Position Details[image: image1.emf]

Administrative Services – CSOF5
Role summary for potential applicants 

	Advertised Job Title:
	Operations and Support Administrator

	Reference Number:
	45761

	Classification:
	CSOF5

	Salary Range:
	AU $95k to AU $103k plus up to 15.4% superannuation

	Location:
	Clayton, Vic

	Tenure:
	 FORMCHECKBOX 
Indefinite OR  FORMCHECKBOX 
 Specified Term of  1 years and 0 months

	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:
	95%

	% Client Focus - External:
	5%

	Reports to the:
	CBIS Regional Manager – Victoria Tasmania

	Number of Direct Reports:
	16


	Role Overview:

	The role of the Operations and Support Administrator is to manage and oversee a broad range of CSIRO operational functions within the Victorian Region, including Site front-of-house, Stores and Logistics, Fleet administration and logistical support to CSIRO’s Business and Infrastructure Services (CBIS) and Victorian Regional Sites.  

Reporting to the CBIS Regional Manager – Victoria Tasmania, the role encompasses management, within the Victorian Region, of:

· Stores and Logistics activities including receipt and dispatch services, inventory control, simple procurement, internal logistics, dangerous goods handling/dispatch.  

· Front-of-house activities on Vic Region sites including reception, incoming calls, visitor registration, etc

· Services 

· Vehicle Fleet
· Tenants (day to day issues including tenant staff lists)

· Operational support budgets

· High level project support for the CBIS Regional Manager

· CBIS support functions relating to day to day site operations

All duties will be undertaken in accordance with CSIRO policies and procedures and in accordance with the CSIRO Code of Conduct.

	Duties and Key Result Areas:

	· Overseeing front-of-house services (Receptions, Stores) at all Victorian Region Sites
· Managing staff resourcing including rostering, leave and performance management, as required;

· Overseeing the provision of a high quality stores and logistics service for the Victorian Region;

· Overseeing the management of the Vic Region vehicle fleet

· Participating in relevant procurement tender panels

· Acting as an administration point of contact for all CBIS staff, internal and external clients on CBIS operational requirements. 

· Developing and coordinating staff training and development opportunities for all Regional CBIS staff

· Providing frequent contact (and regular meetings) with your team to ensure support and direction in a manner that builds trust and respect and enables an enhanced team performance.

· Managing activities within your team as required, to ensure compliance with CSIRO HSE and EEO policy.

· Participating in the development and implementation of strategies and processes to improve and maintain operational effectiveness across your respective site(s). 

· Recognising and resolving problems as they arise and accepting responsibility for meeting all key performance indicators. 

· Providing other associated duties as directed by the CBIS Victorian Regional Manager or their delegate.

· Potentially undertaking on-call duties, if practicable.

· Adhering to the spirit and practice of CSIRO’s Values, Health, Safety and Environment plans and policies, Diversity initiatives and Zero Harm goals.
· Undertaking other duties as determined by the CBIS Regional Manager or their delegate.  



	Selection Criteria:

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

Pre-Requisites:
1. Education/Qualifications:  A relevant Certificate or tertiary qualification, and/or equivalent management/leadership experience in a relevant area. 
2. Communication:  Excellent written and oral communication skills, including the ability to clearly and succinctly convey information and ideas to individuals and groups.
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.
5. Problem Solving:  Proven ability to investigate underlying issues of complex and ill-defined problems and develop appropriate responses through abstract thinking and using creative solutions.
Essential Criteria:

1. Proven experience in the successful management of a small team, fostering a collaborative work environment and encouraging active participation by all team members.

2. Proven experience in managing a customer base, including a strong customer service focus with the ability to interact courteously and efficiently with customers, build relationships and keeping customers informed on the delivery of site support services
3. Demonstrated written, keyboard and data entry skills and experience in Microsoft Office applications (Word, Excel & Outlook) and routine administration
4. Ability to take initiative and develop and maintain operational procedures and train staff
5. A proven ability to plan, coordinate and prioritise activities and work independently to achieve service outcomes.

6. The ability to work effectively in a team environment, collaborate widely both internally and externally, and provide guidance to managers and staff.
7. Demonstrated ability and willingness to generate improved solutions to complex problems and resolve complaints using creativity, reasoning and past experience.
Desirable Criteria:

Skills and experience in:

1. Planning and managing of a stores and logistics service including inventory control and stocktake
2. Planning and managing of front-of-house operations including receptions
3. Working with contractors and undertaking site inductions and oversight  
4. Corporate procurement systems and methods of obtaining quotations and certifying payments
5. Specialist and dangerous goods management relating to samples, research materials, gases and other dangerous goods.
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 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 427 476 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:


Murray Brown via email: Murray.Brown@csiro.au or phone: +61 3 9731 3281
Please do not email your application directly to Mr Brown.   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 Business & Infrastructure Services (CBIS) is charged with managing the provision, maintenance and operation of all CSIRO's scientific and research facilities.

CSIRO has a complex property portfolio of owned and leased facilities that comprise over 1,000 buildings spread across a number of locations.  These scientific and research facilities are diverse both in location and type.

CBIS delivers it services through its Enterprise functions, which incorporates strategic, capital and estate issues; while the CBIS teams within each Zone deliver the operational property services.  CBIS's strategy and operational activities align with CSIRO's strategic direction and scientific activities.


