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Administrative Services – CSOF5
Role summary for potential applicants 

	Advertised Job Title:
	Project Manager – Chief Scientist and Alumni

	Reference Number:
	40075

	Classification:
	CSOF5 (1 x full time or 1 x 0.6EFT + 1 x 0.4EFT)

	Salary Range:
	AU $92,591 to AU $100,199 plus up to 15.4% superannuation

	Location:
	Flexible (Clayton, VIC, preferred) 

	Tenure:
	12 month term

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

	Applications are open to:
	Australian Citizens and Australian Permanent Residents Only

	Functional Area:
	Administration Services

	% Client Focus - Internal:
	50%

	% Client Focus - External:
	50%

	Reports to the:
	Executive Officer, Future Industries

	Number of Direct Reports:
	0


	Role Overview:

	The Project Manager/s, will manage the implementation of the Chief Scientist and/or Alumni engagement and communication plans, will work in an interdisciplinary team involving communications, researchers, business representatives, information technology and information management professionals and will operate in an agile and highly collaborative environment. 
CSIRO is committed to a flexible working environment and therefore this role can be either 1 person full time or 2 part time people (1 person 3 days per week for Chief Scientist and 1 person 2 days per week for Alumni).

The Chief Scientist part of the role will include coordinating network activity and delivery, speech writing, event creation and management, liaising with media, the development and implementation of communication content through various internal and external channels to enhance the Chief Scientist’s and therefore CSIRO's image, promote its capabilities and be an advocate for science.
The Alumni component will be responsible for the implementation of the newly developed Alumni communication and engagement strategy that includes; building the new online community, coordinating network activity and delivery, event creation and management, development of internal and external content and enhancing the connection between Alumni members (current and potential future) with CSIRO staff, activities and opportunities.  


	Duties and Key Result Areas:

	· Lead the day-to-day management of the project/s.
· Delivery of project/s to scope, budget, schedule and stakeholder expectation.
· Monitor and report on scope, quality, time and costs risk and issues to the line manager.
· Provide high-level written material for the Chief Scientist and Alumni, including speeches, briefing notes, content and opinion pieces.
· Identify key external engagement opportunities for the Chief Scientist and Alumni network.
· Evaluate the outcomes and impact of external engagements, providing recommendations about participation.
· Effective transition of the current Alumni online community to the new platform.
· Strive for “Zero Harm” (physical and psychological) - promote a strong safety culture through active management of HSE performance.
· Other duties as directed.


	Selection Criteria:

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

Pre-Requisites:
1. Education/Qualifications: A tertiary qualification in communication, project management or a related field, and/or relevant management/leadership experience.
Essential Criteria:

2. Demonstrated success in innovative planning and implementation of projects (on budget, on schedule, to scope, calculating risk, problem solving and to stakeholder expectations);
3. High-level senior stakeholder management experience, with a particular focus on influencing and negotiation;
4. Well-developed creativity skills and an ability to work autonomously and under pressure; 
5. High-level oral and written communication skills including experience in developing impactful speeches and presentations;
6. Experience in building and managing online networks/communities and creating effective content;
7. Demonstrated event and networking development, implementation and management.
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 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:


Claire Manson by email at claire.manson@csiro.au or by phone at (03) 9545 2177.

Please do not email your application directly to Claire Manson.  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.  


