Position number 0052260

The University of Melbourne
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Centre for Youth Mental Health
Faculty of Medicine Dentistry and Health Sciences
Grants and Contracts Manager
	Position No
	0052260

	Classification
	UOM 8

	Salary
	$108,009 - $116,906 (pro rata for part-time)

	Superannuation
	Employer contribution of 17%

	WORKING HOURS
	Full-Time 1.0FTE 

	BASIS OF EMPLOYMENT
	Fixed term position available until 30 June 2023 (opportunity for further extension) 
Fixed term contact type: Externally funded contract employment 

	Other Benefits
	https://about.unimelb.edu.au/careers/staff-benefits

	How to Apply
	Online applications are preferred. Go to http://about.unimelb.edu.au/careers, select the relevant option (‘Current Opportunities’ or ‘Jobs available to current staff’), then find the position by title or number.

	contact
For enquiries only
	Petula Frantz 
Tel +61  423 654 103
Email petula.franz@unimelb.edu.au

Please do not send your application to this contact


For information about working for the University of Melbourne, visit our website: 
about.unimelb.edu.au/careers 
Position Summary

Orygen is the world’s leading research and knowledge translation organisation focusing on mental ill-health in young people.

At Orygen, our leadership and staff work to deliver cutting-edge research, policy development, innovative clinical services, and evidence-based training and education to ensure that there is continuous improvement in the treatments and care provided to young people experiencing mental ill-health.

The Company has three Members: the Colonial Foundation, The University of Melbourne and Melbourne Health.

The University of Melbourne has an agreement with Orygen for designated employees to be made available to undertake activities for Orygen, and this arrangement will apply to you. University employees working at Orygen are required at all times to continue to adhere to University policies, procedures, regulations and statutes, as well as to Orygen policies and procedures (including Orygen’s delegations of authority framework which can be found at http://staff.orygen.org.au/), but the University’s policies and procedures shall prevail in the event of any inconsistency. For the period of participating in activities at Orygen, you will be subject to the reasonable control and direction of Orygen. You consent to the University disclosing to Orygen your personal employment information solely for the purposes of facilitating your secondment to Orygen, and that such disclosure will not be a breach of any of your privacy rights.

The Grants and Contracts Manager is a member of the Finance team that manages Research, Translation, Clinical and Philanthropic funding across two entities: Orygen and Centre for Youth Mental Health (CYMH), a department in Medicine, Dentistry and Health Sciences (MDHS). This role works closely with Finance leadership to provide high quality, customer-focused support contributing to the strategic objectives and the culture of Orygen and MDHS Faculty. The position will undertake management and administration of all agreements from pre-award to post-award, including supporting management by developing project budgets for funding applications, liaising with funding institutions, ensuring deliverables are met on time and stakeholders are kept abreast of the financial status of grants and contracts. 

The incumbent is to keep up-to-date with funding opportunities and be responsible for multiple divisions within Orygen and CYMH. The incumbent provides a single point of contact throughout the life of the grants or contracts, liaising with management and/or University Services portfolio of Research, Industry and Commercialisation (RIC). Responsibilities include developing the budget submission/price, accepting the funding, set up of account codes and grants files, managing the coordination of all deliverables (financial and non-financial), ensure compliance with all aspects of the terms and conditions and raising invoices. 

Within the finance team, the role works closely with:

· the Management/Projects Accountants to assist develop budgets and forecasts. 

· the Financial/Technical Accountants to assist with Revenue Accounting Standards, project acquittals, cash flow management and investment of funds. 

· the Financial Systems team to assist develop systems around grants management, automation of invoice preparation and revenue modelling. 

To be effective in this position, the incumbent must therefore build strong working relationships both internal and external to the finance team. Working in this dynamic environment, requires flexibility and good time management skills in managing multiple conflicting priorities to tight deadlines.

1. Key Responsibilities

The Grants and Contract Manager is responsible for management and administration of all domestic and international agreements from pre-award to post-award.  They will manage all financial aspects of the various projects with the portfolio. This includes providing high quality support and expertise in:
(Pre-award)

· Assist with grant applications, tenders, consultancy agreements and cost recoveries across Orygen and CYMH. 
· Review and evaluate budget in applications for compliance with sponsor terms and conditions and internal policies on cash flow, indirect costs, infrastructure charges, foreign currency, unit cost rates, usage of consultants, etc. 

· Data entry and development of systems for tracking and reporting. 

· Training staff on grant submission systems 
· Assist with resource planning by forecasting requirements for workforce, space and IT equipment based on anticipated success of applications. 
(Post-award)
· Document management of timelines and deliverables optimising the grant administration process and ensuring compliance for the organisation across Orygen and the UOM-CYMH department. 

· Agreement administration for both Orygen and UOM-CYMH, establishing the signed contract and all other associated Multi Institutional Agreements (MIAs) and collaborator contract paperwork. Coordinate and actions deliverables in UOM Themis agreements & Orygen administration systems. 

