
 

 

HR Administrator 
 

• Make an important contribution to the health of children through medical research 
• Work with one of Australia’s most respected national and independent medical research 

institutes  
• Gain valuable experience in the not-for-profit sector  

 
For more than 60 years, Children’s Medical Research Institute (CMRI) has become one of Australia’s 
most highly regarded independent medical research organisations and a world-leader in the areas of 
embryology, cancer research, neuroscience and gene therapy. Our vital work, aimed at finding cures for 
children’s genetic diseases, is made possible by a loyal network of community supporters and national 
fundraising campaigns like Great Cycle ChallengeTM and Jeans for Genes®.   
 
Located in Westmead, CMRI has over 250 staff comprising of employees, students and visiting 
personnel.  Reporting to the Head of People, we currently have a position vacant for permanent full-time 
HR Administrator to join our friendly and supportive HR team.  
 
In this administrative focused role, the successful candidate will maintain the recruitment, onboarding, 
orientation, and separation processes, as well as responding to staff queries in the HR Inbox and data 
entry into our HRIS and Accounts software.  Initially you will be supported by the Senior HR Advisor whilst 
you learn to grasp the day-to-day HR administration.   
 
The appointed candidate will possess the following abilities: 
 

• Excellent communication skills, both verbal and written  
• Proactive nature when working independently and as part of a team 
• Ability to complete multiple administration tasks and work within timelines 
• Excellent organisation skills and attention to detail  
• Ability to maintain strict confidentiality  

 
This opportunity would best suit a HR Administrator who is wanting to gain valuable experience in the 
medical research industry and not-for-profit sector. 
 
To be considered for this role, you will have: 

• Relevant tertiary qualifications in HR  
• Proficient in MS Office: Word, Excel and PowerPoint 
• Prior experience in an administrative HR role 
• Previous experience maintaining HRIS software, chris21 or ActionHRM will be highly regarded. 

 
In return you will be provided with a competitive remuneration package in accordance with qualifications 
and experience. Additional benefits include the provision of a Public Benevolent Institution salary 
packaging scheme and participation in an employer-contributed superannuation fund.  
 
If you would like to join a hands-on, collaborative and professional HR team, we want to hear from you!   
Applications should include a cover letter (citing PV2221), curriculum vitae and contact details 
(phone/email) of three professional referees and be forwarded to recruitment@cmri.org.au   
 
Closing date for applications is 9am Monday 16th May 2022.    
We will interview suitable candidates as they apply, and we reserve the right to withdraw this ad prior to 
the closing date. 
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