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Administrative Services – CSOF4
Role summary for potential applicants 

	Advertised Job Title:
	Project Support Officer - Centre for Southern Hemisphere Oceans Research 

	Reference Number:
	44602

	Classification:
	CSOF4

	Salary Range:
	AU $78k to AU $88k plus up to 15.4% superannuation

	Location:
	Hobart Tasmania

	Tenure:
	Specified term of 5 years

	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:
	Administrative Services

	% Client Focus - Internal:
	70%

	% Client Focus - External:
	30%

	Reports to the:
	Centre for Southern Hemisphere Oceans Research Director

	Number of Direct Reports:
	0


	Role Overview:

	The role of Administrative Staff in CSIRO is to provide administrative and management services to support the effective provision of research and development activities.  This involves the development and implementation and/or administration of policies, systems and procedures that assist the Organisation and the Business Units to achieve their objectives and meet Government and regulatory responsibilities.
The Project Support Officer will provide high level administrative and project support to the Centre for Southern Hemisphere Oceans Research (CSHOR) including the CSHOR Director and the Centre’s project leaders.  The Project Support Officer will work in a busy environment where they will be required to set priorities, meet deadlines, and to exercise initiative and judgment across a broad range of tasks and functions. 
The role can be either undertaken on a full time basis or part time 0.8 FTE. 

We work flexibly at CSIRO, offering a range of options for how, when and where you work. Talk to us about how this role could be flexible for you. Find out more! CSIRO Balance


	Duties and Key Result Areas:

	The CSHOR Project Support Officer will be responsible for the following:
· Support the CSHOR Director  with day-to-day management of the Centre 

· Coordinate CSHOR Steering Committee, Advisory Committee, and  Research Leadership Team meetings, including:

· Prepare meeting agenda, document meeting minutes, and initiate follow-up. 

· Provide logistical support including catering, telephone, and video conferencing systems. 

· Assist with preparation and circulation of meeting documentation (handouts, agenda, supporting information).

· Take meeting minutes as required.
·  Provide high level project support to CSHOR project deliveries  which may include 

· initiation, implementing,  and reporting of operational aspects of CSHOR projects

· financial management, work planning, resource allocation, risk management and monitoring and evaluation

· project/program level progress reporting, milestone compliance and quality control
· Work with O&A Communication team to maintain, update and enhance CSHOR website
· Arrange travel for the CSHOR Director and assist with the acquittal of travel expenses and credit card statements including refundable travel 

· Assist the CHSOR project team in managing stakeholder engagement, communication and knowledge brokering activities.

· Coordinate the development of Project Details for new Project Agreements for the Steering Committee for consideration; 

· Prepare project reports to monitor CSHOR partner contributions to CSHOR projects 

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

· Work collaboratively as a member or team leader of an often regionally dispersed team, to carry out administrative tasks and provide executive assistance, under limited direction to support senior staff and general management.

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

· Allocate activities, direct tasks and manage resources to meet objectives. As a supervisor (where relevant), take responsibility for the effective utilisation of resources, including budget responsibilities, and for the development of staff.

· Provide coaching and on-the-job training to team members and direct reports, as required, and provide recognition and acknowledgement for staff achievements.

· 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.


	Selection Criteria:

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

Pre-Requisites:
Education/Qualifications:  A relevant Certificate or tertiary qualification in business management or communication or relevant equivalent work experience in a project or program management support role. 
Essential Criteria:

1. Demonstrated experience providing high level support to a Senior Manager and projects within a fast paced and complex environment.
2. Demonstrated experience in providing services with a ‘customer first focus’ to a wide range of internal and external stakeholders.

3. Demonstrated ability and willingness to generate improved solutions to complex problems and resolve complaints using creativity, reasoning and past experience.
4. Demonstrated ability to communicate effectively both in writing and verbally with project leaders, managers, colleagues, researchers, and external stakeholders.
5. The ability to collaborate proactively and consult with internal and external stakeholders, as well as sharing resources to accomplish objectives. 
6. High level of proficiency in all Microsoft Office applications (word processing, spreadsheet and database); electronic mail systems (Outlook); records management (TRIM); and general office equipment.
7. Strong organisational skills, able to prioritise a variety of tasks in a busy environment while meeting deadlines; and adapting to technology and/or procedural changes.

8. Demonstrated ability to work effectively and positively in a team environment, while being able to work independently with minimal supervision.
Desirable Criteria:
1. Experience in a scientific research environment particularly ocean research 
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

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:   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:


Dr Cai Wenju via email: Wenju.Cai@csiro.au or phone: +61 3 9239 4419 
Please do not email your application directly to Dr Cai   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.  

About CSIRO and the Climate Science Centre

The CSIRO Climate Science Centre is a research program of about 100 staff working in CSIRO Oceans and Atmosphere. The Centre brings together the core of CSIRO's capability in climate modelling and observations of the atmosphere and ocean. The mission of the Centre is to deliver the climate knowledge Australia needs to inform an effective national response to the challenges of a variable and changing climate. More information on the Climate Science Centre is available here 
Information about the Centre for Southern Hemisphere Oceans Research is available here 


