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AON Medical & Scientific Industries Survey

Position Families:

Administration 14 Positions
Clinical & Scientific 14 Positions
Corporate IT 40 Positions
Customer Support/Service 25 Positions
Facilities 19 Positions
Field and Technical Support Centre 17 Positions
Finance 58 Positions
Graduates 2 Positions
Human Resources 35 Positions
Legal, Compliance & Procurement 33 Positions
Logistics, Distribution & Supply Chain 24 Positions
Manufacturing 18 Positions
Marketing 60 Positions
Product 18 Positions
Project Management 12 Positions
Research & Development 12 Positions
Risk & Fraud 12 Positions
Sales 52 Positions
Senior Executive 9 Positions
Strategy 23 Positions
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AON Medical & Scientific Industries Survey

Position Family: Administration

General Administration

Operations Manager Aon.ADM.40108.5
Administration Manager Aon.ADM.40001.4
Administration Team Leader Aon.ADM.40001.3
Office Manager Aon.ADM.40101.4
Administration Officer - Level 4 Aon.ADM.40101.3
Administration Officer - Level 3 Aon.ADM.40201.3
Administration Officer - Level 2 Aon.ADM.40001.2
Administration Officer - Level 1 - Entry Level Aon.ADM.40001.1
Records Management / Librarian Aon.ADM.40003.2
Data Entry Officer Aon.ADM.40003.1
Receptionist/Telephonist Aon.ADM.40007.1
Personal Assistants
Personal Assistant to CEO/Senior Vice President Aon.ADM.40007.4
Personal Assistant to Senior Executive(s) Aon.ADM.40007.3
Personal Assistant/Administrator Aon.ADM.40007.2
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AON

Medical & Scientific Industries Survey

Position Family: Clinical & Scientific

Clinical Research

Clinical Trials Project Manager
Clinical Research Manager

Senior Clinical Research Associate
Clinical Research Associate
Trainee Clinical Research Associate
Clinical Assistant

Product Specialists & Training

[NEW] Senior Clinical Support Consultant

Clinical Support Consultant

Senior Medical Product Trainer

Medical Product Trainer

[NEW] Senior Surgical Instrumentation/Loan Kit Representative
Surgical Instrumentation/Loan Kit Representative

[NEW] Senior Product Specialist

Product Specialist

Aon.RND.55001.5
Aon.RND.55011.5
Aon.RND.55011.4
Aon.RND.55011.3
Aon.RND.55011.2
Aon.RND.55001.2

Aon.SLS.15023.4
Aon.SLS.15023.3
Aon.CSP.35100.4
Aon.CSP.35100.3
Aon.LOG.65005.3
Aon.LOG.65004.2
Aon.ITS.15114.4

Aon.ITS.15124.3
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Medical & Scientific Industries Survey

Position Family: Corporate IT

DevOps

[NEW] Principal DevOps Engineer

[NEW] Senior DevOps Engineer
[NEW] DevOps Engineer

IT Senior Management

Chief Information Officer / Chief Technology Officer

IT Applications Services

Applications Development Manager

Applications Development Team Leader

Senior Developer
Developer

Associate Developer
Junior Developer

[NEW] Digital/Online Development Team Leader
[NEW] Senior Digital/Online Developer

Digital/Online Developer
Senior Systems Analyst
Systems Analyst

[NEW] Head of Ul Engineering
[NEW] User Interface Manager

[NEW] Senior User Interface Developer

[NEW] User Interface Developer

IT Infrastructure

General Manager - IT Services/Infrastructure

IT Manager

Systems Programming Manager
Senior Systems Programmer
Systems Programmer
Associate Systems Programmer

IT Professional Services

Senior Business Analyst
Business Analyst
Associate Business Analyst

IT Support

Desktop Support Manager
Senior Desktop Support Analyst
Desktop Support Analyst
Helpdesk Team Leader

Senior Helpdesk Operator
Helpdesk Operator

*** Continued on Next Page ***

Aon.ITC.49191.5
Aon.ITC.49191.4
Aon.ITC.49191.3

Aon.EXE.IT010.7

Aon.ITC.45359.5
Aon.ITC.45359.4
Aon.ITC.45066.4
Aon.ITC.45066.3
Aon.ITC.45066.2
Aon.ITC.45066.1
Aon.ITC.45335.4
Aon.ITC.45256.4
Aon.ITC.45256.3
Aon.ITC.45170.4
Aon.ITC.45070.3
Aon.ITC.45074.6
Aon.ITC.45074.5
Aon.ITC.45074.4
Aon.ITC.45074.3

Aon.EXS.85011.6
Aon.ITC.45024.5
Aon.ITC.45060.5
Aon.ITC.45060.4
Aon.ITC.45060.3
Aon.ITC.45060.2

Aon.ITC.45067.4
Aon.ITC.45067.3
Aon.ITC.45067.2

Aon.ITC.45068.5
Aon.ITC.45068.3
Aon.ITC.45068.2
Aon.ITC.45168.3
Aon.ITC.45168.2
Aon.ITC.45068.1
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AON

Medical & Scientific Industries Survey

Position Family: Corporate IT

Graduates

Graduate - Technical (1-2 years)

Graduate - Technical (Entry Level <1 year)
Data warehousing/Business Intelligence

Principal Data Scientist

Senior Data Scientist

Data Scientist

[NEW] Junior Data Scientist

Aon.GRD.80030.1
Aon.GRD.80020.1

Aon.ITC.45200.6
Aon.ITC.45200.5
Aon.ITC.45200.4
Aon.ITC.45200.3
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AON

Medical & Scientific Industries Survey

Position Family: Customer Support/Service

Management
Head of Customer Support

Customer Support/Service Operations Manager
State/Region Customer Support/Service Manager

Customer Support/Service Manager
Complaints & Dispute Resolution

Complaints & Dispute Resolution Team Leader

Complaints & Dispute Resolution Officer
Contact Centre Customer Service
Customer Service Team Leader
Senior Customer Service Representative
Customer Service Representative
Contact Centre Operations
Contact Centre General Manager
Contact Centre Operations Manager
Contact Centre Manager
Assistant Contact Centre Manager
Queue Manager
Call Quality Assurance Analyst
Contact Dispatch Officer
Contact Centre Trainer
Customer Training
Customer Education Manager
Senior Customer Training Officer
Customer Training Officer
Service Account Management
Senior Account Manager - Customer Service
Account Manager - Customer Service
Resource Management
Resource Manager
Resource Consultant
Resource Coordinator

Aon.EXE.CS010.7
Aon.EXS.85206.6

Aon.RCS.85501.6
Aon.RCS.85501.5

Aon.LGL.25003.4
Aon.LGL.25003.3

Aon.CSP.35307.3
Aon.CSP.35005.3
Aon.CSP.35005.2

Aon.CSP.35016.6
Aon.CSP.35002.5
Aon.CSP.35001.5
Aon.CSP.35016.4
Aon.CSP.35216.4
Aon.CSP.35300.3
Aon.CSP.35025.2
Aon.CSP.35716.2

Aon.RCS.85508.5
Aon.RCS.85508.4
Aon.RCS.85508.3

Aon.RCS.85503.5
Aon.RCS.85503.4

Aon.RSP.91000.5
Aon.RSP.91000.3
Aon.RSP.91000.2
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Position Family: Facilities

Catering/Hospitality

Head Chef Aon.HOS.10001.3
Head Waiter Aon.HOS.10003.2
Sous Chef Aon.HOS.11001.2
Kitchen Hand Aon.HOS.10000.1
Chef Aon.HOS.10001.1
Waiter Aon.HOS.10003.1
Catering Manager Aon.HOS.10002.3
Catering Coordinator Aon.HOS.10002.2
Catering Assistant Aon.HOS.10002.1
Operations & Facilities

Head of Operations & Facilities Management Aon.EXS.85410.6
Facilities Manager Aon.ADM.40008.5
Regional Facilities Manager/Portfolio Manager Aon.OPR.90201.5
Facilities, Maintenance & Property Team Leader Aon.ADM.40002.4
Facility Operations Manager Aon.OPR.90201.4
Senior Facilities, Maintenance & Property Officer Aon.FIN.30008.3

Facilities, Maintenance & Property Officer Aon.ADM.40008.2
Facilities, Fleet Management & Purchases Administrator Aon.FIN.30001.2

Mail Room Manager Aon.ADM.40301.3
Mail Room Officer Aon.ADM.40101.1

Medical & Scientific Industries | Position Descriptions 7

© Aon plc
Downloaded on 30/03/2021 4:20:51 PM



AON

Medical & Scientific Industries Survey

Position Family: Field and Technical Support Centre

Contact Centre Technical Support

Technical Support Centre Manager
Technical Support Centre Team Leader
Technical Support Specialist - Level 3
Technical Support Specialist - Level 2
Technical Support Specialist - Level 1

Field Service Engineering

Field Service Engineering Manager
Field Service Engineering Team Leader
Senior Field Service Engineer

Field Service Engineer

Associate Field Service Engineer

Repair Centre

Repair Centre Manager
Senior Repair Centre Engineer
Repair Centre Engineer

Specialised Technical Support

Principal Technical Analyst - Specialised Support
Senior Technical Analyst - Specialised Support
Technical Analyst - Specialised Support
Associate Technical Analyst - Specialised Support

Aon.RCS.85507.5
Aon.CSP.35025.4
Aon.CSP.35005.4
Aon.CSP.35125.3
Aon.CSP.35225.2

Aon.CSP.35009.5
Aon.CSP.35009.4
Aon.CSP.35209.4
Aon.CSP.35209.3
Aon.CSP.35209.2

Aon.CSP.35124.4
Aon.CSP.35224.3
Aon.CSP.35024.2

Aon.RCS.85517.5
Aon.RCS.85517.4
Aon.RCS.85507.3
Aon.RCS.85507.2
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AON

Medical & Scientific Industries Survey

Position Family: Finance

Accounts

Credit Control Team Leader
Senior Credit Control Officer
Credit Control Officer
Accounts Team Leader
Senior Accounts Officer
Accounts Officer

Commercial

Chief Economist

Economist

Head of Financial Analysis & Planning

[NEW] Principal Quantitative/Predictive Modelling Analyst
[NEW] Senior Quantitative/Predictive Modelling Analyst
[NEW] Quantitative/Predictive Modelling Analyst
Functional Lead of Commercial

Commercial Manager

Senior Commercial Analyst

Commercial Analyst

Head of Pricing

Commercial Pricing & Analysis Manager

Commercial Pricing Analyst

Sales Commission Administrator

Credit & Collections

Credit/Collections Manager
Credit/Collections Team Leader
Credit/Collections Officer
Credit Assessment Specialist
Recoveries Specialist

Financial Accounting

Financial Accounting Manager
Senior Financial Accountant
Financial Accountant

General Accounting

Chief Financial Officer
Financial Controller
Finance Manager
Senior Accountant
Accountant

Assistant Accountant
Systems Accountant
Senior Financial Analyst
Financial Analyst

*** Continued on Next Page ***

Aon.FIN.30112.4
Aon.FIN.30312.3
Aon.FIN.30212.2
Aon.FIN.30114.4
Aon.FIN.30112.3
Aon.FIN.30112.2

Aon.FIN.30015.6
Aon.FIN.30015.4
Aon.EXE.FI030.6
Aon.ITC.45300.6
Aon.ITC.45300.5
Aon.ITC.45300.4
Aon.FIN.30220.6
Aon.FIN.30004.5
Aon.FIN.30220.4
Aon.FIN.30220.3
Aon.FIN.30104.6
Aon.FIN.30104.5
Aon.FIN.30104.4
Aon.ITS.15020.3

