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Administrative Services – CSOF3
Role summary for potential applicants
	Advertised Job Title:
	Project Support Officer - Capturing Heterosis (Part-time)

	Reference Number:
	45581

	Classification:
	CSOF3

	Salary Range:
	AU $61K to AU $78K plus up to 15.4% superannuation (pro-rata for part-time)

	Location:
	Waite Campus, Urrbrae (Adelaide) South Australia

	Tenure:
	Approximate term of 1 year and 9 months (ending 30 June, 2019)

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

	Applications are open to:
	 FORMCHECKBOX 
  Australian Citizens Only

 FORMCHECKBOX 
  Australian Citizens and Permanent Residents Only

·  FORMCHECKBOX 
  All Candidates
· 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:
	20%

	% Client Focus - External:
	80%

	Reports to the:
	Anna Koltunow, Science Leader – Capturing Heterosis Project

	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 report to the Science Leader of a multi-party international humanitarian project, Capturing Heterosis funded by the Bill and Melinda Gates Foundation. The position will support the efficient and effective operations of the Gates funded project and the delivery of the Gates project objectives. It will also support a bid for an extension of the project in the form of a multi-party grant proposal to be developed during 2018. The latter, if successful, could extend the role from its current end date of 30 June, 2019 for an additional term. 
The current project involves six international science agencies in addition to CSIRO. The position holds responsibility for coordinating the administrative and science communication aspects of the project, including the management of a project communications portal that has already been established. 
The position is offered on a part time basis of approximately 22 hours per week.


	Duties and Key Result Areas:

	Gates Project Issues Management 

· Under limited direction, provide support to the science leader for project related administrative issues and interactions internally in CSIRO, with international research groups and key stakeholders.

· Prioritise issues for the science leader’s attention and provide briefing notes/reports to facilitate effective action.

· Prepare and review correspondence and reports that deal with complex or sensitive matters relevant to the project.

· Monitor and follow up on project-related issues that need to be drawn to the science leader’s attention in a timely manner.

Coordination

· Coordinate internal and external reviews of project progression, responses to information requests and reporting requirements.

· Manage communication and administrative aspects as necessary (e.g. regular video conferences, visiting scientists, publication records, communications portals, liaison with finance team on budgets and business development teams on IP).

· Lead the organization of annual international face to face meetings, retreats or other project associated events and travel associated with project activities.

· Coordinate the collation, proofing and distribution of project reports and operational plans. This will occur on a regular basis for monthly meetings between groups in addition to the annual reporting cycle.

· Support the development of a new bid to extend the project, working with the Bill and Melinda Gates Foundation during 2018.

· Work collaboratively with colleagues within your team, the business unit, across CSIRO, and with International partners to reach objectives.

Compliance

· Identify and coordinate project relevant compliance with CSIRO/Funder processes in terms of reconciliations and governance requirements, audits and other applicable legislative requirements.

Communication

· Act as a contact point for project related matters requiring administrative attention.

· Develop and maintain cross-agency/organizational networks to facilitate effective administrative operations.

· Assist in the preparation of materials for presentations including visuals, reports, external press releases, web based messages, and synopsis of project achievements for general release. Coordinate processes associated with the vetting of the communications materials. Work in conjunction with the supervisor, CSIRO communications and collaborating agency parties involved in the project to support this aspect.

· Communicate effectively and respectfully with all staff, clients and suppliers in the interests of good business practice, collaboration and enhancement of CSIRO’s reputation.
· Foster open communication, provide coaching and on-the-job training to support and research colleagues, as required, and provide recognition and acknowledgement for staff achievements.

Meeting Planning 

· Liaise with project participants and supervisor to schedule meetings, travel, and report preparation times associated with project activities in their calendars. 
Procurement of project related supplies

· Order, pay, receive and reconcile goods and services related to the project as directed.

CSIRO related general duties

· Adhere to the spirit and practice of CSIRO’s Values, Health, Safety and Environment plans and policies, Diversity initiatives and Zero Harm goals.
· Any other duties within the scope of this position that may arise from time-to-time, for which the incumbent holds the skills and abilities to perform.


	Selection Criteria:

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

Pre-Requisites:
1. Experience/Expertise:  Significant expertise working in administrative support for leadership of biological and or biomedical research enterprises.
2. Technical Skills: Demonstrated proficiency in Microsoft Outlook applications including Word, Excel, Access, PowerPoint, with experience in accessing and using web based portals or sites.

3. Communication:  Excellent communication skills with the ability to clearly convey information and ideas, select the most appropriate method of communication, and establish effective interpersonal relationships with key internal and external stakeholders.

4. Behaviours:  A history of professional and respectful behaviours and attitudes in a collaborative environment.

Essential Criteria:

1. Demonstrated experience in providing assistance to senior project managers involved in complex national/international multi-party projects in a fast paced, changing and complex environment, with the ability to professionally handle sensitive and confidential information, and use appropriate judgment and discretion.
2. Demonstrated ability to coordinate the preparation of reports and off-site conferences, multi-party meetings, briefing notes, management of diaries, travel organisation and reconciliation of goods and services.
3. Demonstrated ability to effectively manage a number of competing priorities simultaneously and willingness to change ideas, try different approaches and maintain professionalism and flexibility.

4. The ability to work effectively in a team, proactively seeking and considering ideas of others whilst positively contributing to the team environment.
5. The ability and willingness to generate improved solutions in work situations, trying creative ways to deal with problems and opportunities.
Desirable Criteria:

1. Ability to understand biological science literature with a record of experience in supporting the communication and writing of science reports and writing of grants.

2. Experience in supporting the management of a biological science laboratory and supporting the financial management of aspects of biological scientific projects.

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 be: 

1. Willing to undertake a test to measure competency with the Microsoft Office Suite of tools prior to commencement and also a psychometric test.

2. Able to begin work at the CSIRO Waite Campus laboratories by the end of September 2017 so that project milestones can be met.


	Other Information:

	How to Apply

Please apply for this position online at https://jobs.csiro.au/ and “Search by Keyword” for 45581.  Internal (CSIRO) candidates should apply for this position via the “Recruitment” tab in SAP (choose “Jobs Central” and enter Requisition Number 45581).
Your application should comprise one document incorporating a resume and covering letter which includes formal responses to the Pre-requisites, Essential and Desirable Criteria (outlined in the previous section of this document).  Your responses should include relevant examples of the skills and experience that best demonstrates your motivation and ability to meet the requirements of the role (uploaded under “Resume/Cover Letter”).  Applicants who do not provide formal responses to the selection criteria will not be considered.
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 Anna Koltunow via email: Anna.Koltunow@csiro.au or telephone: 08 8303 8610
Please do not email your application directly to Dr Koltunow.   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 Agriculture and Food will be the catalyst for transforming productivity, profitability and sustainability in Australia's food and fibre industries and a leader addressing the global response to food and nutritional security for the world's growing population.

Find out more: https://www.csiro.au/en/Research/AF 


