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PERDANA UNIVERSITY  (DUO26) 
 

 
JOB DESCRIPTION 

 
Job Title  :   Research Administrator  

Reports To :   Senior Research Fellow 

Department/Branch :   PU-Centre for Psychological Medicine 

Closing Date  :   31st October 2019 

 
Main Purpose: 

The Centre for Psychological Medicine at Perdana University (PU-CPM) is seeking an enthusiastic and 
self-motivated individual who is interested in joining a team of dedicated researchers. The successful 
candidate will work closely with a world-leading team led by Prof Viren Swami (Anglia Ruskin 
University) and Dr David Barron (Perdana University), and will initially be involved in existing projects 
in the broad areas of body image, disordered eating, and schizotypy. The successful candidate should 
hold a relevant undergraduate or master’s degree in Business Administration, Finance, or Psychology. 
Applicants with prior experience in university grants administration will be given priority. The 
successful candidate will provide financial and grant management expertise, administrative support, 
and basic research administration duties. Proficiency in English and Bahasa Malaysia is essential. The 
successful candidate will work under the direct supervision of Dr David Barron at the PU-CPM in 
Serdang. This position offers an excellent opportunity to expand on administrative duties while gaining 
important research experience.  

 
Duties and Responsibilities: 

 

1. Manage, coordinate, monitor, and evaluate multiple research and educational grants, and 
domestic and international collaborative research agreements. 

2. Assist research faculty with project budget development, financial management and 
compliance, and the reporting of research progress at intra-and inter-departmental level. 

3. Responsible for budget reconciliation, projections, and updates, as well as final annual financial 
reporting to senior staff, with the monitoring of research expenses. 

4. Monitor departmental level support for staff and ensure claims are within budget allocations 
(e.g., conference support and project costings). 

5. Point person for all Institutional Review Board communications. 
6. Prepare and manage correspondence, agendas, and organisation of PU-CPM activities; such as, 

workshops, conferences, research days. In particular, liaising with the appropriate departments 
to support the organisation of research seminars and events. 

7. Manage and maintain online and offline research and biographical repository and portfolios. 
8. Liaising with other relevant departments with regards to office space and equipment.   
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9. Providing advice and guidance for staff undertaking fieldwork (e.g., travel, accommodation, and 
risk assessments).  

10. Oversee the creation of appropriate research databases which incorporate adequate safeguards 
of confidentiality.  

11. Provide administrative support to academic staff where required (e.g., drafting standard letters 
and other correspondence). 

12. Any other duties commensurate with the grade and level of responsibility for this post, for 
which the post holder has the necessary experience and/or training 

Planning and Organising 

1. To plan for the use of research resources where appropriate.  
2. To plan own day-to-day activity within framework of agreed research programmes.  
3. To plan to meet deadlines.  
4. To coordinate and liaise with other members of the research group regarding management.  
5. To ensure research resources are used in an effective and efficient manner. 
6. To liaise on a regular basis with data custodians and colleagues.  
7. Contribute to the PU-CPM and associated departments and outreach programmes by 

establishing links with local community groups, industries, etc.  

Essential Criteria 

1. Have a relevant undergraduate or master’s degree in Business Administration, Finance, or 
Psychology. 

2. At least 2 years recent experience and skills relevant to this position. 
3. Ability to work in a multi-disciplinary environment as part of a research team.  
4. Ability to contribute to broader management and administrative processes.  
5. Ability to deal competently with administrative tasks.  
6. Excellent IT skills e.g. Microsoft Office suite.  
7. Excellent organisational skills.  
8. Excellent inter-personal skills.  
9. Excellent oral and written communication skills.  
10. Ability to write reports and meet deadlines.  
11. Articulate and fluent in Bahasa Malaysia and English.  
12. Ability to work independently and on own initiative.  
13. Willingness to travel to meet the needs of the post.  

Desirable Criteria 

1. Research activity related to use of large administrative datasets.  
2. Experience of administrative support for research and consultancy bids 
3. Experience in use of database software.  
4. Strong commitment to a career in research administration. 
5. Knowledge and understanding of HE systems and procedures for academic and student support 

 
 
 
 
 

This is not intended to be an exhaustive list of all duties and responsibilities. The employee may be required to 

carry out other duties and responsibilities as may reasonably be required to do so. 


