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POSITION DESCRIPTION

	TITLE:
	Research Officer


	KEY FUNCTION:
	The Research Officer will provide direction in the formation of an organisational research framework. The Research Officer will guide and monitor research activities across the organisation.

	ACCOUNTABLE TO:
	Organisational Development Manager


KEY RESPONSIBILITIES:
1. Develop and implement effective administrative systems for supporting research projects.
2. Develop an integrated research strategy for Kildonan UnitingCare.
3. Stimulate the development of research activities in response to emerging/unmet social need and changes to government policy or legislation that may impact on those who are disadvantaged.
4. Facilitate the evaluation of all agency programs and service enhancement projects.
5. Assist Managers with the design and implementation of research projects and the documentation of research outcomes.
6. Supervise research activities as appropriate and facilitate external supervision of projects as appropriate.
7. Liaise with external training and research providers.
8. Supervise research placement students where appropriate.

9. Conduct an audit and maintain a record of ongoing research work undertaken by the agency.

10. Source funding for research projects.

11. Develop effective relationships with appropriate academic and research institutions and other community service organisations conducting research and social policy activities.

12. Encourage a culture of evidence based continuous improvement across the agency.

13. Build research capability within the agency service area teams.
SPECIFIC RESPONSIBILITIES:
1. Research Development
· To work with the CEO and Senior Management team in developing a research framework.
· Establish and maintain effective recording systems in relation to research undertaken.
· Prepare and present research findings to agency staff, management, Board members and CEO when necessary.
· Manage a filing system and electronic file management of all research undertaken.
· To ensure that all research undertaken by the agency is methodologically sound and ethical.
2. Evaluation
· To develop a robust evaluation framework to be used across the organisation.
· Evaluate current organisational research methods and research outcomes.

· Audit and maintain records of past and current research work undertaken by the agency.

3. External Relationships
· Develop effective relationships with appropriate academic, training and research institutions.
· Liaise with other community service organisations regarding research and social policy activities.

· Develop opportunities to secure funding for future research projects.
4. Developing capacity within teams
· Work together with the Senior Management team and CEO in order to design service area specific research projects.
· Supervise service area research activities and projects in conjunction with the Senior Management team.
· Encourage a culture of evidence based continuous improvement across the agency.

· Work with the Senior Management team to build research capability within agency service area teams.
5. Policy and Procedures

· Participate in policy development and review, and drive future planning of research programs and strategy.
· Develop, review and implement research policies and procedures as directed by the Organisational Development Manager.
6. Accountability

· Accountable to Organisational Development Manager.

· Work closely with the management team.
7. Professional Development

· Participate in the Kildonan staff appraisal process, including regular supervision in order to meet individual professional development goals.

· Participate in professional development programs that compliment the Kildonan Strategic Plan.
· Participate in the development of broader sector policy and advocacy activities of the organisation.
8. Other Requirements

· Participate in program and wider Agency activities.

· Willingness and ability to follow lawful instructions.

· Other duties as directed.

Key Performance Indicators (to be determined with the successful applicant)

QUALIFICATIONS & EXPERIENCE REQUIRED:

· Relevant post graduate qualification is highly desirable.
KEY SELECTION CRITERIA

· Demonstrated experience in the design, implementation and publication of behavioural and social science research.
· Demonstrated experience in development, analysis and interpretation of social policy.
· Relevant post graduate qualification.
· Demonstrated experience in securing research funding.

· Demonstrated experience in developing and maintaining research partnerships.

· Excellent interpersonal skills, including the ability to engage and work well with a team, and to communicate effectively with all levels of staff and managers.  

· Ability to work independently, including initiative to organise workload and develop systems to meet deadlines.
· Ability to work across multi disciplinary teams.
· A commitment to social advocacy and the values of Kildonan.
· Advanced PC skills – email, Word, Excel, Access and Powerpoint. 
· Hold a current Victorian driver’s licence
EMPLOYMENT CONDITIONS:

Appointments to this position will be required to serve a three month probationary period.  This position is subject to funding.

	Award


	The Private Hospital Administrative Officers – Victoria Award 2005

	Remuneration:
	Kildonan has an attractive salary sacrifice packaging option.

Employer Superannuation Contribution of 9%.



	Confidentiality:
	The Employee is required to abide by the Agency’s undertakings regarding specific client confidentiality as per 
DHS Funding & Service Agreement requirements and relevant Privacy Legislation.  

A copy of the Confidentiality Undertaking is attached to the Letter of Appointment and requires signing.



	Hours of Employment:
	As per the letter of appointment. To be worked between 8.30 a.m. and 6.00 p.m. with a minimum of 30 minutes lunch break.  There may be some evening work.  Authorised time-in-lieu provision available.



	Criminal Records Check:
	A current and satisfactory Criminal Records Check and a Working with Children Check (E Card) is a requirement of the Agency prior to employment.



	Driver's Licence:
	The incumbent is required to hold a current driver's licence.




	Travel:
	Comply with Agency Vehicle Usage Policy.

Agency pooled vehicle available. 


Approved travel in private vehicles is reimbursed at the Public Service rate.



	The Employee is required to abide by the Agency’s policies and procedures.



	This position description lists the major duties and requirements of the job and is not all-inclusive. Incumbent(s) may be expected to perform job-related duties other than those contained in this document and may be required to have specific job-related knowledge and skills. This position description will be subject to review and may change in accordance with the needs of 

Kildonan UnitingCare.
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	Our Vision
Kildonan’s vision is of thriving and inclusive communities based on respect, justice and compassion for all people.

Our Purpose

Empowering people to improve their lives, through the provision of effective community services and addressing issues of social and economic hardship.
	Our Values 

• Respect 

• Trust 

• Compassion 

• Integrity 

• Justice 



