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Position Description 

P O S I T I O N  T I T L E :  A d m i n i s t r a t i o n  O f f i c e r   

L O C A T I O N :   G i l l e s  P l a i n s ,  S o u t h  A u s t r a l i a   

R E P O R T S  T O :  M a n a g e r ,  P I R L   

D E P A R T M E N T :  P r e c l i n i c a l ,  I m a g i n g  a n d  R e s e a r c h  L a b o r a t o r i e s  ( P I R L )   

 

P U R P O S E  A N D  S C O P E  O F  T H E  P O S I T I O N  

Responsible for the provision of professional and efficient secretarial, reception and administrative services within a preclinical 
research environment.  
 
Reporting to the Manager, PIRL, this position will work closely with all PIRL staff and other staff members at SAHMRI. The role 
will also interact with a range of external stakeholders including researchers, commercial clients and suppliers.   
 

K E Y  R E S P O N S I B I L I T I E S  

The specific duties include: 

o Welcome and assist visitors, ensure the reception area is staffed at all times, and promote a professional image of SAHMRI. 
o Receive incoming calls, evaluate urgency and direct them to the appropriate person if available. 
o Receive, open and distribute incoming mail. 
o Provide administrative support including (but not limited to): 

o Data entry 
o Filing/scanning/photocopying documentation 
o Word processing and Excel support 
o General administrative assistance 
o Book meeting rooms. 

o Monitor general email accounts for PIRL and assist with responses to enquiries. 
o Process purchase orders and invoices and administration of payments. 
o Assist with the billing process for PIRL. 
o Maintain current facility phone listing.  
o Archiving of documents and electronic records in compliance with NATA regulations. 
o Coordination of travel arrangements for PIRL. 
o Assist with coordination and catering of meetings/events on an ad hoc basis. 
o Participate in quality and continuous improvement programs. 
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o Participate in special projects to continuously improve processes, tools, systems and organisation. 
o Take reasonable care to protect own health, safety and welfare at work and avoid affecting the health and safety of any 

other person at work. 
o Ensure that duties are performed in keeping with the principles outlined in SAHMRI’s Vision, Mission and Values and the 

Code of Conduct Policy. 
 

S P E C I A L  R E Q U I R E M E N T S  

o Some out of hours work may be required.  
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Person Specification 
E X P E R I E N C E ,  K N O W L E D G E  A N D  S K I L L S  

o Experience in a confidential administrative role, health/science/medical environment preferable but not essential 
o Excellent levels of computer competency in Microsoft Office applications, particularly Word, Excel, Outlook, calendar 

management and communications technology 
o Excellent attention to detail 
o Experience in in maintaining and controlling appropriate records and filing systems 
o Highly ethical and confidential 
o Highly organised and methodical 
o Ability to convey information accurately to other staff as required 
o Possess a sense of urgency and good time management skills 
o Show initiative and be task focussed 
o Excellent interpersonal skills 
o Sound written and verbal communication skills 
o Possess a team-oriented approach 
o Support SAHMRI’s commitment to reconciliation and acknowledge the importance of working in partnership with Aboriginal 

and Torres Strait Islander People  
o Able to demonstrate the following SAHMRI Values and Culture: 

 Excellence – Bold, Driven, Dynamic 
 Innovation – Persistent and Focused 
 Courage – Collaborative and Enabling 
 Integrity – Embrace Diversity, Demand Equity 
 Teamwork – Friendly, Fast, Flexible, Fun 

 

L I C E N C E S  

o None required 
 
 