Aon.CSP.35116.4
Aon.CSP.35416.3
Aon.CSP.35416.2
Aon.CSP.35425.2
Aon.CSP.35426.2

Aon.FIN.30210.5
Aon.FIN.30010.4
Aon.FIN.30010.3

Aon.EXE.FI010.7
Aon.FIN.30012.6
Aon.FIN.30012.5
Aon.FIN.30012.4
Aon.FIN.30012.3
Aon.FIN.30012.2
Aon.FIN.30412.3
Aon.FIN.30210.4
Aon.FIN.30210.3
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AON
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Position Family: Finance

Internal Audit
Head of Internal Audit
Internal Audit Manager
Internal Audit Team Leader
Senior Internal Auditor
Internal Auditor
Management Accounting
Management Accounting Manager
Senior Management Accountant
Management Accountant
Payroll
Payroll Manager
Senior Payroll Officer
Payroll Officer
Tax Accounting
Head of Tax
Taxation Manager
Senior Taxation Accountant
Taxation Accountant
Treasury
Group Treasurer/Head of Treasury
Assistant Treasurer
Treasury Manager
[NEW] Senior Treasury Analyst
Treasury Analyst
Treasury Operations Assistant

Aon.EXE.F1040.6
Aon.FIN.30002.5
Aon.FIN.30102.4
Aon.FIN.30002.4
Aon.FIN.30002.3

Aon.FIN.30013.5
Aon.FIN.30013.4
Aon.FIN.30013.3

Aon.FIN.30016.4
Aon.FIN.30016.3
Aon.FIN.30016.2

Aon.FIN.30112.6
Aon.FIN.30112.5
Aon.FIN.30212.4
Aon.FIN.30212.3

Aon.FIN.30018.6
Aon.FIN.30018.5
Aon.FIN.30118.5
Aon.FIN.30018.4
Aon.FIN.30018.3
Aon.FIN.30019.3

Medical & Scientific Industries | Position Descriptions
© Aon plc
Downloaded on 30/03/2021 4:20:51 PM



AON

Medical & Scientific Industries Survey

Position Family: Graduates

Corporate Graduates
Graduate - Corporate Support (1-2 years)

Aon.GRD.80040.1

Graduate - Corporate Support (Entry Level <1 year) Aon.GRD.80010.1
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Medical & Scientific Industries Survey

Position Family: Human Resources

Generalist

Head of Human Resources

Functional Lead of Human Resources - Generalist
Human Resources Manager - Generalist

Senior Human Resources Consultant - Generalist
Human Resources Consultant - Generalist
Human Resources Associate

Global Mobility

Senior Human Resources Consultant - Global Mobility

HRIS & Reporting

HRIS & Reporting Manager
Senior HRIS & Reporting Specialist
HRIS & Reporting Specialist

Industrial/Employee Relations

Functional Lead of Human Resources - Industrial/Employee Relations

Human Resources Manager - Industrial/Employee Relations

Senior Human Resources Consultant - Industrial/Employee Relations

Leadership & Organisational Development

Functional Lead of Human Resources - Leadership & Organisational Development
Human Resources Manager - Leadership & Organisational Development

Learning & Development

Functional Lead of Human Resources - Learning & Development
Human Resources Manager - Learning & Development

Senior Human Resources Consultant - Learning & Development
Human Resources Consultant - Learning & Development
Trainer/Training Facilitator - Learning & Development

Work Health & Safety

[NEW] Functional Lead of Work Health & Safety

Human Resources Manager - Work Health & Safety

Senior Human Resources Consultant - Work Health & Safety
Human Resources Consultant - Work Health & Safety

Recruitment

Functional Lead of Human Resources - Recruitment
Human Resources Manager - Recruitment

Senior Human Resources Consultant - Recruitment
Human Resources Consultant - Recruitment

Remuneration & Benefits

Functional Lead of Human Resources - Remuneration & Benefits
Human Resources Manager - Remuneration & Benefits

Senior Human Resources Consultant - Remuneration & Benefits
Human Resources Consultant - Remuneration & Benefits

*** Continued on Next Page ***

Aon.EXE.HR010.7

Aon.HRS.50003.6
Aon.HRS.50005.5
Aon.HRS.50006.4
Aon.HRS.50002.3
Aon.HRS.50001.2

Aon.HRS.50606.4

Aon.HRS.50015.5
Aon.HRS.50016.4
Aon.HRS.50012.3

Aon.EXE.HR020.6

Aon.HRS.50505.5
Aon.HRS.50506.4

Aon.HRS.50503.6
Aon.HRS.50605.5

Aon.HRS.50203.6
Aon.HRS.50205.5
Aon.HRS.50206.4
Aon.HRS.50202.3
Aon.HRS.50212.3

Aon.HRS.50405.6
Aon.HRS.50405.5
Aon.HRS.50406.4
Aon.HRS.50402.3

Aon.HRS.50303.6
Aon.HRS.50305.5
Aon.HRS.50306.4
Aon.HRS.50302.3

Aon.HRS.50103.6
Aon.HRS.50105.5
Aon.HRS.50106.4
Aon.HRS.50102.3
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Medical & Scientific Industries Survey

Position Family: Human Resources

Diversity & Inclusion

Functional Lead of Human Resources - Diversity & Inclusion Aon.HRS.80001.6
Human Resources Manager - Diversity & Inclusion Aon.HRS.80001.5
Senior Human Resources Consultant - Diversity & Inclusion Aon.HRS.80001.4
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Medical & Scientific Industries Survey

Position Family: Legal, Compliance & Procurement

Compliance
Head of Compliance
Compliance Manager
Senior Compliance Officer
Compliance Officer
Contracts Administration
Contracts Administration Manager
Team Leader Contracts Administration
Senior Contracts Administrator
Contracts Administrator
Legal
Chief Legal Counsel
Senior Legal Counsel
Legal Counsel
Senior Lawyer
Lawyer
Entry Level Lawyer (Graduate)
Senior Paralegal
Paralegal
Junior Paralegal
Legal Secretary
Litigation
Head of Litigation
Purchasing/Procurement
Functional Lead Purchasing/Procurement
Purchasing/Procurement Manager
Purchasing/Procurement Team Leader
Contracts Negotiator
Senior Purchasing/Procurement Officer
Purchasing/Procurement Officer
Quality Assurance
Corporate Quality Manager
Corporate Quality Assurance Manager
[NEW] Corporate Quality Assurance Consultant
Corporate Quality Assurance Coordinator
Regulatory Affairs
Head of Regulatory Affairs
Regulatory Affairs Manager
[NEW] Senior Regulatory Affairs Specialist
Regulatory Affairs Specialist

Aon.LGL.25001.6
Aon.LGL.25001.5
Aon.LGL.25001.4
Aon.LGL.25001.3

Aon.LGL.25002.5
Aon.LGL.25022.4
Aon.LGL.25022.3
Aon.LGL.25012.2

Aon.EXE.LE010.7
Aon.LGL.25009.6
Aon.LGL.25009.5
Aon.LGL.25009.4
Aon.LGL.25009.3
Aon.LGL.25109.2
Aon.LGL.25008.3
Aon.LGL.25009.2
Aon.LGL.25009.1
Aon.LGL.25209.2

Aon.EXE.LE040.6

Aon.EXS.85505.6
Aon.LGL.25010.5
Aon.LGL.25012.4
Aon.LGL.25002.3
Aon.LGL.25016.3
Aon.LGL.25011.2

Aon.ADM.40090.6

Aon.PRO.90807.5
Aon.PR0O.90807.3
Aon.CSP.35019.2

Aon.EXE.LE050.6
Aon.LGL.26001.5
Aon.LGL.26001.4
Aon.LGL.26001.3
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Medical & Scientific Industries Survey

Position Family: Logistics, Distribution & Supply Chain

Import/Export

Export Officer
Import Officer

Inventory Control

Inventory Manager

Senior Inventory / Product Planner
Inventory Controller

Consignment Inventory Analyst
Inventory Administrator

Warehouse & Distribution

Functional Lead Logistics
Logistics Manager

Logistics Team Leader

Senior Logistics Officer

Logistics Officer

Logistics Analyst

Functional Lead - Supply Chain
Supply Chain Manager
Warehouse/Distribution Manager
Warehouse/Distribution Team Leader
Dispatcher

Senior Stores/Warehouse Person
Stores/Warehouse Person

Planning

[NEW] Head of Demand Planning
[NEW] Senior Category Demand Planner
[NEW] Category Demand Planner
[NEW] Demand Planning Analyst

Aon.BEV.75900.2
Aon.BEV.75920.2

Aon.LOG.65002.4

Aon.LOG.65005.4

Aon.LOG.65002.3

Aon.LOG.65003.3

Aon.LOG.65002.2

Aon.LOG.65104.6

Aon.LOG.65104.5

Aon.LOG.65304.4

Aon.LOG.65304.3
Aon.LOG.65304.2
Aon.LOG.65404.2
Aon.LOG.65004.6
Aon.LOG.65004.5
Aon.LOG.65004.4
Aon.LOG.65004.3
Aon.LOG.65104.2
Aon.LOG.65204.2
Aon.LOG.65004.1

Aon.LOG.51221.6
Aon.LOG.51221.5
Aon.LOG.50221.4
Aon.LOG.51021.3
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Medical & Scientific Industries Survey

Position Family: Manufacturing

Engineering/Maintenance

Manufacturing Engineering Manager / Chief Design Engineer
Engineering/Maintenance Manager
Engineering/Maintenance Supervisor/Team Leader

Design Draftsperson

Electronics & Electrical Engineer

Engineering/Maintenance Officer

Management

Manufacturing/Production Manager
Manufacturing Manager

Planning

Production/Planning Manager
Planning Assistant

Production

Production Team Leader

Production Technician/Engineer

[NEW] Production Operator — Multi-Skilled / Advanced
[NEW] Production Operator — Basic Skills / Entry Level

Quality Assurance

Manufacturing Quality Assurance Manager
Manufacturing Quality Assurance Team Leader

[NEW] Senior Manufacturing Quality Assurance Officer
Manufacturing Quality Assurance Officer

Aon.MAN.60001.6
Aon.MAN.60101.5
Aon.MAN.60001.4
Aon.MAN.60202.3
Aon.RMN.86001.3
Aon.MAN.60001.2

Aon.PRT.90901.6
Aon.MAN.60002.5

Aon.MAN.60002.4
Aon.MAN.60002.2

Aon.MAN.60002.3
Aon.MAN.60102.3
Aon.MAN.60023.2
Aon.MAN.60003.1

Aon.MAN.60003.5
Aon.MAN.60003.4
Aon.MAN.60003.3
Aon.MAN.60003.2
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AON

Medical & Scientific Industries Survey

Position Family: Marketing

Brand

Functional Lead of Marketing - Brand
[NEW] Brand Manager

[NEW] Senior Marketing Consultant - Brand
[NEW] Marketing Consultant - Brand

Communications

Functional Lead of Marketing - Marketing Communications
Marketing Manager - Marketing Communications

Senior Marketing Consultant - Marketing Communications
Marketing Consultant - Marketing Communications

Marketing Manager - Internal Communications

[NEW] Senior Marketing Consultant - Internal Communications
Marketing Consultant - Internal Communications

Corporate Affairs

Head of Corporate Affairs

Corporate Social Responsibility Manager
Marketing Manager - Corporate Affairs

Senior Marketing Consultant - Corporate Affairs
Marketing Consultant - Corporate Affairs

Digital/Online

General Manager - Digital/Online

Marketing Manager - Digital/Online

Senior Marketing Consultant - Digital/Online
Marketing Consultant - Digital/Online
Senior SEO/SEM Specialist

SEO/SEM Specialist

Digital/Online Content Team Leader

Senior Digital/Online Content Author
Digital/Online Content Author

Customer Experience

[NEW] Head of Customer Experience
[NEW] Customer Experience Manager
[NEW] Customer Experience Team Leader
[NEW] Customer Experience Analyst

