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POSITION DESCRIPTION 
 

POSITION TITLE 
 

Senior Grants Advisor 

CLASSIFCATION PG 7.1 - 7.6 (currently $102,039 - $112,669 base per annum, full 
time) depending on skills and experience  
 

ROLE Full time (36.25 hours per week)  
 

LOCATION St Vincent’s Hospital campus, Fitzroy, with flexibility to work from 
home in accordance with company guidelines 

 
ABOUT US  
The Bionics Institute is an internationally recognised, non-profit medical research institute 
that solves medical challenges with technology. 
 
Proudly affiliated with Swinburne University of Technology, we lead the world in the research 
and development of innovative medical devices and therapies to improve human health. 
Our multidisciplinary team comprises world-class scientists, engineers and researchers, and 
our laboratories are located at St Vincent’s Hospital Melbourne, close to our clinical 
collaborators. 
 
Together we transform the lives of people with a range of conditions, including Alzheimer’s 
disease, hearing impairment, Crohnʼs disease, chronic pain, Parkinsonʼs disease and 
arthritis.  
 
ABOUT THE ROLE 
Reporting to the Development Manager - Grants, the Senior Grants Advisor provides expert 
pre- and post-award grants support to maximise the Institute's success in securing and 
managing competitive research funding. 
 
The role partners closely with researchers to identify funding opportunities, strengthen grant 
applications, ensure compliance with funding requirements and provide end-to-end grant 
administration following award. 
 
Working collaboratively across the Institute, the role contributes to continuous improvement 
of grants processes while providing high-quality advice and practical support throughout the 
funding lifecycle. 
 
Key responsibilities  
Grant Development and Management 

• Take a proactive approach to identify and track national and international grant 
funding opportunities that align with the Institute’s research priorities by monitoring 
government, philanthropic and industry sites, and proactively engage researchers 
regarding upcoming opportunities. 
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• Liaise with the Development Manager - Grants, Chief Technology Officer (CTO) and 
CEO to match opportunities to researchers in alignment with Institute funding 
objectives. 

• Manage the end-to-end administration of competitive government, philanthropic and 
industry grant applications, from the initial set-up of application templates and portals 
through review, compliance checking, submission and post-award administration. 

• Provide specialist support to strengthen the quality and competitiveness of grant 
applications through  expert advice and constructive feedback on grant content, and 
the development track record documents (e.g. CVs) that enhance applications. 

• Undertake thorough compliance and quality reviews to ensure all funder assessment 
criteria and requirements are met, including formatting, word limits, submission 
guidelines and high-quality supporting documents (e.g. letters of support). 

• Work collaboratively with researchers and the Finance team to develop accurate, 
compliant and well-justified grant budgets that align with funder requirements and 
Institute policies. 

• Support the administration of awarded grants, ensuring compliance with funding 
terms and conditions, and coordinating multi-institutional agreements and reporting 
requirements. 

• Facilitate the resolution of post-award issues, including variations such as project 
extensions and changes in scope, in collaboration with researchers and funding 
bodies. 

 
Grants Office Operations and Continuous Improvement 

• Maintain the Grants Office trackers, intranet content and general administrative 
processes. 

• Contribute to the effective operation and continuous improvement of pre- and post-
award processes by identifying and implementing process enhancements and 
efficiencies.  

• Plan and coordinate grants-related meetings, workshops, seminars and information 
sessions.  

• Actively participate in Institute initiatives, including professional development and 
internal and external events.  

• Undertake additional duties as directed. 
 
Core Competencies for the Role  
Task complexity - Complex and innovative  
Work at this level is of a developmental or strategic nature. Difficulties facing the position 
holder include options that have a bearing on outcome or original plans, the scale of 
operations may add to complexity, critical industrial or legal issues, and necessity for 
application of state-of-the-art knowledge, techniques or technologies to work tasks and or 
situations. Work at this level requires the position holder to analyse and evaluate information 
and apply most relevant solution to achieve results. 
 
The work of this position involves managing multiple complex funding activities where 
competing priorities, changing funding requirements and varying stakeholder needs require 
analysis, judgement and the application of specialist grants knowledge. The role evaluates 
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funding opportunities, identifies compliance risks and develops practical solutions that 
maximise successful funding outcomes while supporting researchers through complex pre- 
and post-award processes. 
 
Knowledge required - Broad 
Substantial theoretical, policy or technical knowledge, may require some knowledge of 
external environment such as relevant legislation and or government policies.  
 
The incumbent requires specialist knowledge of research funding processes, grant 
administration and funding compliance, together with a sound understanding of the 
Australian research funding landscape and awareness of major international funding 
schemes. This knowledge is applied to provide expert advice, evaluate funding 
opportunities, interpret complex funding requirements and support researchers throughout 
the grant lifecycle.  
 
Level of supervision and independence - Broad  
Position holder is told at a high-level what outcomes need to be achieved by the team, when 
they need to be completed and who needs to be involved in achieving them. The position 
holder participates in decision making and operates within the broad framework of 
organisational policies and procedures. Supervision tends to be monthly where broad 
outcomes are reviewed. 
 
The incumbent operates with a high degree of autonomy within established Institute policies, 
funding requirements and strategic priorities. They independently manage competing 
priorities, coordinate multiple concurrent grant activities and exercise judgement in 
determining day-to-day work priorities, escalating complex, high-risk or strategic matters 
where appropriate. 
 
