people in nursing homes. The Summer Foundation utilises a 

range of strategies to influence health, housing, aged care and disability service policy and 

practice related to this target group.   

 

The Summer Foundation’s four key strategies to preventing young people being forced to live 

in nursing homes are: 

Research ~ Our research underpins 
our work and provides an evidence 
base for policy and practice change. 
 
Stories ~ Enabling young people with 
disability and their families to tell their 
stories and disseminating these stories 
is a powerful and effective tool for 
influencing the general public, decision 
makers and politicians.  
 
Prototypes ~ We design and pilot 
potential solutions and then evaluate 
them through action research. This is 
an iterative process which involves: 
designing, building, evaluation and 
learning. 
 

 
Knowledge ~ We capture, document and disseminate the knowledge generated from our 
research and prototypes in order to encourage others to replicate and scale our work. 
 

  



Summer Foundation Ltd. ABN 90 117 719 516 PO	Box	208	Blackburn	VIC	3130		Tel:	(03)	9894	7006		Fax:	(03)	8456	6325	
Building	better	lives	for	young	people	in	nursing	homes	|	www.summerfoundation.org.au	

 

What policy change do we want?  

There are four key areas that must be addressed to resolve the issue of young people in 

nursing homes in Australia. 

1. Ensure that young people in residential aged care get access to the National Disability 

Insurance Scheme (NDIS) 

2. Prevent new admissions 

3. Increase the range and scale of housing 

4. Increase access to proactive health services. 

 