Generalist

Chief Marketing Officer

Functional Lead of Marketing - Generalist
Marketing Manager - Generalist

Senior Marketing Consultant - Generalist
Marketing Consultant - Generalist
Marketing Associate

Campaign Delivery Manager

*** Continued on Next Page ***

Aon.EXE.MK020.6

Aon.MKT.20014.5
Aon.MKT.20501.4
Aon.MKT.20501.3

Aon.MKT.20211.6
Aon.MKT.20315.5
Aon.MKT.20225.4
Aon.MKT.20406.3
Aon.MKT.20715.5
Aon.MKT.20715.4
Aon.MKT.20715.3

Aon.EXE.CA010.7
Aon.FIN.30106.6

Aon.MKT.20415.5
Aon.MKT.20325.4
Aon.MKT.20106.3

Aon.EXE.DG010.7
Aon.MKT.20090.5
Aon.MKT.20090.4
Aon.MKT.20090.3
Aon.MKT.20060.4
Aon.MKT.20060.3
Aon.ITC.45255.4
Aon.ITC.45255.3
Aon.ITC.45135.2

Aon.MKT.20030.6
Aon.MKT.20030.5
Aon.MKT.20030.4
Aon.MKT.20030.3

Aon.EXE.MK010.7
Aon.MKT.20011.6
Aon.MKT.20115.5
Aon.MKT.20025.4
Aon.MKT.20206.3
Aon.MKT.20004.2
Aon.MKT.20002.4
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AON Medical & Scientific Industries Survey

Position Family: Marketing

Graphic/Visual Design
[NEW] Head of Design
Graphic/Visual Design Manager
Graphic/Visual Design Team Leader
Senior Graphic/Visual Designer
Graphic/Visual Designer
Investor Relations
Functional Lead of Marketing - Investor Relations
Investor Relations Manager
Investor Relations Consultant
Segment/Channel
Functional Lead of Marketing - Segment/Channel Marketing
Marketing Manager - Segment/Channel Marketing
Senior Marketing Consultant - Segment/Channel Marketing
Marketing Consultant - Segment/Channel Marketing
Social Media
Social Media Strategy Manager
Social Media Team Leader
Senior Social Media Specialist
Social Media Specialist
Sponsorship & Events
Marketing Manager - Sponsorships
Marketing Consultant - Sponsorships
Marketing Manager - Events
Senior Marketing Consultant - Events
Marketing Consultant - Events
Technical/B2B
Marketing Manager - Technical Marketing
Senior Marketing Consultant - Technical Marketing
Marketing Consultant - Technical Marketing

Aon.TEC.92201.6
Aon.TEC.92201.5
Aon.ITC.46035.4
Aon.ITC.45135.3
Aon.ITC.45035.2

Aon.EXE.CA030.6
Aon.MKT.21415.5
Aon.MKT.21415.3

Aon.MKT.20111.6
Aon.MKT.20215.5
Aon.MKT.20125.4
Aon.MKT.20306.3

Aon.MKT.20022.5
Aon.MKT.20022.4
Aon.MKT.20022.3
Aon.MKT.20022.2

Aon.MKT.20005.5
Aon.MKT.20005.3
Aon.MKT.20006.5
Aon.MKT.20006.4
Aon.MKT.20006.3

Aon.MKT.20615.5
Aon.MKT.20525.4
Aon.MKT.20606.3
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Position Family: Product

Market Insights & Analytics
Functional Lead of Marketing - Intelligence/Research
Marketing Manager - Market Intelligence/Research
Senior Marketing Consultant - Market Intelligence/Research
Marketing Consultant - Market Intelligence/Research
Customer Insights Manager
Senior Customer Insights Analyst
Customer Insights Analyst
Product Management
Functional Lead - Product Management
Senior Product Manager
Product Manager
Associate Product Manager
User Experience Design
[NEW] Functional Lead of User Experience Design
User Experience Design Manager
Senior User Experience Designer
User Experience Designer
[NEW] Junior User Experience Designer
[NEW] Senior User Experience Researcher
[NEW] User Experience Researcher

Aon.EXE.MK030.6
Aon.MKT.20515.5
Aon.MKT.20425.4
Aon.MKT.20506.3
Aon.MKT.20514.5
Aon.MKT.20515.4
Aon.MKT.20515.3

Aon.EXE.MK050.6

Aon.PRD.47001.5
Aon.PRD.47001.4
Aon.MKT.21020.3

Aon.ITC.45064.6
Aon.ITC.45064.5
Aon.ITC.45064.4
Aon.ITC.45064.3
Aon.ITC.45064.2
Aon.ITC.45164.3
Aon.ITC.45164.2
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Position Family: Project Management

Cost/Schedule Control
Senior Project Officer - Cost/Schedule Control
Project Officer - Cost/Schedule Control
Project Management - General
Project Director
Project Manager (Large)
Project Manager (Medium)
Project Manager (Small)
Project Manager (Very Small)
Project Office
Project Office Manager
[NEW] Senior Project Office Manager
Senior Project Office Administrator/Coordinator
Project Office Administrator/Coordinator
Project Office Analyst

Aon.FIN.30007.4
Aon.FIN.30007.3

Aon.PMN.70003.6
Aon.PMN.70002.5
Aon.PMN.70002.4
Aon.PMN.70002.3
Aon.PMN.70001.3

Aon.PMN.70004.5
Aon.PMN.70004.6
Aon.ITC.45041.4

Aon.PMN.70004.3
Aon.PMN.70004.4

Medical & Scientific Industries | Position Descriptions
© Aon plc
Downloaded on 30/03/2021 4:20:51 PM

20



AON Medical & Scientific Industries Survey

Position Family: Research & Development

Lab Management & Support

Research Lab Manager Aon.ITC.45044.6
Lab Manager Aon.RND.55002.4
Laboratory Technical Assistant Aon.RND.55006.1
Research Engineers
Distinguished Research Engineer Aon.ITC.45044.5
Principal Research Engineer Aon.ITC.45144.5
Senior Research Engineer Aon.ITC.45044.4
Research Engineer Aon.ITC.45144.3
Research Scientists
Head of Section - Research & Development Aon.RND.55006.6
Principal Scientist - Research & Development Aon.RND.55006.5
Senior Scientist - Research & Development Aon.RND.55006.4
Scientist - Research & Development Aon.RND.55006.3
[NEW] Associate Scientist - Research & Development Aon.RND.55006.2
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Position Family: Risk & Fraud

Fraud

Risk

Fraud Investigations Manager
Fraud Team Leader

Fraud Analyst

Fraud Investigator

Chief Risk Officer

Head of Risk

Senior Risk Manager

Risk Management Manager

Risk Management Team Leader
Risk Management Senior Analyst
Head of Risk Management

Risk Management Analyst

Aon.LGL.25005.5
Aon.LGL.25007.4
Aon.LGL.25004.3
Aon.LGL.25006.3

Aon.EXE.45001.7
Aon.EXE.RM010.6

Aon.RSK.31101.6
Aon.RFN.85401.5
Aon.RFN.85401.4
Aon.RFN.85401.3
Aon.EXE.RM010.7

Aon.RFN.85401.2
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Position Family: Sales

Account Management

Account Director (Existing Account Only)
Strategic Account Manager (Existing Account Only)

Major/Key Account Manager (Existing Account Only)
Senior Sales Account Manager (Existing Account Only)

Sales Account Manager (Existing Account Only)
Associate Account Manager

Bid Management

Senior Bid Manager
Bid Manager

Business Development

[NEW] Head of Business Development

Principal Business Development Manager

Senior Business Development Manager

Business Development Manager

[NEW] Associate Business Development Manager
Business Development Assistant

Channel/Dealer Sales

Senior Channel/Dealer Sales Manager
Channel/Dealer Sales Manager

Senior Channel/Dealer Sales Representative
Channel/Dealer Sales Representative
Associate Channel/Dealer Sales Representative

Contact Centre Sales

Contact Centre Sales Team Leader

Senior Contact Centre Sales Representative
Contact Centre Sales Representative

Lead Generation Specialist

Generalist Sales

Head of Sales
Senior Principal Sales Representative
Principal Sales Representative

Senior Sales Manager - Industry/LOB/Region/Market/BU

Sales Manager

Area Sales Team Leader
Senior Sales Representative
Sales Representative
Associate Sales Representative

Inside Sales

Inside Sales Manager

Senior Inside Sales Representative
Inside Sales Representative
Associate Inside Sales Representative

*** Continued on Next Page ***

Aon.ITS.15001.6
Aon.ITS.15001.5
Aon.ITS.15001.4
Aon.ITS.15002.4
Aon.ITS.15003.3
Aon.ITS.15001.2

Aon.PR0O.90800.5
Aon.PR0O.90800.4

Aon.EXE.MK060.7

Aon.ITS.15009.6
Aon.ITS.15009.5
Aon.ITS.15009.4
Aon.ITS.15009.3
Aon.ITS.14009.2

Aon.EXS.85004.6
Aon.ITS.15014.5
Aon.ITS.15013.4
Aon.ITS.15114.3
Aon.ITS.15013.2

Aon.SLS.15036.3
Aon.CSP.35036.2
Aon.CSP.35036.1
Aon.CSP.35156.1

Aon.EXE.SA010.7
Aon.ITS.15024.6
Aon.ITS.15024.5
Aon.ITS.15020.6
Aon.ITS.15020.5
Aon.ITS.15014.4
Aon.ITS.15214.4
Aon.ITS.15014.3
Aon.ITS.15014.2

Aon.ITS.15018.5
Aon.ITS.15018.4
Aon.ITS.15018.3
Aon.ITS.15018.2
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Position Family: Sales

Retail Outlet/Store Sales

Merchandise Manager

Retail Outlet/Store Manager
Assistant Retail Outlet/Store Manager
Retail Outlet/Store Sales Consultant

Sales Operations/Support

Functional Lead - Sales Operations & Support
Sales Operations Manager

Sales Operations Team Leader

Sales Operations Analyst

Sales Operations Coordinator

Order Processing/Sales Administration Assistant

Technical Pre-Sales Support

Senior Pre-Sales Support Manager
Pre-Sales Support Manager

Principal Pre-Sales Support Specialist
Senior Pre-Sales Support Specialist
Pre-Sales Support Specialist
Associate Pre-Sales Support Specialist

Aon.BEV.75660.4
Aon.SLS.15035.4
Aon.SLS.15035.3
Aon.ITS.15035.2

Aon.EXE.SA020.6
Aon.SLS.15027.5
Aon.ITS.15019.4
Aon.ITS.15019.3
Aon.ITS.15019.2
Aon.SLS.15028.1

Aon.SLS.15023.6
Aon.SLS.15022.5
Aon.SLS.15122.5
Aon.SLS.15022.4
Aon.SLS.15022.3
Aon.SLS.15022.2
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Position Family: Senior Executive

General Management
Chief Executive Officer
Chief Operating Officer
Company Secretary
Head of Single Corporate Function (Not Elsewhere Classified)
Head of Multiple Corporate Functions (Not Elsewhere Classified)
Head of Single Profit Centre
Head of Multiple Profit Centres
Head of Single Operations/Technical Discipline (Not Elsewhere Classified)
Head of Multiple Operations/Technical Discipline (Not Elsewhere Classified)

Aon.EXE.GM010.8
Aon.EXE.GM020.7
Aon.EXE.LE020.7

Aon.EXE.C0O900.7
Aon.EXE.C0999.7
Aon.EXE.GM040.7

Aon.EXE.GM030.7

Aon.EXE.OP900.7
Aon.EXE.OP999.7
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Position Family: Strategy

Business Intelligence
[NEW] Head of Data/BI Analytics
Data/Bl Analytics Manager
Senior Data/Bl Analyst
Data/Bl Analyst
[NEW] Junior Data/Bl Analyst
Change Management
[NEW] Senior Change Manager
[NEW] Change Manager
Change Management Specialist
[NEW] Change Management Coordinator
Digital/Online
Head of Digital/Online Strategy
Digital/Online Strategy Manager
Digital/Online Optimisation Consultant
Senior Digital/Online Strategy Analyst
Digital/Online Strategy Analyst
Group Strategy
Head of Strategy
Functional Lead of Strategy - Strategy & Projects
Strategy Manager
Senior Strategy Analyst
Strategy Analyst
Mergers & Acquisitions
Functional Lead of Strategy - Mergers & Acquisitions
Process Improvement
Process Improvement Manager
Process Improvement Consultant
Process Improvement Analyst

Aon.ITC.45016.6
Aon.ITC.45016.5
Aon.ITC.45016.4
Aon.ITC.45016.3
Aon.ITC.45016.2

Aon.HRS.50022.6
Aon.HRS.50022.5
Aon.HRS.50012.4
Aon.HRS.50022.3

Aon.MKT.20099.6
Aon.MKT.20099.5
Aon.MKT.20018.4
Aon.MKT.20099.4
Aon.MKT.20099.3

Aon.EXE.ST010.7

Aon.EXE.ST030.6

Aon.STR.10000.5
Aon.STR.10000.4
Aon.STR.10000.3

Aon.EXE.ST020.6

Aon.STR.10040.5
Aon.STR.10040.4
Aon.STR.10040.3
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Position Description

Position title: Operations Manager
Position code: Aon.ADM.40108.5
Level: 5

Responsible for
Managing, monitoring and continually improving all Corporate operational processes and ensuring a high level of customer
service.

