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Administrative Services– CSOF3
	Advertised Job Title:
	Legal Administration Assistant, Governance 

	Reference Number:
	52727

	Classification:
	CSOF Level 3

	Salary Range:
	AU $61K  to AU $78K plus up to 15.4% superannuation

	Location:
	Black Mountain, ACT

	Tenure:
	6 Month Term – Maternity Leave Cover

	Relocation assistance:
	Will be provided to the successful candidate if required.

	Applications are open to:
	Australian Citizens and Permanent Residents Only

· For Specified Term positions, we will accept applications from Temporary Residents with working rights for the length of the term, who do not require sponsorship.

	Functional Area:
	Administration Services

	% Client Focus - Internal:
	50%

	% Client Focus - External:
	50%

	Reports to the:
	General Counsel 

	Number of Direct Reports:
	0


	Role Overview:

	The role of the Legal Administration Assistant to the General Counsel of CSIRO is to provide administrative and project support to CSIRO’s Legal team and the General Counsel. The position will be provide valuable assistance to the General Counsel with practice management of the Legal Team.  

A successful Legal Administration Assistant will be self-motivated, professional, and capable of managing their work load in a fast paced environment. The role is collaborative and adaptable and will have significant experience in providing a proactive contact point for matters arising in the Legal team. 

The position will add value through administrative support including the monitoring of incoming information, and responding to incoming requests on behalf of senior members of the team to ensure the efficient and effective operations of the Business Unit.


	Duties and Key Result Areas:

	· Provide high level administrative support to the General Counsel including diary management and travel arrangements

· Support the legal practice of the Legal Team including overseeing reporting obligations to the Office of Legal Services Coordination; support for internal professional development and tracking of CPD points; supporting the engagement of external legal services and monitor reporting against Legal Services Orders; internal reporting of legal issues to management and the Board.

· Communicate effectively and respectfully with all staff, clients and suppliers in the interests of good business practice, collaboration and enhancement of CSIRO’s reputation.

· Contribute as an active team member of the Enterprise Legal and Policy team whom is regionally dispersed, to carry out administrative tasks and provide executive assistance, under limited direction to support the General Counsel.

· Collaborate with colleagues within your team, the business unit and across CSIRO, to reach objectives, establishing networks with other teams and professionals in their field.

· Proactively collect and analyse budget data and produce reports on budget, training and memberships for the Enterprise Legal and Policy team as well as the Commercial Legal team.

· Generate improved solutions to complex problems and resolve complaints using creativity, reasoning and past experience.

· Adhere to the spirit and practice of CSIRO’s Values, Health, Safety and Environment plans and policies, Diversity initiatives and Zero Harm goals.

· Other duties as directed


	Selection Criteria:

	Under CSIRO policy only those who meet all essential criteria can be appointed

Essential Criteria:

1. Proven experience providing administrative and project support within a large, complex organisation.
2. Effective (written and verbal) communication skills with demonstrated experience in building and maintaining strong relationships, and provide a ‘customer first’ focus with a wide range of internal and external stakeholders and Demonstrate
3. Ability to adapt to change, respond to ambiguous situations, and handle priorities, ensuring outcomes are achieved within allocated timeframes.  

4. Demonstrated ability to professionally handle sensitive and confidential information, and use appropriate judgment and discretion. 

5. Proven proficiency in Microsoft applications including Word, Excel, Access, PowerPoint, Outlook, to manage workflow processes and on-line transactions.

Desirable Criteria:

Has knowledge and experience on producing budget reports using the SAP system

As Australia’s Innovation Catalyst, CSIRO has strategic actions underpinned by behaviours aligned to:
· Excellent science

· Inclusion, trust & respect

· Health, safety & environment 

· Delivery on commitments.

In your application and at interview you will need to demonstrate alignment with these behaviours.

Other special requirements
To be eligible for this position you must hold a driver’s licence and be able to travel interstate and locally as required.

A valid working with children check, or equivalent, will be required for the successful applicant


	Other Information:

	How to Apply

Please apply for this position online at www.csiro.au/careers.  You may be asked to provide additional information (online) relevant to the selection criteria. If so, then responding will enhance your application so please take the time to provide relevant succinct answers.  Applicants who do not provide the information when requested may not be considered.

If you experience difficulties applying online call 1300 301 509 and someone will be able to assist you.  Outside business hours please email:   csiro-careers@csiro.au. 

Referees:  If you do not already have the names and contact details of two previous supervisors or academic/ professional referees included in your resume/CV please add these before uploading your CV.

Contact:  If after reading the selection documentation you require further information please contact:

Fiona Johnstone via email at: Fiona.Johnstone@csiro.au or by phone on 02 6246 5772.

Please do not email your application directly to Fiona Johnstone.   Applications received via this method will not be considered.
About CSIRO

Australia is founding its future on science and innovation. Its national science agency, the Commonwealth Scientific and Industrial Research Organisation (CSIRO) is a powerhouse of ideas, technologies and skills for building prosperity, growth, health and sustainability. It serves governments, industries, business and communities across the nation. 

Find out more! www.csiro.au.  


