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RESEARCH ADMINISTRATIVE ASSISTANT  

 
Job opportunity: Research Administrative Assistant (RAA)  
 
Description: Reporting to Dr. Nathan Lachowsky (me), the RAA provides research-related administrative 
support for numerous projects under development and being implemented. As an Assistant Professor in 
the School of Public Health and Social Policy and Michael Smith Foundation for Health Research Scholar, 
I have a vibrant and dynamic program of research focused on community-based health equity research. 
Our team focuses on empowerment of and social justice for marginalized communities such as LGBTQ2+ 
people, Indigenous and ethnoracialized minorities, and those living with and affected by HIV, Hep C, and 
STIs. We’re looking to support enthusiastic folks from the diverse communities that we work with. We 
believe that no research about these communities should be developed without the communities in 
question being involved every step of the way. “Nothing about us, without us”. As a research 
environment, the University, our Faculty and our School espouse values for social justice, Indigenous 
knowledges, interdisciplinarity, health equity, social justice, and ethical professional conduct.  
 
Location: School of Public Health and Social Policy, Faculty of Human and Social Development, 
University of Victoria, Victoria, BC 
 
Hours: Generally, work would be during regular business hours (9am-5pm) Monday to Friday. Rarely, 
evening and weekend work may be necessary. The position could be either part-time up to full-time (35 
hours/week); please indicate your preference in your cover letter, and if part-time how many hours a 
week you would like to work. 
 
Term: The start date is flexible. The initial contract will go until June 30, 2020, with possibility of 
renewal. 
 
Salary range: Full-time salary range is $40,000-$45,000/year. This will be pro-rated based on length of 
contract and full-time/part-time hours.  
 
Job description: Recognizing that no single person likely possess all these skills and experience, the RAA 
will provide support to Dr. Lachowsky and research team members (e.g., postdoctoral fellows, staff, 
students, volunteers) with the following tasks: 

• Act as a central point of contact and resource for people involved in the research program; 
• Schedule meetings (e.g. room bookings, online meeting platforms, catering orders) and take 

meeting minutes; 
• Maintain an ordered filing system (paper and online); 
• Prepare travel claims and expense reimbursements; 
• Assist with finances (e.g. petty cash, payment requisitions), budget management, and grant 

reporting; 
• Support grant applications: collect letters, applicant details, manage online grant systems; 
• Revise and manage a guidebook for research administrative processes; 
• Maintain information on research group website (via WordPress); and 
• Edit and proofread documents. 
Training and support can be provided in whichever areas are necessary. 



 

 
Qualifications:  
Minimum requirements:  

• Passionate for social change to address health inequities for the communities we work with; 
• Understanding of and commitment to community-engaged research; 
• Proven ability to work respectfully with community agencies as well as diverse community 

members; 
• Ability to think critically and analytically; 
• Strong attention to detail; 
• Ability to exercise tact, discretion and safeguard confidentiality; 
• Excellent written communication skills; 
• Strong organizational skills; 
• Proficient with electronic technology (hardware, software), especially Microsoft software (i.e., 

Outlook, Word, Excel, PowerPoint, Teams); 
• Ability to work independently and in a collaborative environment. 

 
Preferred requirements: 

• Experience working in a research environment; 
• Experience with processes of accounting and research ethics; 
• Experience navigating online funding portals, such as ResearchNet, would be considered an 

asset.  
 
If you are interested in a position, please send a cover letter and your resume/curriculum vitae to Emma 
Stuart at hsdrcpd@uvic.ca. References are not needed at this stage. If you have questions, feel free to 
write to me at nlachowsky@uvic.ca or call at +1(250)472-5739. We will start reviewing applications 
October 15, 2019, but the posting will remain open until filled. 