Report to
Chief Operating Officer/Chief Financial Officer.

Supervises
Staff working within the operational functions of the organisation.

Main activities

« Directing the development, implementation and ongoing enhancement of organisational processes.

» Contributing to the overall business direction and strategy by recommending improvements to customer service.

* Preparing and analysing operational and management reports monitoring the effective delivery of organisational KPI's.

» Reviewing financial statements, sales and activity reports and other performance data to measure productivity.
Determining areas needing cost reduction and process improvement.

* Managing the day to day running of the operations team.

« Building relationships between the operations and support divisions and ensuring business units receive adequate
operational support.

» Ensuring that all customer enquiries are resolved in a timeframe that meets established service level agreements.

* Building and maintaining effective working relationships with internal and external clients.

Key skills
» Excellent written and oral communication skills.
 Excellent customer service skills.
 Strong negotiation skills.
« Ability to develop and implement a system, process or procedure for effective utilisation of resources.

Internal contacts
Chief Executive Officer, Chief Financial Officer, Chief Operating Officer, Operations team, Corporate Support Functions.

External contacts
Suppliers, Clients/Customers.

Typical experience
7 - 10 years operations experience, coupled with relevant tertiary qualifications.

Other comments
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Position Description

Position title: Administration Manager
Position code: Aon.ADM.40001.4
Level: 4

Responsible for
Managing and developing the organisation's administration policies and processes and supervising staff engaged in one or
more administrative activities.

Report to
Divisional Manager/General Manager, Branch Department Manager.

Supervises
Administration staff.

Main activities
» Managing staff responsible for accounts payable/receivable.
* Recommending and initiating changes for procedures and policies.
» Overseeing import/export/foreign exchange transactions and inter-company charging.
 Processing freight charges.
» Ensuring orders are processed and stock levels are maintained.
 Cashiering and banking.
» Ensuring accuracy of statistical records/returns.
» Ensuring accuracy of ledgers.
» Coordinating the training and development of administration staff.

Key skills
» Proven management and administrative ability.
» Organisational and decision-making ability.
» Strong analytical and interpersonal skills.

Internal contacts
Divisional Staff, IT Staff, Internal Auditors.

External contacts
Suppliers of Business Equipment, Customers/Clients, External Auditors.

Typical experience
Will have 5 - 7 years relevant practical experience across a broad spectrum of administration duties. May have experience in
an accounting environment.

Other comments
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Position Description

Position title: Administration Team Leader
Position code: Aon.ADM.40001.3
Level: 3

Responsible for
Organising and supervising staff engaged in an array of administrative duties.

Report to
Office Manager, Administration Manager or Company Secretary, Branch Department Manager.

Supervises
Administration staff.

Main activities
» Supervising staff responsible for accounts payable/receivable.
» Overseeing import/export/foreign exchange transactions and inter-company charging.
» Processing freight charges and supervising courier and mail delivery.
» Ensuring orders are processed and stock levels are maintained.
Cashiering and banking.
Maintaining accuracy of statistical records/returns.
Maintaining consistency of ledgers.
Dealing with problems, queries and complaints caused by other departments and third parties and taking appropriate
action to ensure an effective resolution.
Training and developing Administration staff.

Key skills
 Leadership and administrative ability.
 Organisational and decision making ability.
» Strong analytical and interpersonal skills.
* Ability to multitask.

Internal contacts
Divisional Staff, IT Staff, Internal Auditors.

External contacts
Suppliers of Business Equipment, Customers/Clients, External Auditors.

Typical experience
5+ years relevant practical experience across a broad spectrum of administrative duties.

Other comments
Alternative Title: Administration Supervisor.
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Position Description

Position title: Office Manager
Position code: Aon.ADM.40101.4
Level: 4

Responsible for
Ensuring the office is operated professionally, effectively and efficiently by providing support in Office Management,
Administration and Human Resources, as required.

Report to
General Manager.

Supervises
Receptionist and/or Clerk. May also supervise Project Administrator, Accounts, Clerical staff.

Main activities
« Allocating work assignments to ensure an efficient productive workload from the administration team.
* Providing assistance to the General Manager on matters relating to implementing agreed policies and procedures - based
on both internal guidelines and the interpretation/adherence to relevant pieces of government legislation .
Being responsible for the management of the company filing and archiving systems.
» Managing resources to ensure that reception is operational between standard working hours.
Maintaining office supplies, researching specific purchase information for regular goods and services required by the office
and negotiating contracts for the supply of such goods and services.
Arranging internal staff movements/office relocations, including Telecommunication requirements.
» May coordinate activities associated with the maintenance of building facilities and equipment including the administration
of building security/access for employees.

Key skills
Nil.

Internal contacts
General Manager, Administration staff, Receptionists, Accounts staff.

External contacts
Suppliers, Recruitment Agencies, Telecommunications companies.

Typical experience
6+ years of hands on experience in managing and coordinating general Office Support.

Other comments
This role is typically found in organisations with mid-range sized offices where office administration activities can be
conveniently coordinated from a central location.
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Position Description

Position title: Administration Officer - Level 4
Position code: Aon.ADM.40101.3
Level: 3

Responsible for
Acting as a lead person in an administrative unit or performing varied functions in a particular administrative area.

Report to
Administration Manager, Payroll Manager, Accounts Manager, Accountant, Logistics Manager, Purchasing Manager, Branch
Manager, Human Resources Manager.

Supervises
May supervise day-to-day operations of Administration Officers.

Main activities

» Supervising a group of staff within an administrative department, following and determining priority of assigned work.

» Maintaining all accounts payable, accounts receivable, ledgers, import/export transactions.

» Managing stock control, processing orders, processing freight changes, insuring maintenance of statistical
records/returns.

» Cashiering and banking, carrying out foreign exchange transactions and insurance claims.

» Ensuring satisfactory completion of all necessary documentation before final processing.

« Drafting of correspondence as required.

« Collating reports and statistical information and creating PowerPoint presentations within area of assigned activity.

» Resolving discrepancies and handling difficult exceptions, recognising problem areas as they arise and making
recommendations to group leader for action.

» Recommending and actioning changes for policies and procedures.

Key skills
» Excellent interpersonal and communication skills.
» Advanced MS Office skills.
« Ability to prioritise individual work load with that of the Team.
» Developing supervisory skills.
« Ability to work in a team environment.

Internal contacts
Staff at all Levels, Internal Auditors.

External contacts
Suppliers of Business Equipment, Customers and Clients, External Auditors.

Typical experience
At least 5 years applicable experience in a specific functional area. High school qualifications or equivalent with course work in
business curriculum.

Other comments
Alternative Titles: Clerk - Level 4, Senior Accounts Clerk, Administration Supervisor.
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Position Description

Position title: Administration Officer - Level 3
Position code: Aon.ADM.40201.3
Level: 3

Responsible for
Providing administrative support for the organisation and internal Departments/Teams as required.

Report to
Administration Manager, Payroll Manager, Accounts Manager, Accountant, Logistics Manager, Purchasing Manager, Branch
Manager, Human Resources Manager.

Supervises
No supervisory responsibilities.

Main activities
» Handling complete segments of a Department's administrative work without supervision.
» Maintaining all accounts payable/receivable, processing orders and preparing invoices.
» Processing payroll information and updating personnel records if required.
» Maintaining stock levels and maintaining associated records.
» Cashiering and banking.
» Drafting of correspondence as required.
« Collating reports and statistical information and creating PowerPoint presentations within area of assigned activity.
» Resolving discrepancies and handling difficult exceptions, recognising problem areas as they arise and making
recommendations to group leader for action.
» Recommending and actioning changes for procedures and policies.

Key skills
» Good interpersonal and communication skills.
* Intermediate MS Office skills.
» Strong organisation and time management skills.
« Ability to work in a team environment.

Internal contacts
Staff at all Levels.

External contacts
Suppliers of Business Equipment, Customers and Clients.

Typical experience
At least 2 - 4 years applicable experience in a specific functional area. High school qualifications or equivalent with course
work in business curriculum.

Other comments
Alternative Titles: Clerk - Level 3.
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Position Description

Position title: Administration Officer - Level 2
Position code: Aon.ADM.40001.2
Level: 2

Responsible for
Providing administrative support for the organisation and internal Departments/Teams as required.

Report to
Administration Manager, Payroll Manager, Accounts Manager, Accountant, Logistics Manager, Purchasing Manager, Branch
Manager, Human Resources Manager.

Supervises
No supervisory responsibilities.

Main activities
» Handling complete segments of a Department's administrative work under minimal supervision.
« Classifying, indexing, maintaining and updating both manual and electronic filing systems.
» Maintaining all accounts payable/receivable, processing orders and preparing invoices.
» Answering incoming calls, operating switchboard, fax machine and other electronic/digital office equipment.
» Ordering stationery and office equipment supplies and keeping stock records.
» Typing correspondence.
Organising travel and accommodation.
Maintaining and organising the repair of all office machines and equipment.

Key skills
» Good interpersonal and communication skills.
* Intermediate MS Office skills.
« Effective organisation and time management skills.
- Efficient and accurate typing ability.
* Ability to work in a team environment.

Internal contacts
Staff at all Levels.

External contacts
Suppliers of Business Equipment, Customers and Clients.

Typical experience
At least 2 years applicable work experience. High school qualifications or equivalent with course work in business curriculum.

Other comments
Alternative Titles: Clerk - Level 2.
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Position Description

Position title: Administration Officer - Level 1 - Entry Level
Position code: Aon.ADM.40001.1
Level: 1

Responsible for
Providing administrative support for the organisation and internal Departments/Teams at a basic level.

Report to
Administration Manager, Payroll Manager, Accounts Manager, Accountant, Logistics Manager, Purchasing Manager, Branch
Manager, Human Resources Manager.

Supervises
No supervisory responsibilities.

Main activities
» Answering incoming calls, operating switchboard, fax machine and other electronic/digital office equipment.
« Classifying, indexing, maintaining and updating both manual and electronic filing systems.
» Opening and distributing mail.
» Typing of correspondence and data entry.
» Preparing invoices and processing orders.
* Ordering stationery and equipment supplies.
» Performing messenger duties and/or collections and arranging couriers.
» Maintaining general tidiness of conference/meeting rooms and their booking register.