Judgement and problem solving - Adaptive 
At this level the position holder is expected to be able to solve diverse problems by applying 
subject matter knowledge and previous experience. This may include making regular 
decisions that impact outside the immediate work area such as the deployment of resources 
or services. Provides assistance with and starts to own forward planning processes, such as 
estimating and budgeting as derived from operational responsibilities. There is some 
discretion to innovate within own area of responsibility and to take responsibility for 
outcomes. 
 
The incumbent applies specialist grants knowledge and previous experience to interpret 
complex funding guidelines, resolve pre- and post-award issues and provide practical advice 
to researchers and stakeholders. They exercise sound judgement in identifying risks, 
recommending solutions, balancing competing priorities and contributing to the continuous 
improvement of grants processes and practices. 
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Organisational relationships and impact - Advanced  
Position holder is able to apply a detailed knowledge of the interaction between work unit 
policies, processes and procedures within their own area and understand how this impacts 
on other work areas. Is expected to provide advice and assistance to others and to make 
suggestions for change to make improvements to operations. Responsibilities at this level 
are starting to have an impact at an organisational level, beyond own work team.  
 
The incumbent develops productive working relationships with researchers, professional 
staff, funding agencies and external collaborators to support successful funding outcomes. 
They provide specialist advice across the Institute, contribute to improvements in grants 
administration processes and influence the quality, compliance and competitiveness of grant 
applications, with their work directly contributing to the Institute's research funding success. 
 
ABOUT YOU 
You are a collaborative and client-focused grants professional who enjoys partnering with 
researchers to achieve successful funding outcomes. You build trusted relationships through 
responsive service, practical advice and your ability to simplify complex funding 
requirements into clear and achievable actions. 
 
Highly organised and proactive, you thrive in an environment where multiple funding rounds 
and competing deadlines require careful planning, exceptional attention to detail and sound 
judgement. You take ownership of your work, anticipate issues before they arise and 
consistently deliver high-quality outcomes under pressure. 
 
You combine strong analytical capability with excellent written communication skills, 
enabling you to strengthen grant applications while ensuring compliance with complex 
funding requirements. Curious and solutions-focused, you actively seek opportunities to 
improve processes and contribute positively to the continuous development of the Grants 
Office. 
 
SELECTION CRITERIA 
Essential  

• A postgraduate qualification in Science, Engineering, Health, Biomedical Research or 
a related discipline, or an equivalent combination of relevant experience and/or 
education and training.  

• Demonstrated experience providing pre-award and/or post-award grants support 
within a university, medical research institute or similarly research-intensive 
environment.  

• Demonstrated experience coordinating the preparation, review and submission of 
competitive research funding applications across both Australian and international 
funding schemes, including experience working with the requirements of major 
funding agencies (e.g. NHMRC, MRFF, NIH, US Department of Defense (DoD), 
Horizon Europe or equivalent), interpreting funding guidelines and ensuring 
compliance with complex submission requirements. 

• Demonstrated ability to interpret complex funding guidelines and provide accurate, 
practical advice to researchers and stakeholders.  
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• Demonstrated experience preparing and reviewing grant budgets in collaboration 
with researchers and finance teams.  

• Demonstrated experience reviewing, editing and quality assuring research funding 
applications and associated documentation to ensure accuracy and compliance. 

• Demonstrated experience coordinating multiple concurrent grant applications or 
projects while successfully managing competing priorities and deadlines. 

• Demonstrated experience working collaboratively with researchers and 
multidisciplinary stakeholders to deliver successful research funding outcomes. 

• Demonstrated experience using grants management, research administration 
systems (e.g. Sapphire, ARC RMS, Grants.gov, SmartyGrants or equivalent) or 
equivalent databases. 

• Demonstrated proficiency in Microsoft Office applications.  
 

Desired  
• Experience working within a medical research institute, biomedical research 

environment or translational research setting. 
 
Additional Requirements: Prior to any offer being made, and at any point during 
employment, any of the following may be required to be provided:  

• A national police check via Fit2Work or an alternative as identified by Bionics 
Institute. 

• Evidence of holding the legal right to work in Australia with no restrictions. 
• Evidence (for sighting) of any vaccinations required by the Bionics Institute under any 

applicable laws, rules, regulations and government public health orders or directions. 
 
OUR COMMITMENT TO DIVERSITY, EQUITY, AND INCLUSION  
As our research transforms the lives of people across all walks of life, we recognise that a 
diverse, engaged, and united team makes us stronger, and we hire qualified people from all 
different backgrounds and experience levels.  
 
We encourage employees to speak with your manager or a member of our HR team about 
the type of working arrangements that would help you thrive in your role at the Bionics 
Institute.  
 
BENEFITS OF WORKING WITH US 
At Bionics Institute, you'll be part of a team making a tangible difference in global health. We 
offer the following benefits. 

• Competitive salary with salary packaging of up to $18,550 per annum. This reduces 
your tax payable and as a result increases your take home pay. 

• Flexible and hybrid working arrangements. 
• Corporate Bonus Scheme with the potential to receive up to 10% of your annual 

salary (plus superannuation). 
• Professional development opportunities and mentorship to ensure career 

progression. 
• A collaborative, inclusive workplace that values diversity. 
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