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Administrative Services – CSOF5
Role summary for potential applicants 
	Advertised Job Title:
	Intellectual Property Operations Manager 

	Reference Number:
	36982

	Classification:
	CSOF5

	Salary Range:
	AU $92K to AU $100K plus up to 15.4% superannuation

	Location:
	Clayton, VIC or North Ryde,Sydney

	Tenure:
	Specified term of 2 years

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

	Applications are open to:
	Australian and New Zealand 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:
	Administrative Services

	% Client Focus - Internal:
	70%

	% Client Focus - External:
	30%

	Reports to the:
	Intellectual Property Manager (Portfolio)

	Number of Direct Reports:
	3


	Role Overview:

	CSIRO has a significant Intellectual Property (IP) portfolio demonstrating the innovative activity and technology development resulting from its research outputs. Working in the Intellectual Property area of the Business Development & Commercial group, this role will be provide administrative and management services to support the effective management of CSIRO’s Intellectual Property portfolio. This involves the development, implementation and/or administration of systems, in particular oversight over an IP management database system that assists the IP team and provide valuable reports to CSIRO as a whole and thus help the Organisation to achieve their objectives and meet Government and regulatory responsibilities.


	Duties and Key Result Areas:

	· Lead a small group of administrative staff, regionally located, taking responsibility for team outcomes, carrying out administrative tasks and providing executive assistance to IP team leaders.

· Maintain effective and efficient work teams, allocating and managing resources and undertake staff performance management and career development.

· Lead the implementation and adoption of a new IP database system that will involve liaising with CSIRO’s IT staff, testing and reviewing the migration of data, training and embedding in new business operational practices.  

· Provide support to a team that will scope out first a feasibility study and then help configure the integration of this new database system with other CSIRO Enterprise systems.

· Lead or assist with the development and training of staff both at the immediate IP team level and more broadly across the organisation, related to any new software or systems that are proposed.
In particular the role will be involved with

· Overseeing the management of IP formalities and documentation including a review of requirements and proposing efficiencies gains.

· Accountability of the operations and utility of the IP database.

· Auditing of IP and related records.
· Managing a Patent Budget forecasting tool and reporting on budgets/expenditures.
· Reporting IP associated metrics using a combination of tools (SQR, API, SAP, Inprotech, CPA) to a diverse group of internal and external stakeholders including the Research and Business Development staff, Board, Senate estimates, and regular surveys, and annual reports.
· Working with our renewals provider to ensure timely and efficient renewal of the CSIRO portfolio.
· 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 


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

Pre-Requisites:
1. Education/Qualifications:  A relevant Certificate or tertiary qualification, such as legal or intellectual property as well as a working background in databases or in a large patent attorney firm.
2. Communication: The ability to clearly convey information and ideas, adapted to others needs and priorities, and establish effective interpersonal relationships with key internal and external stakeholders.

3. Behaviours: A history of professional and respectful behaviours and attitudes in a collaborative environment. 
4. Adaptability: Demonstrated ability to deal with ambiguity and adapt to changing circumstances and new responsibilities.

Essential Criteria:

1. Demonstrated understanding of the deadlines associated with the patent application, examination, grant and renewal processes across key jurisdictions

2. Demonstrated experience in managing the configuration and implementation of new databases, preferably an IP management database.

3. Demonstrated knowledge of SQL and API functionality 

4. Proven leadership and people management experience, including allocating and monitoring resources and undertaking staff performance management and career development. 
5. The ability to work effectively in a team environment, collaborate widely both internally and externally, and provide guidance to managers and staff.
6. Demonstrated ability and willingness to generate improved solutions to complex problems and resolve complaints using creativity, reasoning and past experience.
Desirable Criteria:

1. Familiarity of Inprotech, SAP, Microsoft Dynamics, File management systems

2. Work experience in a law and/or patent attorney firm

CSIRO Values:

As Australia’s Innovation Catalyst, CSIRO has strategic actions underpinned by behaviours aligned to Excellent science, Inclusion, trust & respect, Health, safety & environment and Deliver on commitments.  In your application and at interview you will need to demonstrate alignment with these behaviours.


	Other Information:

	How to Apply

How to Apply

Please apply for this position online at www.csiro.au/careers.  Please provide enough information relevant to the selection criteria for this position to enable the assessment panel to determine your suitability, and upload one document containing your CV/resume and cover letter. 
If you experience difficulties applying online call 1300 984 220 and someone will be able to assist you.  Outside business hours please email:   careers.online@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:


Dr Anna Johnston via email: Anna.Johnston@csiro.au or phone: +61 0395458156
Please do not email your application directly to Dr Johnston.   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.  

CSIRO Intellectual Property Management


The Intellectual Property Management team provide specialist IP advice, IP portfolio management services and all other services related to CSIRO's IP portfolio.
 