Key skills
» Good interpersonal and communication skills.
» Sound MS Office skills.
» Organisation and time management skills.
- Efficient and accurate typing ability.
* Ability to work in a team environment.

Internal contacts
Staff at all Levels.

External contacts
Suppliers of Business Equipment, Customers and Clients.

Typical experience
High school qualifications or equivalent with course work in business curriculum an advantage although not necessary.

Other comments
This is an entry level position.
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Position Description

Position title: Records Management / Librarian
Position code: Aon.ADM.40003.2
Level: 2

Responsible for
Managing effective systems for the storage, retrieval and dissemination of key information via means such as tertiary
resources, intranet, website, internal libraries, newsletters, archival material and administrative records.

Report to
Senior Records Management/Librarian, Team Leader.

Supervises
May supervise a small team of Records Management/Library staff.

Main activities

» Recommending, researching, formulating, implementing and evaluating Records Management/Library policies and
services.
Examining publications and materials, interviewing publishers' representatives and recommending material and resources
for selection.
Providing support to Records/Library users to ensure that relevant resources are accessed and utilised.
Performing information research activities on behalf of Records/Library users and researching databases where
applicable.
Managing the organisation's central records system and monitoring indexing, filing and retrieval activities.
Purchasing, classifying and cataloguing new Records and Library resources.
Supervising and training Records Management/Library staff where applicable.

Key skills
» Thorough knowledge of typical Records Management/Library services.
» Excellent communication and analysis skills.
» Team leading ability.
» Customer focus.
» Exceptional organisational skills.

Internal contacts
Staff at all levels.

External contacts
Records/Library Resource Suppliers, Records/Library Users.

Typical experience
Will have 5 years of Records Management/Library experience, coupled with a relevant tertiary qualification. Employees in this
role may have professional membership to the Australian Library and Information Association.

Other comments
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Position Description

Position title: Data Entry Officer
Position code: Aon.ADM.40003.1
Level: 1

Responsible for
The receipt, capture, balance and dispatching of customer information files. Handling customer inquiries regarding receipt and
processing of files.

Report to
Team Leader.

Supervises
No supervisory responsibilities.

Main activities
» Receiving, preparing, capturing and balancing customer information files and balancing of files from status reports back to
lodgement forms.

Key skills
» Working knowledge of the Direct Entry processing system, manual and database.
» Knowledge of IMS essential and bank account types available to recipients.
» Good understanding of AAS reconciliation procedures.
» Excellent keyboard skills.

Internal contacts
Other departments within the Data Processing Centre, Customer Service Centre.

External contacts
Customers, Branches, Bank Departments, Transactional Business IBG.

Typical experience
This is an entry level position in which on the job training is provided. 0 - 3 months experience.

Other comments
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Position Description

Position title: Receptionist/Telephonist
Position code: Aon.ADM.40007.1
Level: 1

Responsible for
Answering and directing general telephone inquiries and directing visitors to the appropriate employees within the organisation.

Report to
Administration Manager.

Supervises
No supervisory responsibilities.

Main activities

» Operating a telephone switchboard and handling incoming calls - both internal and external to the organisation.

 Placing outgoing international calls for employees not authorised to make such calls direct from their personal phone
connection.

» Recording and distributing incoming messages and dealing with some telephone inquiries.

» Receiving visitors to the organisation and directing them accordingly.

» Performing some routine word processing and/or clerical functions such as filing and general correspondence.

» Opening, sorting and distributing incoming mail, facsimile messages and other deliveries.

» Packaging and arranging outgoing courier deliveries.

» Maintaining the general tidiness of the reception area and associated conference/meeting rooms and their booking
registers.

Key skills
« Highly organised with the ability to juggle multiple tasks.
» Excellent personal presentation skills.
» Excellent communication (both written and verbal) skills.
» Computer literacy with basic PC and administration skills.
« Ability to greet clients in a friendly and courteous manner.

Internal contacts
Almost all organisational employees.

External contacts
All incoming visitors.

Typical experience
At least one year of relevant experience operating a switchboard coupled with high school qualifications.

Other comments

Medical & Scientific Industries | Position Descriptions 37
© Aon plc
Downloaded on 30/03/2021 4:20:51 PM



AON Medical & Scientific Industries Survey

Position Description

Position title: Personal Assistant to CEO/Senior Vice President
Position code: Aon.ADM.40007.4
Level: 4

Responsible for
Providing secretarial and administrative support exclusively to the Chief Executive Officer whilst maintaining a high level of
discretion.

Report to
CEO.

Supervises
May supervise other Personal Assistants/Administrators.

Main activities
» Producing correspondence, memoranda, presentations and reports both of a general and confidential nature on behalf of
the CEO.
Organising business appointments and travel arrangements for the CEO.
Screening telephone calls, fielding inquires and requests and escalating urgent matters for the CEO's attention.

Managing the CEQO's diary and some personal matters.

» Communicating on the CEO's behalf with the organisation's Executives, Executives of external organisations, Board
members, suppliers and clients.

Coordinating the organisation of executive level business functions, lunches and dinners.

Key skills
 Strong interpersonal, communication and negotiation skills.
» Exceptional corporate presentation and excellent people management skills.
* Ability to work autonomously, employ initiative to find solutions, prioritise and exercise discretion.
» Excellent organisational and administration skills.
» A proactive and flexible approach to work.
« Ability to liaise at an executive level and to work under pressure.

Internal contacts
Board Members and Staff at all levels.

External contacts
Clients, Senior Executives from other organisations, Suppliers.

Typical experience
At least 5 years of experience as a Personal Assistant. Employees in this role may have completed relevant administrative
qualifications.

Other comments
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Position Description

Position title: Personal Assistant to Senior Executive(s)
Position code: Aon.ADM.40007.3
Level: 3

Responsible for
Providing secretarial and administrative support exclusively to Senior Executive/s whilst maintaining a high level of discretion.

Report to
Senior Executive/s.

Supervises
May supervise other Personal Assistants/Administrators.

Main activities

» Producing correspondence, memoranda, presentations and reports both of a general and confidential nature on behalf of
Senior Executive/s.

» Organising business appointments and travel arrangements for Senior Executive/s.

» Screening telephone calls, fielding inquires and requests and escalating urgent matters for Senior Executive's attention.

» Managing a Senior Executive's diary and some personal matters on his/her behalf.

« Communicating with the organisation's Executives, Executives of external organisations, Board members, suppliers and
clients on behalf of Senior Executive/s.

» Coordinating the organisation of business functions, lunches and dinners.

» Supporting other Senior Executive/s when required.

Key skills
 Strong interpersonal, communication and negotiation skills.
» Exceptional corporate presentation and excellent people management skills.
* Ability to work autonomously, employ initiative to find solutions, prioritise and exercise discretion.
» Excellent organisational and administration skills.
» A proactive and flexible approach to work.
« Ability to liaise at an executive level and to work under pressure.

Internal contacts
Board Members and Staff at all levels.

External contacts
Clients, Senior Executives from other organisations, Suppliers.

Typical experience
At least 5 years of experience as a Personal Assistant. Employees in this role may have completed relevant administrative
qualifications.

Other comments
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Position title: Personal Assistant/Administrator
Position code: Aon.ADM.40007.2
Level: 2

Responsible for
Providing secretarial and administrative support to a team of Managers and Executives.

Report to
Senior Executive/Manager(s).

Supervises
No supervisory responsibilities.

Main activities
» Producing correspondence, memoranda, presentations and reports both of a general and confidential nature on behalf of
a team of Executives/Managers.
Organising business appointments and travel arrangements for a team of Executives/Managers.
Screening telephone calls, fielding inquires and requests and escalating urgent matters.
Coordinating the organisation of business functions, lunches and dinners.
* Managing a team of Executives/Managers' diaries to make/co-ordinate appointments, book rooms and notify attendees.
Maintaining effective hard and soft copy filing systems.
Ordering software, supplies and stationery and maintaining consumables stock for the team.
Adhering to the organisation's administration policies.
Providing PC application assistance to Executives/Managers as required.

Key skills
 Strong interpersonal, communication and negotiation skills.
» A proactive and flexible approach to work.
« Ability to work autonomously, employ initiative to find solutions, prioritise and exercise discretion.
» Excellent organisational and administration skills.
« Ability to liaise at an executive level, work under pressure and multi-task.

Internal contacts
Board Members and Staff at all levels.

External contacts
Clients, Senior Executives from other organisations, Suppliers.

Typical experience
At least 2 years of experience as a Personal Assistant. Employees in this role may have completed a relevant administrative
qualification.

Other comments
Alternate Title: Secretary.
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Position title: Clinical Trials Project Manager
Position code: Aon.RND.55001.5
Level: 5

Responsible for
Planning, monitoring and managing clinical trials and projects to a high standard of quality and within relevant regulations and
guidelines.

Report to
Head of Clinical Development, Research Director.

Supervises
Clinical Trials Team Members, external Contract Research Organisation (CRO) resources.

Main activities
» Ensuring all activities are conducted in compliance with organisational policies and standard operating procedures as well
as regulatory and statutory guidelines.
Liaising with Management to determine project objectives, milestones, performance criteria and strategies.
Identifying relevant resource needs and coordinating their provision in a timely manner.
» Recommending/implementing strategies to ensure project resource requirements are met.

Managing clinical trial activities in accordance with agreed budget, scope and schedule requirements.

Providing technical expertise and advice on therapeutic and clinical research processes.

Liaising with relevant project team members, investigators, overseas collaborators and external partnerships.

» Overseeing the review of substantive results from clinical trials as well as ensuring regular reviews are conducted on the
scientific and strategic objectives of a project.

» Perform feasibility analyses of clinical trials, including cost modelling.

Key skills
» Proven experience in clinical trials and project management
» Excellent communication and interpersonal skills.
» Proven negotiation, mediation, diplomacy and problem solving skills.
» Sound leadership abilities, including conflict resolution, motivational and decision making skills.
» Excellent understanding of TGA, FDA and European GCP requirements.

Internal contacts
Clinical Research teams, Finance, Regulatory Affairs, Quality Assurance, Business Development, IP, Medical Director.

External contacts
Outsource service and goods providers including contract research organisations, sponsor representatives (potential and
existing).

Typical experience
5+ years relevant industry experience coupled with a degree in science or a health care discipline.

Other comments
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Position Description

Position title: Clinical Research Manager
Position code: Aon.RND.55011.5
Level: 5

Responsible for
Oversees the direction, planning, execution and interpretation of clinical research, data collection activities and clinical
operations.

Report to
Head of Section - Research & Development, Research & Development Director, Research Program Director

Supervises
Clinical Research staff

Main activities

« Establishes and approves scientific methods for design and implementation of clinical protocols, data collection systems,
and reports.

» Supports new and ongoing clinical research and clinical trials and ensure efficient and timely processing of confidentiality
agreements and clinical agreements.

» Monitors adherence to protocols and determines study completion.

» Manages clinical and regulatory files and oversees maintenance of clinical inventory and distribution to sites.

» Oversee the training of Clinical Research Associates, and manage the performance, development and recruitment of team
members.

 Providing technical expertise and advice on therapeutic and clinical research processes.

Key skills
» Excellent communication and interpersonal skills
» Advanced problem solving and analytical skills
» Thorough knowledge of the industry and regulatory requirements
» Excellent knowledge of scientific process and research methodologies.

Internal contacts
Clinical Research team members, Regulatory Affairs, Quality Assurance, HR.

External contacts
Patients, GPs, hospitals, suppliers, contract research organisations.

Typical experience
10+ years experience in clinical research environment, coupled with tertiary qualifications in science or a health related
discipline.

