
Position Title

Reports to (role)

Team

Location

KEY RESPONSIBILITIES

• A maximum of 5 primary responsibilities for the position
• List in order of importance
• Workplace Safety is mandatory for all Job Descriptions

Key Tasks required to achieve 
Key Responsibilites Measures

PURPOSE OF POSITION

JOB DESCRIPTION   

Level

Provide a brief description of the general nature of the position; an overview of why the 
job exists; and what the job is to accomplish.



Key Tasks required to achieve 
Key Responsibilites Measures

KEY RESPONSIBILITIES continued ...



Workplace 
Safety Take reasonable care for your own safety and health 

and avoid harming the safety and health of others 
through any act or omission at work.  

Identify and assess workplace hazards and apply 
hazard controls. 

Report every workplace injury, illness or near miss, no 
matter how insignificant they seem.

Abide by Telethon Kids Institute policies and 
procedures.

Responsibilities are 
embedded in work practices.

Hazards are effectively 
managed or reported. 

Accidents and incidents are 
reported in a timely manner. 

All applicable safety policies 
and procedures are sought, 
understood and implemented.

Qualifications:       
(what are the minimum 
educational, technical or 
professional  qualifications 
required to perform the role)

ESSENTIAL CRITERIA

Essential 
Skills, 
Knowledge & 
Experience: 

Approved by: Signature of the person with the authority 
to approve the job description and job title

Date approved: Date upon which the job 
description was approved

Reviewed by P&C: Date when the job description 
was last reviewed by People & Culture

DIRECT REPORTS

List by job title any positions 
to be supervised by this role


	Position Title: Research Assistant
	Level: 
	Reports to role: Clinical Laboratory Coordinator and Clinical Research Manager
	Team: Vaccine Trials Group
	Location: Perth Children's Hospital Level 5 Office and TKI Level 6 and 7 Laboratories
	KeyRow1: Clinical Trial Support
	Tasks required to achieve Key ResponsibilitesRow1: - Sample Processing and shipping of sponsored and   non-sponsored clinical trial samples in accordance with Good Clinical Practice (GCP), relevant protocols and IATA regulatory guidelines. 
- Participate in regular GCP training. 
- Liaise with Clinical Trial sponsors in regard to study documentation, cold chain maintenance and shipment tracking.
- Relieve Clinical Lab Coordinator when required. 
- Work alongside Clinical Lab Coordinator on requested tasks such as training new staff, developing/updating SOPs, or other study specific documentation, ensuring clinical trial equipment certification and calibrations are met at all times.  
- Participate in hospital based recruitment if required. 
	MeasuresRow1: - Accuracy- Low error rate of detection by CRAs and Lab Coordinator in data entry, paperwork, sample storage, processing and shipping. 


- Positive Feedback 

 - Timeliness 

- Recruitment numbers 
	KeyRow2: Resource Management and Laboratory Maintenance
	Tasks required to achieve Key ResponsibilitesRow2: - Ensure lab equipment, fridges and freezers are calibrated,  monitored and catalogued and that this information is documented in a timely manner. 
- Participate in daily, weekly and monthly maintenance tasks. 
-Ensure that all laboratory work flows adhere to TKI, PC2 and OTGR regulatory guidelines as well as general Good Laboratory Practice. 
- Order consumables, liaise and negotiate with suppliers 
- Ensure consumables are always restocked and ordered when required.

	MeasuresRow2: - Timeliness

- Positive Feedback

- Resource levels continuously maintained

	KeyRow1_2: Research Administration
	Tasks required to achieve Key ResponsibilitesRow1_2: - Maintain accurate databases, sample records, freezer catalogues and equipment maintenance documentation. 
- Prepare agendas and minute meetings when required. 
- Assist Lab Coordinator with development of and/or updating of SOPs, to maintain their constant relevance.  
-Assist Lab Coordinator in finance related tasks such as preparation of budgets and invoices.
- Assist in ethics annual reports when required. 


	MeasuresRow1_2: - Timeliness

- Accuracy of records

- Attention to detail

- Positive feedback from both sponsor companies and team leaders. 
	KeyRow2_2: Team Membership/
Communication
	Tasks required to achieve Key ResponsibilitesRow2_2: - Participate in team meetings and trial start up meetings as required. 
- Be an active participant in working groups and committees as required and report back to the team. 
-Work cohesively and collaboratively with others- both internal (direct team members) and external (other institute staff). 
- Liaise effectively with clinical trial sponsor company representatives and CRAs. 
- Work beside the Clinical Lab Coordinator to ensure all aspects of quality assurance remain of the highest level at all times and assist in a wide range of additional tasks when required. 

	MeasuresRow2_2: - Positive feedback from team and sponsor company representatives. 
	KeyRow3: 
	Tasks required to achieve Key ResponsibilitesRow3: 
	MeasuresRow3: 
	Qualifications what are the minimum educational technical or professional  qualifications required to perform the role: A Bachelor degree in a health science related field with honours.

	Signature of the person with the authority to approve the job description and job title: 
	Date upon which the job description was approved: 
	Date when the job description was last reviewed by People  Culture: 
	Essential Skills Knowledge  Experience: Essential:
- Attention to detail
- Excellent organisational and problem solving skills
- Competency in computer literacy; word processing, email, database and spreadsheet management. 
- Excellent time management skills and the ability to prioritise and multi-task under pressure. 
- Demonstrated effective written and oral communication skills. 
- Post qualification laboratory experience and demonstrated knowledge of Good Laboratory Practice. 
- Proven ability to work well in a team environment.
- Ability to take direction and work independently.
- Willingness to obtain a Working with Children's Check and Police Clearance as required. 

Desirable: 
- Demonstrated knowledge of Good Clinical Practice , OTGR regulations, and general lab safety. 
- Advanced training or experience in Freezer Pro database and/or Microsoft Word, Outlook and Excel. 
- Demonstrated knowledge of research methodologies eg PBMC isolation and sample shipment. 
- Class A drivers license. 
- Exceptional writing skills. 
	Text1: This role is responsible for working under the direction of the VTG Clinical Lab Coordinator on a broad range of clinical trials. Main responsibilities will include blood processing,  shipping and general laboratory duties but this role provides the opportunity to assist the Lab Coordinator with SOP development, training, and maintenance of quality assurance. 
	Text3: N/A


