

POSITION DESCRIPTION 

	Position Title
	Project Officer (ANZELA-QI) X2 FTE

	Functional Area
	Operations and Partnerships

	Date
	September 2026

	Reports To
	Project Lead – Operations, ANZELA-QI 

	Direct Reports
	Nil

	Primary Objective
	To deliver the ethics and governance, site engagement, and patient-reported outcomes workstreams of the Australian and New Zealand Emergency Laparotomy Audit – Quality Improvement (ANZELA-QI) program, applying specialist knowledge of clinical registry operations and research governance.
The role holds day-to-day responsibility for the program's ethics and site governance pathway across Australian and New Zealand jurisdictions, advises participating hospitals on the requirements for registry participation, and analyses program data to identify and recommend improvements to site engagement and data quality.
[bookmark: _Int_X1lRRlIL]Over the fixed-term contract period, the role will lead implementation of PROMs and PREMs across participating sites, drive recruitment and retention growth across public and private hospital networks, and develop the processes and resources that support sustained hospital participation in the national registry program.


	Key Internal Relationships
	· Project Lead – Operations, ANZELA-QI 
· Manager, Surgical Audit 
· Project Lead – Research & Analysis
· Clinical Data Analysts 
· Surgical Audit Team 
· Registry Committees 

	Key External Relationships
	· Participating Hospitals 
· Clinicians and Surgeons 
· Hospital Data Managers 
· Ethics and Governance Officers

	Primary Responsibilities
	Site Engagement & Participation
· Manage hospital participation, onboarding and engagement activities across ANZELA-QI.
· Maintain effective stakeholder relationships and act as operational point of contact for participating sites.
· Deliver recruitment, retention and participation initiatives across public and private hospitals.
Ethics, Governance & Compliance
· Manage ethics, governance and compliance activities across participating sites, including submissions, amendments and reporting.
· Maintain records, documentation and processes that evidence regulatory requirements.
· Advise stakeholders on the requirements to meet their governance and reporting obligations.
PROMs & PREMs Implementation
· Lead the implementation and ongoing delivery of PROMs and PREMs initiatives.
· Design and deliver site communications, training and implementation activities.
· Monitor PROMS and PREMS implementation progress and recommend opportunities for improvement.
Project Coordination & Delivery
· Coordinate a range of registry activities and initiatives.
· Deliver program milestones, reporting requirements and operational priorities within agreed timeframes.
· Maintain project documentation, records and tracking processes.
Stakeholder Engagement & Communications
· Deliver engagement and communication activities with clinicians, hospitals and external stakeholders.
· Prepare reports, presentations, meeting materials and project resources.
· Contribute to stakeholder engagement initiatives that support program objectives (newsletter creation, webinar coordination, etc)
Quality Improvement & Registry Operations
· Support quality improvement, evaluation and operational activities across the registry.
· Contribute to data quality, reporting and continuous improvement initiatives.
· Assist with activities that support the effective delivery and growth of ANZELA-QI.

	Essential Skills, Qualifications and Personal Attributes
	Essential
· Tertiary qualification in health sciences, public health, healthcare management, project management, nursing, allied health or a related discipline.
· Demonstrated ability to coordinate and manage activities, projects or competing priorities through work, placement, research or volunteer experience.
· Experience working with a range of stakeholders and the ability to develop positive working relationships.
· Strong organisational, administrative and time management skills, with attention to detail.
· Experience in ethics, governance or compliance processes within a healthcare or research setting.
· Well-developed written and verbal communication skills.
· Ability to work collaboratively as part of a team while managing tasks independently.
· Ability to learn new systems, processes and healthcare frameworks.
· Proficiency in Microsoft Office applications including Word, Excel, PowerPoint, Teams and SharePoint.
· Experience with PROMs and PREMs, quality improvement methodologies or patient-centred healthcare initiatives.
· Experience supporting stakeholder engagement, communications or training activities


Desirable
· Exposure to healthcare, research, quality improvement, registry, audit or project environments through employment, university placement or research activities.
· Experience assisting with project coordination, implementation or administrative activities.
· Experience using REDCap, databases or other data management platforms.
· Understanding of healthcare data, clinical quality registries or health service improvement activities.


	RACS Competencies
	· strives to achieve strategic objectives
· seeks to find better ways of working and increase stakeholder value
· works collaboratively and demonstrates sound reasoning
· effectively prioritises work and meets deadlines
· team player, models RACS values
· works with colleagues across RACS in the achievement of objectives
· strives to grow professionally and is open to feedback
· flexible and adaptive

RACS is a child safe organisation.  RACS recruitment and selection procedures reflect our commitment to the safety and protection of children in all our activities.  As part of the selection process candidates are required to undergo a Police check, an anti-money laundering & counter-terrorism check and signing of our Child Safeguarding Policy & Code of Conduct and RACS Workforce Conduct Policy.
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