Other comments
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Position title: Senior Clinical Research Associate
Position code: Aon.RND.55011.4
Level: 4

Responsible for
Guides the design, planning and implementation of the overall direction of clinical research projects.

Report to
Clinical Research Manager or Research Program Director

Supervises
May mentor more junior Clinical Research Associates

Main activities
» Evaluates and analyses complex clinical data.
» Coordinates activities to ensure compliance with protocol and overall clinical objectives.
» Maintains a high level of professional expertise through familiarity with clinical literature and participates in clinical team
meetings.
» Review materials including protocols, informed consent documents, draft source documents, patient instruction guides
and case report forms.
Conducts clinical monitoring of sites to supervise and coordinate clinical studies.
Maintain project files, including ethics committee approvals, protocols and instructions, and investigator and site
correspondence.
 Acts as technical expert for escalation of issues and assists with training and development of more junior Clinical
Research Associates.

Key skills
» Extensive experience in a clinical research environment.
» Excellent communication and interpersonal skills.
» Excellent planning and coordination skills.
« High level problem solving and analytical skills, and a high level of attention to detail.
« In-depth knowledge of concepts, processes, and activities relating to quality assurance and clinical duties

Internal contacts
Clinical Research team members, Regulatory Affairs, Quality Assurance, HR.

External contacts
Patients, GPs, hospitals, suppliers, contract research organisations.

Typical experience
5 - 8 years experience in clinical research environment, coupled with tertiary qualifications in science or a health related
discipline.

Other comments
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Position Description

Position title: Clinical Research Associate
Position code: Aon.RND.55011.3
Level: 3

Responsible for
Designs, plans and implements the overall direction of clinical research projects.

Report to
Clinical Research Manager or Research Program Director

Supervises
May mentor Trainee Clinical Research Associates

Main activities

» Evaluates and analyses clinical data.

» Coordinates activities to ensure compliance with protocol and overall clinical objectives.

» Maintains a high level of professional expertise through familiarity with clinical literature and participates in clinical team
meetings.

« Draft materials including protocols, informed consent documents, draft source documents, patient instruction guides and
case report forms.

» Conducts clinical monitoring of sites to supervise and coordinate clinical studies.

» Maintain project files, including ethics committee approvals, protocols and instructions, and investigator and site
correspondence.

Key skills
» Proven experience in a clinical research environment.
» Excellent communication and interpersonal skills.
» Well developed planning and coordination skills.
» Good problem solving and analytical skills, and a high level of attention to detail.

Internal contacts
Clinical Research team members, Regulatory Affairs, Quality Assurance, HR.

External contacts
Patients, GPs, hospitals, suppliers, contract research organisations.

Typical experience
3 - 5 years experience in clinical research environment, coupled with tertiary qualifications in science or a health related
discipline.

Other comments
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Position Description

Position title: Trainee Clinical Research Associate
Position code: Aon.RND.55011.2
Level: 2

Responsible for
Assists with the design, planning and implementation of the overall direction of clinical research projects.

Report to
Clinical Research Manager

Supervises
No supervisory responsibilities

Main activities

» Evaluates and analyses clinical data.

» Coordinates activities to ensure compliance with protocol and overall clinical objectives.

» Maintains a high level of professional expertise through familiarity with clinical literature and participates in clinical team

meetings.

» May draft materials including protocols, informed consent documents, draft source documents, patient instruction guides
and case report forms.
Assists with clinical monitoring of sites to supervise and coordinate clinical studies.
Maintain project files, including ethics committee approvals, protocols and instructions, and investigator and site
correspondence.

Key skills
» Excellent communication and interpersonal skills.
» Developing planning and coordination skills.
» Good problem solving and analytical skills, and a high level of attention to detail.

Internal contacts
Clinical Research team members, Regulatory Affairs, Quality Assurance, HR.

External contacts
Patients, GPs, hospitals, suppliers, contract research organisations.

Typical experience
Entry level to 3 years experience in clinical research environment, coupled with tertiary qualifications in science or a health
related discipline.

Other comments
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Position Description

Position title: Clinical Assistant
Position code: Aon.RND.55001.2
Level: 2

Responsible for
Provides support to the clinical team to assist with execution and maintenance of clinical studies.

Report to
Clinical Research Manager, Clinical Trials Project Manager.

Supervises
No supervisory responsibilities.

Main activities
» Maintains, updates, and may establish various databases for clinical tracking.
» Maintains clinical operations files.
» Responsible for ordering and shipping supplies in coordination with all phases of the clinical studies, including maintaining
files and inventories of supplies and equipment.
Ensures proper supplies shipments, and returns and assists with in-house reconciliation.
Processes, logs and distributes completed case report forms, draft protocols, consent documents, instruction guides and
other administrative documentation.
» Tracks incoming and outgoing clinical and regulatory documents and updates for investigator sites/teams.
» Prepares materials for and attends investigator meetings.

Key skills
» Excellent organisational and planning skills.
» Good written and verbal communication skills.
» Working knowledge of clinical protocols and processes.
* Attention to detail.

Internal contacts
Clinical Research team, Logistics.

External contacts
Suppliers, Contract Research Organisations, Hospitals, GPs.

Typical experience
1 - 3 years experience in a clinical research setting. May have tertiary qualifications in a science or health related discipline.

Other comments
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Position title: Senior Clinical Support Consultant
Position code: Aon.SLS.15023.4
Level: 4

Responsible for

Providing clinical support for products and services in the clinical environment in line with sales and marketing strategies to
ensure business objectives are achieved. Maintaining and developing key existing and new relationships with clients. Ensure
that the Company’s agreed quality standards are maintained.

Report to
State sales manager

Supervises
No supervisory responsibilities

Main activities

* Providing technical support on organisation products.Maintaining positive working relationship with clients and the sales
department.

» Conducting training and regular follow-ups to clients, presenting to key specialist and technical staff. Initiating educational
activities and supporting product specialists.

» Conducting reports as required by management this includes monthly reports and expenses, as well as information
regarding competitor activities.ldentifying and recording any problems relating to the product, process and quality system.

» Maintaining a high level of product knowledge and communicating this to sales staff to support continued growth of
organisation.

» Supporting surgical procedures in the hospital environment on a range of products on an ‘as required’ basis.

» Ensuring a safe working environment in accordance with the relevant Occupational Health and Safety (OH&S) legislation.

Key skills
» Technically and clinical knowledge, including an understanding of technical terminology, the operating theatre
environment and surgical procedures.
 Solid understanding of business needs and customer focus beyond the technical/technology aspects.
» Confidence in public speaking and presentations.
» Time managed and organised.
» Excellent communication skills, flexibility, team focus and dedication to customer service.

Internal contacts
Sales Manager, sales team and customer service team.

External contacts
Clients including customers, agents and dealers as well as specialists and technicians working for these organisations.

Typical experience
5+ years experience in medical sales or clinical support. Tertiary qualifications in nursing or a related discipline.

Other comments
May be required to work some non-standard hours and some intrastate and interstate travel may be required.
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Position Description

Position title: Clinical Support Consultant
Position code: Aon.SLS.15023.3
Level: 3

Responsible for

Providing clinical support for products and services in the clinical environment in line with sales and marketing strategies to
ensure business objectives are achieved. Maintaining and developing key existing and new relationships with clients. Ensure
that the Company’s agreed quality standards are maintained.

Report to
State sales manager

Supervises
No supervisory responsibilities

Main activities

 Providing technical support on organisation products.

» Maintaining positive working relationship with clients and the sales department.

» Conducting training and regular follow-ups to clients, presenting to key specialist and technical staff. Initiating educational
activities and supporting product specialists.

» Conducting reports as required by management this includes monthly reports and expenses, as well as information
regarding competitor activities.

« Identifying and recording any problems relating to the product, process and quality system.

» Maintaining a high level of product knowledge and communicating this to sales staff to support continued growth of
organisation.

» Supporting surgical procedures in the hospital environment on a range of products on an ‘as required’ basis.

» Ensuring a safe working environment in accordance with the relevant Occupational Health and Safety (OH&S) legislation.

Key skills
» Technical and clinical knowledge, including an understanding of technical terminology, the operating theatre environment
and surgical procedures.
+ Solid understanding of business needs and customer focus beyond the technical/technology aspects.
» Confidence in public speaking and presentations.
» Time managed and organised.
» Excellent communication skills, flexibility, team focus, and dedication to customer service.

Internal contacts
Sales Manager, sales team, and customer service team.

External contacts
Clients including customers, agents and dealers as well as specialists and technicians working for these organisations.

Typical experience
At least 2 years experience in medical sales or clinical support. Tertiary qualifications in nursing or a related discipline.

Other comments
May be required to work some non-standard hours and some intrastate and interstate travel may be required.
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Position Description

Position title: Senior Medical Product Trainer
Position code: Aon.CSP.35100.4
Level: 4

Responsible for
Providing higher level of technical training courses for customers and/or employees in the use of complex situation for multiple
products.

Report to
State Customer Service Manager / National Service Manager.

Supervises
No supervisory responsibility.

Main activities

» Conducts technical training courses for customers and/or employees in the use of complex situations for multiple
products.

» Develops, implements and maintains the product training manual, materials and programs.

» Develops training curriculum for field-based organisation in product/technical knowledge.

» Organises and conducts training sessions, both in the field and at corporate facilities to train customers and internal
technical employees.

* May coordinate activities of Technical Product Trainer(s).

Key skills
» Wide range of training experience and presentation skills.
» Excellent communication skills.
 Full understanding of area of specialisation.
« Ability to utilise professional concepts and company objectives to resolve complex issues in creative and effective ways
« Ability to decide on the best methods and procedures on new assignments/obtaining solutions.

Internal contacts
Senior internal personnel in own area of expertise, All Sales and Marketing staff, Company Management.

External contacts
Senior external personnel in own area of expertise, Customers.

Typical experience
8+ years relevant training experience in relevant products. Tertiary qualification required.

Other comments
May instruct customers and/or employees in both classroom lectures and laboratory sessions.
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Position Description

Position title: Medical Product Trainer
Position code: Aon.CSP.35100.3
Level: 3

Responsible for
Providing technical training courses for customers and/or employees in the use of complex situation for multiple products.

Report to
State Customer Service Manager / National Service Manager

Supervises
No supervisory responsibility

Main activities
» Conducts technical training courses for customers and/or employees in the use of complex situations for multiple
products.
» Develops, implements and maintains the product training manual, materials and programs.
» May develop training curriculum for field-based organisation in product/technical knowledge.
» Organises and conducts training sessions, both in the field and at corporate facilities to train customers and internal
technical employees.

Key skills
« High level training and presentation skills.
» Excellent communication skills.
 Full understanding of area of specialisation.
* Ability to resolve a wide range of issues in creative ways.

Internal contacts
Senior internal personnel in own area of expertise, All Sales and Marketing staff, Company Management.

External contacts
Senior external personnel in own area of expertise, Customers.

Typical experience
5+ years relevant training experience in relevant products. Tertiary qualification required.

Other comments
May instruct customers and/or employees in both classroom lectures and laboratory sessions.
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Position title: Senior Surgical Instrumentation/Loan Kit Representative
Position code: Aon.LOG.65005.3
Level: 3

Responsible for
Ensuring the effective picking, packing and dispatch of all loan sets/kits in accordance with company policy and procedure.
Developing and maintaining a relationship with customers and suppliers.

Report to
Warehouse Distribution Manager or Customer Service Manager

Supervises
No supervisory responsibilities

Main activities
» Taking bookings and preparing loan sets/kits for dispatch to clients.
» Receiving loan set/kit returns and ensuring they are intact and in condition to be re-issued.
» Maintaining accurate records and prepare reports as required.
» Ensuring on time delivery and administration of the Loan set/kit process.
« Assisting in stock control and ordering of stock to maintain appropriate inventory levels and avoid stock shortages.
» Compiling with company policies and produces and appropriate OH&S practices.