· Maintenance of all grants in line with the relevant entities protocols 

· Maintain list of all deliverables (financial and non-financial) and establish systems that ensure milestones and reporting requirement are met.
· Management of contract variations 
· Work closely with the legal team to ensure execution of contracts within acceptable timeframes and terms that meet financial, commercial and resourcing expectations. 

· Ensuring the Higher Education Research Data Collection (HERDC) is maximised when providing advice including ability to fulfil HERDC validation requirements. Regularly review HERDC systems/reports to ensure data integrity and liaise with key stakeholders in finalising the submission of annual returns. 

· Ensuring assessment of Revenue Accounting Standards, GST and foreign currency requirements. Provide support during external and internal audits to ensure the finance team meets all objectives of these areas.  This work will be in conjunction with the Technical Accounting team
· Track cash inflows and provide specialist advice on terms in the agreements that determine eligibility to invest. Work closely with the Projects Team to ensure maximised investment on unexpended project funds. 

· Establish and update all historical and active contracts.
Other 
· Manage other expenditure contracts related to major grants in the organisation like supplier, collaborators, facilities, consultants, etc. 

· Evaluate performance of commercial contract terms 

· Maintain income registers
· Reporting and systems relating to income and pipeline reports and digital transformation projects

· Invoicing and allocation journals across projects to phase income
1.1 other requirements

· Equal opportunity, diversity and inclusion responsibilities as outlined in section 3.

· Represent the University and Orygen in a positive and professional manner.

· Occupational Health and Safety (OH&S) and Environmental Health and Safety (EH&S) responsibilities as outlined in section 4.

· Any other duties as reasonably requested.

2. Selection Criteria

2.1 Essential

· A relevant tertiary degree with subsequent relevant experience, and CA/CPA qualifications. 

· 5 or more years relevant experience in managing grants and contracts in Not for Profit, Clinical and/or Higher Education Institute settings

· High level experience in the use of accounting systems and analytical tools (Excel, data warehouses, BI or similar tools, Oracle ERP, Hyperion)

· Knowledge of research funding bodies, government, charities, hospital, international and not for profit organisations.  

· Ability to provide high quality advice on grant/contract management, budget and other pre and post award matters through the entire life of the award, ensuring compliance with grant conditions. 

· Knowledge of accounting and regulations impacting the recording and reporting of research grant and contract related transactions. 

· Experience with forecasting, budget preparation and reporting, and analysis of actual expenditure. 

· Excellent organisational skills with the demonstrated ability to prioritise tasks whilst maintaining high levels of accuracy. 

· Demonstrated ability to build and grow professional and effective relationships with all stakeholders
· Pro-activeness that ensures timely and satisfactory completion of requests and assigned tasks,. 

· Exceptional attention to detail with the ability to apply high level interpretation of data to succinctly present and tailor information to the appropriate audience. 

2.2 Desirable
· Exposure to tendering and project management

· Strong commercial, financial analysis, modelling, problem solving and decision-making skills

2.3 other job related information

· Unrestricted right to live and work in Australia.

· Any offer of employment is conditional upon receipt and maintenance of a valid Working With Children Card and a satisfactory Police Check.

· Some out of hours work may be required.

· This position is notionally based at the Parkville site in Melbourne but capacity to work effectively from home will be required during the COVID-19 pandemic. 

· All workplaces and the surrounding site are non-smoking environments.

3. Job Complexity, Skills, Knowledge 
3.1 Level of Supervision / Independence
The incumbent will be expected to have the knowledge and expertise to work independently.  
3.2 Problem Solving and Judgement
The Grants and Contract Manager will have significant experience of a diversity of problems to be analysed, with the expertise to provide appropriate judgement and solutions that proactively identify and successfully resolve problems expediently.
3.3 Professional and Organisational Knowledge
The Grants and Contracts Manager will be an expert in the financial and administrative management of grants and contract within the tertiary and not-for-profit environment.  They will have developed professional skills that demonstrate competency in managing effective professional relationships.
3.4 Breadth of the position
The position will be responsible for financial and administrative management of grants and contracts with the two entities of Centre for Youth Mental Health and Orygen.
4. Equal Opportunity, Diversity and Inclusion

The University is an equal opportunity employer and is committed to providing a workplace free from all forms of unlawful discrimination, harassment, bullying, vilification and victimisation. The University makes decisions on employment, promotion and reward on the basis of merit.
The University is committed to all aspects of equal opportunity, diversity and inclusion in the workplace and to providing all staff, students, contractors, honorary appointees, volunteers and visitors with a safe, respectful and rewarding environment free from all forms of unlawful discrimination, harassment, vilification and victimisation. This commitment is set out in the University’s People Strategy 2015-2020 and policies that address diversity and inclusion, equal employment opportunity, discrimination, sexual harassment, bullying and appropriate workplace behaviour. All staff are required to comply with all University policies. 

The University values diversity because we recognise that the differences in our people’s age, race, ethnicity, culture, gender, nationality, sexual orientation, physical ability and background bring richness to our work environment. Consequently, the People Strategy sets out the strategic aim to drive diversity and inclusion across the University to create an environment where the compounding benefits of a diverse workforce are recognised as vital in our continuous desire to strive for excellence and reach the targets of Growing Esteem.