Key skills
» Excellent communication skills, both written and verbal.
« Ability to work autonomously and as a member of a team.
» Basic computer operations skills.
» Good skills in personal work organisation.
* A high level of attention to detail whilst working in a deadline driven environment.

Internal contacts
Logistics, warehouse management and staff and sales and customer services staff.

External contacts
Suppliers and customers; including surgeons and theatre staff

Typical experience
2+ years warehouse experience, and knowledge of medical devices. Might possess certificate in warehousing procedure and
purchasing. Should have completed a level of education sufficient to support numerical and written criteria.

Other comments
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Position Description

Position title: Surgical Instrumentation/Loan Kit Representative
Position code: Aon.LOG.65004.2
Level: 2

Responsible for
Ensuring the effective picking, packing and dispatch of all loan sets/kits in accordance with company policy and procedure.
Developing and maintaining a relationship with customers and suppliers.

Report to
Warehouse Distribution Manager or Customer Service Manager

Supervises
No supervisory responsibilities

Main activities
» Taking bookings and preparing loan sets/kits for dispatch to clients.
» Receiving loan set/kit returns and ensuring they are intact and in condition to be re-issued.
» Maintaining accurate records and prepare reports as required.
» Ensuring on time delivery and administration of the Loan set/kit process.
« Assisting in stock control and ordering of stock to maintain appropriate inventory levels and avoid stock shortages.
» Compiling with company policies and produces and appropriate OH&S practices.

Key skills
» Excellent communication skills, both written and verbal.
« Ability to work autonomously and as a member of a team.
» Basic computer operations skills.
» Good skills in personal work organisation.
* A high level of attention to detail whilst working in a deadline driven environment.

Internal contacts
Logistics, warehouse management and staff and sales and customer services staff.

External contacts
Suppliers and customers; including surgeons and theatre staff

Typical experience
May have previous warehouse experience, or knowledge of medical devices. Might possess certificate in warehousing
procedure and purchasing. Should have completed a level of education sufficient to support numerical and written criteria.

Other comments
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Position title: Senior Product Specialist
Position code: Aon.ITS.15114.4
Level: 4

Responsible for
Achieving an agreed revenue target or sales quota by identifying and gaining business from new and existing clients and
ensuring complete customer satisfaction when dealing with the organisation, usually working with products of higher value.

Report to
Sales Manager, Business Development Manager.

Supervises
May provide guidance to junior staff.

Main activities

» Working closely with new and existing clients to determine their present and future needs and proposing suitable products,
services and upgrades in order to maintain and grow revenue for the organisation.
Organising product demonstrations to major clients, submitting tenders and negotiating sales within company policy
parameters.
Achieving sales quotas for products.
Implementing marketing strategy and company procedures to maximise customer service and satisfaction.
Maintaining close contact continually with major clients or third parties/dealers so as to maximise potential sales
opportunities.
Assisting in product installation and providing backup training and support.
Negotiating price and volume discounts (where applicable) in accordance with the organisation's policies and liaising with
Technical Support staff regarding technical issues to ensure client retention and continued business.

Key skills
 Excellent sales skills.
» High degree of product specialisation, considered an expert in a particular product or brand.
» Understanding of user/customer needs.
» Good working knowledge of technological developments, trends and competitor activity.
» May have specialist business knowledge.

Internal contacts
Product Specialists, Customer Service, Sales and Administration Staff.

External contacts
Major Clients/Customers.

Typical experience
Tertiary qualifications, coupled with 8-10 years of experience.

Other comments
Alternative Titles: Product Manager.
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Position title: Product Specialist
Position code: Aon.ITS.15124.3
Level: 3

Responsible for
Achieving an agreed revenue target or sales quota by identifying and gaining business from new and existing clients and
ensuring complete customer satisfaction when dealing with the organisation, usually working with products of higher value.

Report to
Sales Manager, Business Development Manager.

Supervises
No supervisory responsibilities.

Main activities

» Working closely with new and existing clients to determine their present and future needs and proposing suitable products,
services and upgrades in order to maintain and grow revenue for the organisation.
Organising product demonstrations to major clients, submitting tenders and negotiating sales within company policy
parameters.
Achieving sales quotas for products.

Implementing marketing strategy and company procedures to maximise customer service and satisfaction.

Maintaining close contact continually with major clients or third parties/dealers so as to maximise potential sales
opportunities.

Assisting in product installation and providing backup training and support.

Negotiating price and volume discounts (where applicable) in accordance with the organisation's policies and liaising with
Technical Support staff regarding technical issues to ensure client retention and continued business.

Key skills
* Sound sales skills.
» Excellent product knowledge.
» Understanding of user/customer needs.
» Good working knowledge of technological developments, trends and competitor activity.

Internal contacts
Product Specialists, Customer Service, Sales and Administration Staff.

External contacts
Clients/Customers.

Typical experience
Tertiary qualifications, coupled with at least 5 years of experience.

Other comments
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Position title: Principal DevOps Engineer
Position code: Aon.ITC.49191.5
Level: 5

Responsible for

Leads the design and build of complex infrastructure, operational processes, and infrastructure automation, creating and
improving development and operational capabilities, including: disaster recovery, high systems availability, on-demand
scalable solutions, infrastructure monitoring and continuous deployment capabilities.

Report to
DevOps Manager

Supervises
Senior DevOps Engineer, DevOps Engineer

Main activities
* Influence and lead design efforts for the most secure and scalable environments that satisfy both operational and product
needs in accordance with corporate guidelines. May be On-premise, hosted and/or Clouds.
« Influence and lead efforts and processes for continuous deployment cycles and on-demand deployments.
 Lead cross-departmental projects and project teams from conception to completion.
* Influence and lead benchmark and performance test efforts, analysis and action plans.
« Drive resolution of issues identified via application and systems monitoring.
» Resolve emergent service problems and build automated tools to identify/prevent problem recurrence.
» Communicate with key stakeholders on infrastructure, deployments details, etc.
* Lead efforts for project planning and budgetary processes.
 Provide skilled guidance and mentoring for code reviews and code review processes.
» Mentor, guide, and influence other DevOps and Software Engineers.

Key skills
» Expert skills in a programming language, proficient in managing infrastructure as code.
» Able to lead meetings, clearly communicate technical approach, status, assess and mitigate risk.
 Able to describe technical topics to laymen stakeholders.
» Expert in Web/Cloud based technologies and system administration within cloud and co-located hosting environment.
» Strong experience in database design and development.

Internal contacts
Users, Applications and Systems Team.

External contacts

Typical experience
8+ years experience within a DevOps or Operations related field, coupled with Bachelor’'s and Master’s degree in Computer
Science.

Other comments
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Position Description

Position title: Senior DevOps Engineer
Position code: Aon.ITC.49191.4
Level: 4

Responsible for
Guiding and implementing automation initiatives dealing with software development, operations and services. Improving
communication, collaboration and integration between software developers and IT operations personnel.

Report to
Principal DevOps Engineer, Technical Lead DevOps.

Supervises
No supervisory responsibilities.

Main activities

« Influence architectural decisions, implement and manage core infrastructure, develop internal tools and look to automate
as many processes as possible.

» Lead and guide other engineers in the execution of uplifts across build engineering, release engineering, configuration
management and environment management practices. May be On-premise, hosted and/or Clouds.

» Perform hands-on automation tasks to treat infrastructure as code.

» Lead code and design reviews.

» Provide execution of activities related to infrastructure, security, continuous integration, continuous deployment, IT
operations and metrics.

 Collaborate with other System Administrators, Developers, Testers, Architects and Business Analysts.

Key skills
» Proven experience with build and development tools (e.g. Vagrant, Packer, Git, SVN, TeamCity, Artifactory, Maven, Ant,
r10k, Bundler, vy, MSBuild, Subversion, Selenium, rspec, xUnit Frameworks and Gradle).
» Experience using automation tools.
» Experience with variety of programming and scripting languages.

Internal contacts
Users, Applications and Systems Team.

External contacts

Typical experience
5+ years experience as a DevOps Engineer / Automation Specialist with appropriate tertiary level qualifications.

Other comments
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Position Description

Position title: DevOps Engineer
Position code: Aon.ITC.49191.3
Level: 3

Responsible for
Performing hands-on automation tasks. Dealing with software development, operations, and services. Improving
communication, collaboration, and integration between software developers and IT operations personnel.

Report to
Principal Dev Ops Engineer, Technical Lead Dev Ops.

Supervises
No supervisory responsibilities.

Main activities

» Perform hands-on automation tasks to treat infrastructure as code.

* Participate in code and design reviews.

» Provide execution of activities related to infrastructure, security, continuous integration, continuous deployment, IT

operations and metrics.

» Working with other engineers in the execution of uplifts across build engineering, release engineering, configuration
management and environment management practices. May be On-premise, hosted and/or Clouds.
Collaborating with other System Administrators, Developers, Testers, Architects and Business Analysts.

Key skills
» Proven experience with build and development tools (e.g. Vagrant, Packer, Git, SVN, TeamCity, Artifactory, Maven, Ant,
r10k, Bundler, lvy, MSBuild, Subversion, Selenium, rspec, xUnit Frameworks and Gradle).
» Experience using automation tools.
» Experience with scripting.

Internal contacts
Users, Applications and Systems Team.

External contacts

Typical experience
3+ years experience as a DevOps Engineer / Automation Specialist with relevant tertiary level qualifications.

Other comments
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Position title: Chief Information Officer / Chief Technology Officer
Position code: Aon.EXE.IT010.7
Level: 7

Responsible for
Ensuring the effective development and operation of computing and information services which support strategic operations of
the organisation.

Report to
Chief Executive/Managing Director.

Supervises
Operations staff, systems development and support staff.

Main activities
« Participating in major corporate decisions, particularly where IT has a major influence on the competitive advantage and
profitability of the organisation.
» Setting and controlling IT operational and development expenditures within budget.
» Developing the forecasting and planning for equipment and software purchases in relation to projected user requirements.
« Establishing and maintaining standards in relation to operations, programming, and security.
* Participating in policy-making as a member of a senior management team.

Key skills
» Requires people management and leadership abilities, together with professional standards of planning and budgeting.
» May have formal business training in addition to technical experience.

Internal contacts
Senior Management, all user departments, finance and administration.

External contacts
Suppliers of equipment and peripherals, software suppliers and consultants.

Typical experience
12+ years of experience in computing, with 5+ years in large sites and proven business and management skills.

Other comments
Alternative Names: Chief Technology Officer, Chief Information Officer
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Position Description

Position title: Applications Development Manager
Position code: Aon.ITC.45359.5
Level: 5

Responsible for
Lead the design, development and maintenance of applications software and managing the applications development team.

Report to
General Manager - Application Services.

Supervises
Applications Development Team Leader, Senior Developer, Developer, Associate Developer, Junior Developer.

Main activities

 Estimating, scheduling and ensuring that all resources planning requirements are sufficient to provide the required levels
of availability and support.
Setting the direction for the additional development tools used for applications development.
» Seeking out future business needs for IT applications and equipment and submitting capacity plans in a proactive manner.
Reporting on the progress of administration and applications development against time frames and budget.
» Overseeing the administration and efforts and standards of all applications development staff and providing guidance

where required.
Managing client expectations through the administration and development process, ensuring all stages are fully met.
Providing technical mentoring and guidance to less experienced members of applications development team.