5. Occupational Health and Safety (OHS) 

All staff are required to take reasonable care for their own health and safety and that of other personnel who may be affected by their conduct.  

OHS responsibilities applicable to positions are published at: 

https://safety.unimelb.edu.au/people/community/responsibilities-of-personnel
These include general staff responsibilities and those additional responsibilities that apply for Managers and Supervisors and other Personnel.
6. Other Information
6.1 Centre for Youth Mental Health

www.cymh.unimelb.edu.au 

In January 2009 the University of Melbourne established a new Centre for Youth Mental Health (CYMH) within the Faculty of Medicine Dentistry and Health Sciences, where the academic and professional staff who are provided to Orygen are now based. All NHMRC and ARC Grants to be used for Orygen activities are managed within CYMH.  
The creation of this academic and administrative structure reflects the multidisciplinary nature of this field of inquiry and knowledge, and its growing scientific and practical breadth and significance. This is only the fourth such supra-departmental structure to be created in the Faculty and there is no parallel to date anywhere else in Australia.
The Chair of the Centre for Youth Mental Health is Professor Patrick McGorry and the Chief Operating Officer is Mr John Moran. Reporting arrangements are through the University of Melbourne structure with a direct report to Professor Jane Gunn, Dean of the Faculty. 

6.2 oRYGEN 

www.orygen.org.au
Orygen is the world’s leading research and knowledge translation organisation focusing on mental ill-health in young people. 

Further information available at https://www.orygen.org.au/About/About-Us  
6.3 Faculty of Medicine, Dentistry and Health Sciences 
www.mdhs.unimelb.edu.au  

The Faculty of Medicine, Dentistry & Health Sciences has an enviable research record and is the University of Melbourne’s largest faculty in terms of management of financial resources, employment of academic and professional staff, teaching of undergraduate and postgraduate (including research higher degree) students and the conduct of basic and applied research. The Faculty’s annual revenue is $628m with approximately 55% of this income related to research activities.

The Faculty has a student teaching load in excess of 8,500 equivalent full-time students including more than 1,300 research higher degree students. The Faculty has approximately 2,195 staff comprising 642 professional staff and 1,553 research and teaching staff.  

The Faculty has appointed Australia’s first Associate Dean (Indigenous Development) to lead the development and implementation of the Faculty’s Reconciliation Action Plan (RAP), which will be aligned with the broader University – wide plan. To enable the Faculty to improve its Indigenous expertise knowledge base, the Faculty’s RAP will address Indigenous employment, Indigenous student recruitment and retention, Indigenous cultural recognition and building partnerships with the Indigenous community as key areas of development. 
6.4 The University of Melbourne

The University of Melbourne is a leading international university with a tradition of excel​lence in teaching and research. With outstanding performance in international rankings, Melbourne is at the forefront of higher education in the Asia-Pacific region and the world. The University of Melbourne is consistently ranked by the THES among the world’s top 50 universities.

Established in 1853, shortly after the founding of Melbourne, the University is located just a few minutes from the centre of this global city. The main Parkville campus is recognised as the hub of Australia’s premier knowledge precinct comprising eight hospitals, many leading research institutes and a wide range of knowledge-based industries.

The University employs people of outstanding calibre and offers a unique environment where staff are valued and rewarded. Further information about working at The University of Melbourne is available at www.hr.unimelb.edu.au/careers.

6.5 ADVANCING MELBOURNE
The University’s strategic direction is grounded in its purpose. While its expression may change, our purpose is enduring: to benefit society through the transformative impact of education and research. Together, the vision and purpose inform the focus and scale of our aspirations for the coming decade.

Advancing Melbourne reflects the University’s commitment to its people, its place, and its partners. Our aspiration for 2030 is to be known as a world-leading and globally connected Australian university, with our students at the heart of everything we do.  

  We will offer students a distinctive and outstanding education and experience, preparing them for success as leaders, change agents and global citizens. 

  We will be recognised locally and globally for our leadership on matters of national and global importance, through outstanding research and scholarship and a commitment to collaboration.

  We will be empowered by our sense of place and connections with communities. We will take opportunities to advance both the University and the City of Melbourne in close collaboration and synergy.  

  We will deliver this through building a brilliant, diverse and vibrant University community, with strong connections to those we serve.

The means for achieving these goals include the development of the University of Melbourne’s academic and professional staff and the capabilities needed to support a modern, world-class university. Those means require a commitment to ongoing financial sustainability and an ambitious infrastructure program which will reshape the campus and our contribution to the communities we engage with. This strategy, and the priorities proposed, is centred around five intersecting themes; place, community, education, discovery and global.
6.6 Governance

The Vice Chancellor is the Chief Executive Officer of the University and responsible to Council for the good management of the University.

Comprehensive information about the University of Melbourne and its governance structure is available at https://about.unimelb.edu.au/strategy/governance[image: image1.png]»
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