Key skills
» Communication skills.
» Excellent consulting skills.
» Supervisory and management skills.
Advanced skills in one or more of the major programming languages (either 'legacy' or 'hot') such as Cobol, C++, Visual
Basic, .NET, XML, ASP, COM/DCOM, Pick, UniVerse, SB+ and/or SQL.
» Advanced skills and knowledge of one of the major relational database packages such as Oracle, SQL Server, Sybase or
DB2.
» Knowledge in open source programming.

Internal contacts
Users and user groups, development team members.

External contacts
Vendors of hardware and software.

Typical experience
10+ years in software development, with at least 5 years general IT experience coupled with tertiary qualifications in computer
science or a related discipline.

Other comments
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Position Description

Position title: Applications Development Team Leader
Position code: Aon.ITC.45359.4
Level: 4

Responsible for
Coordinating/managing the design, development and maintenance of applications software and leading the applications
development team.

Report to
Applications Development Manager.

Supervises
Senior Developer, Developer, Associate Developer, Junior Developer.

Main activities

 Estimating, scheduling and ensuring that all resources planning requirements are sufficient to provide the required levels
of availability and support.

 Setting the direction for the additional development tools used for applications development (may include Java/J2EE or
.NET).

» Seeking out future business needs for IT applications and equipment and submitting capacity plans in a proactive manner.

* Reporting on the progress of administration and applications development against time frames and budget.

» Overseeing the administration and efforts and standards of all applications development staff and providing guidance
where required.

» Managing client expectations through the administration and development process, ensuring all stages are fully met.

* Providing technical mentoring and guidance to less experienced members of applications development team.

Key skills

» Communication skills.

» Excellent consulting skills.

» Supervisory and management skills.

» Advanced skills in one or more of the major programming languages (either ‘legacy’ or 'hot’) such as Cobol, C++, Visual
Basic, .NET, Java, XML, ASP, COM/DCOM, Pick, UniVerse, SB+ and/or SQL.
Advanced skills and knowledge of one of the major relational database packages such as Oracle, SQL Server, Sybase or
DB2 (may be utilizing JDBC or ODBC interface).
» Knowledge in open source programming.

Internal contacts
Users and user groups, development team members.

External contacts
Vendors of hardware and software.

Typical experience
7+ years in software development, with at least 3 years general IT experience coupled with tertiary qualifications in computer
science or a related discipline.

Other comments
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Position Description

Position title: Senior Developer
Position code: Aon.ITC.45066.4
Level: 4

Responsible for
Designing, developing and maintaining applications software (may include J2EE or .NET). A strong focus is placed on analysis
and design work, with only approximately one third of the employee's time spent writing code/programming.

Report to
Project Manager, Divisional Manager - Service Line, Applications Development Team Leader.

Supervises
May mentor Developers.

Main activities
 Designing, coding, testing and installing applications programs either in one major language or in a range of programs
across multiple platforms.
Developing operating and system documentation.
» Working with users to evaluate IT applications and equipment requirements.
Ensuring that systems are developed within agreed budgets and time frames and achieving necessary design and
systems security standards.
Providing technical mentoring and guidance to less experienced members of applications development team.

Key skills
» Advanced skills in one or more of the major programming languages (either ‘legacy’ or 'hot") such as Cobol, C++, Visual
Basic, .NET, Java, XML, ASP, COM/DCOM, Pick, UniVerse, SB+ and/or SQL.
» Advanced skills and knowledge of one of the major relational database packages such as Oracle, SQL Server, Sybase or
DB2 (may be utilizing JDBC or ODBC interface).
May include advanced Java/J2EE or .NET architecture skills and the ability to transfer these to specific project
deliverables, including eCommerce models.

» Knowledge in open source programming.
Ability to understand the essential needs of users and meet these in well-designed programs.
Good skills in time and resource management.

Internal contacts
Users and user groups, development team members.

External contacts
Vendors of hardware and software.

Typical experience
7+ years in software development, with at least 3 years general IT experience coupled with tertiary qualifications in computer
science or a related discipline.

Other comments
Alternative Titles: Senior Software Developer, Senior Applications Developer.
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Position Description

Position title: Developer
Position code: Aon.ITC.45066.3
Level: 3

Responsible for
Designing, developing and maintaining applications software.
(May include J2EE or .NET applications)

Report to
Project Team Leader, Senior Developer, Applications Development Team Leader.

Supervises
No supervisory responsibilities.

Main activities
 Designing, coding, testing and installing applications programs up to 75% of the time, either in one major program or a
range of programs across multiple platforms.
* Preparing and maintaining systems and program documentation.
« Assisting in the analysis and design of applications programs and databases.
» Modifying and troubleshooting applications programs.
* Liaising with users.

Key skills

» Developed skills in one or more of the major programming languages (either 'legacy’ or 'hot’) such as Cobol, C++, Visual
Basic, .NET, XML, ASP, COM/DCOM and/or SQL.
Developed skills and knowledge of one of the major relational database packages such as Oracle, SQL Server, Sybase or
DB2 (may be utilizing JDBC or ODBC interface).
Good skills in personal work organisation and time management.
May include developed skills in the Java language, architecture and design standards
May include in depth knowledge of .NET tools, including but not limited to: .NET Framework, Visual Studio.NET, VB.NET,
ASP.NET, and ADO.NET.

Internal contacts
User and User Groups, Development team members.

External contacts
Vendors of hardware & software.

Typical experience
3+ years of experience in Programming and Applications Design, with a minimum of 2 years of general IT experience, coupled
with tertiary qualifications in Computer Science or a related discipline.

Other comments
Alternative Title: Software Developer, Applications Developer.
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Position Description

Position title: Associate Developer
Position code: Aon.ITC.45066.2
Level: 2

Responsible for
Converting applications specifications into operable programs. Most of the employee's time (up to 100%) will be spent writing
code/programming (may include Java or .NET).

Report to
Project Team Leader, Senior Developer, Applications Development Team Leader.

Supervises
No supervisory responsibilities.

Main activities
» Coding, testing and installing applications programs either in one major program or in a variety of programs across
platforms.
» Documenting developed programs.
» Maintaining applications programs and enhancing/modifying as required.

Key skills
» Developed skills in one or more of the major programming languages (either 'legacy’ or 'hot’) such as Cobol, C++, Visual
Basic, .NET, XML, ASP, COM/DCOM, Java and/or SQL.
» Developed skills and knowledge of one of the major relational database packages such as Oracle, SQL Server, Access,
Sybase or DB2 (may be utilizing JDBC or ODBC interface).
 Solid documentation skills.

Internal contacts
Users and user groups, development team members.

External contacts
Hardware and software suppliers, external software specialists and consultants.

Typical experience
3+ years of experience in programming, coupled with tertiary qualifications in Computer Science.

Other comments
This employee is almost solely dedicated to ‘cutting code'.
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Position Description

Position title: Junior Developer
Position code: Aon.ITC.45066.1
Level: 1

Responsible for
Assisting in converting applications specifications into operable programs. Most of the employee's time (up to 100%) will be
spent writing code/programming.

Report to
Project Team Leader, Senior Developer, Applications Development Team Leader.

Supervises
No supervisory responsibilities.

Main activities
» Coding, testing and installing applications programs either in one major program or possibly a range of programs across
platforms.
* Receiving pre-designed, basic programming tasks from members of the project team.
» Documenting developed programs.
» Maintaining applications programs.

Key skills
« Basic skills in one or more of the major Programming languages (either ‘legacy’ or 'hot’) such as Cobol, C++, Visual Basic,
Java, XML, ASP, COM/DCOM and/or SQL development tools.
« Basic skills and knowledge of one of the major relational database packages such as Oracle, SQL Server, Access,
Sybase or DB2 (may be utilizing JDBC interface).

Internal contacts
Project Leader, Developers.

External contacts
Very limited contact with external contacts.

Typical experience
Limited to no experience in Programming in a large IT site. Completed or completing tertiary qualifications in Computer
Science or a related discipline.

Other comments
This may be viewed as an entry level or developmental position for an employee training to be a competent Developer.

Medical & Scientific Industries | Position Descriptions 64
© Aon plc
Downloaded on 30/03/2021 4:20:51 PM



AON Medical & Scientific Industries Survey

Position Description

Position title: Digital/Online Development Team Leader
Position code: Aon.ITC.45335.4
Level: 4

Responsible for
Leading a team of Digital/Online Developer in developing custom programs to enhance the company's internal and external
websites.

Report to
Digital/Online Development Manager.

Supervises
Senior Digital/Online Developer and Digital/Online Developer.

Main activities
» Coordinating the communication between the team and other teams to develop the web page layout and dynamic
requirements.
Leading the programming of the front-end access for manipulation on the Internet/Intranet.
Leading the programming of the front-end access of compiling database to present information required e.g. HTML end
result, dynamic content pages could be real time database presentation or dynamic images.
Leading the programming for inward data input and interpretation e.g. for users joining the site.
Assisting in the research of latest development in digital/online development ad support the process improvements.

Key skills
 Strong understanding of internet protocols and server/client side architecture.
» Working knowledge of the one or more of the major scripting languages: HTML, XHTML, CSS, JavaScript, .NET, ASP,
C#, Perl, Python, Flash, Silverlight, C++, Java, etc.
« Strong ability to write accurate and reliable programs.
» Familiarity with spreadsheets and database tools.

Internal contacts
IT staff, Marketing and Product Development staff, Customer Support.

External contacts
Suppliers of Product Support, Second Level Helpdesk.

Typical experience
5-7 years experience, combined with tertiary qualifications in computer science, information technology or engineering.

Other comments
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Position Description

Position title: Senior Digital/Online Developer
Position code: Aon.ITC.45256.4
Level: 4

Responsible for
Developing and improving custom programs to enhance the company's external and internal websites.

Report to
Digital/Online Development Team Leader.

Supervises
May supervise more junior Digital/Online Developers.

Main activities
» Working with the other teams to develop the web page layout and dynamic requirements.
» Programming front-end access for manipulation on the Internet/Intranet.
» Programming front-end access of compiling database to present information required e.g. HTML end result, dynamic
content pages could be real time database presentation or dynamic images.
» Programming for inward data input and interpretation e.g. for users joining the site.

Key skills
» An understanding of internet protocols and server/client side architecture.
» Working knowledge of the one or more of the major scripting languages: HTML, XHTML, CSS, JavaScript, .NET, ASP,
C#, Perl, Python, Flash, Silverlight, C++, Java, etc.
« Ability to write accurate and reliable programs.
» Familiarity with spreadsheets and database tools.

Internal contacts
IT staff, Marketing and Product Development staff, Customer Support.

External contacts
Suppliers of Product Support, Second Level Helpdesk.

Typical experience
3-5 years experience, combined with tertiary qualifications in computer science, information technology or engineering.

Other comments
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Position Description

Position title: Digital/Online Developer
Position code: Aon.ITC.45256.3
Level: 3

Responsible for
Developing custom programs to enhance the company's external and internal websites.

Report to
Digital/Online Development Team Leader.

Supervises
No supervisory responsibilities.

Main activities
» Working with other teams to develop the web page layout and its dynamic requirements.
» Programming front-end access for manipulation on the Internet/Intranet.
» Programming front-end access of compiling database to present information required e.g. HTML end result, dynamic
content pages could be real time database presentation or dynamic images.
» Programming for inward data input and interpretation e.g. for Internet users joining the site.

Key skills
» An understanding of internet protocols and server/client side architecture.
» Working knowledge of the one or more of the major scripting languages: HTML, XHTML, CSS, JavaScript, .NET, ASP,
C#, Perl, Python, Flash, Silverlight, C++, Java, etc.
« Ability to write accurate and reliable programs.
» Familiarity with spreadsheets and database tools.

Internal contacts
IT staff, Marketing and Product Development staff, Customer Support.

External contacts
Suppliers of Product Support, Second Level Helpdesk.

Typical experience
1-3 years experience, combined with tertiary qualifications in computer science, information technology or engineering.

Other comments
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