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Administrative Services CSOF5 

Role summary for potential applicants 

	Advertised Job Title:
	Knowledge Management Implementation Lead - Finance

	Reference Number:
	41721

	Classification:
	CSOF5

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

	Location:
	Flexible: Melbourne or Canberra Preferred

	Tenure:
	Specified Term – 12 Months

	Relocation assistance:
	Not Available

	Applications are open to:
	Australian/New Zealand Citizens and Permanent Residents Only

	Functional Area:
	Corporate Finance 

	Reports to the:
	Manager - Training, Improvement & Support Centres

	Number of Direct Reports:
	0


	Role Overview:

	The Knowledge Management Implementation Lead will co-ordinate and actively contribute to the build, implementation, and maintenance of user-centric Finance knowledge for both Finance and CSIRO. The project will leverage current capabilities (Intranet, SharePoint, Confluence), and will apply knowledge management principles to implement a structured and managed view of Finance related reference information (policy, procedures, user guides, training materials, related tools and links). The Project team will be in the form of a virtual arrangement, with 4 other staff who will each dedicate 20% of their time to work with the Lead in meeting objectives.

The Knowledge Management Implementation Lead will:

· Co-ordinate and be hands-on through the capturing, designing, authoring, publishing, and maintenance of Finance reference information,

· Co-ordinate overall priorities with various staff and stakeholders,
· Implement outcomes across diverse user group through effective change processes,
· Implement a structured knowledge management framework to support on-going maintenance and improvement to reference information, and,
· Champion the importance of knowledge management across staff and stakeholders, and provide subject matter expertise (SME) across knowledge management principles and relevant systems being used

The project’s measures of success will be based on positive uptake by staff, with demonstrated efficiencies gained on easily accessing and applying Finance knowledge. 
This position will seek advice from the Manager Training, Improvement & Support Centres, Finance, and will drive a collaborative, well managed, and user-centric approach to successfully meet staff and stakeholder needs. 

	Duties and Key Result Areas:

	· Knowledge Diagnosis, Design, and Build:

· Conduct Knowledge audit to collect and validate all Finance related reference information

· Define, confirm and build Knowledge structure and solutions across systems (Intranet, SharePoint, and Confluence). This includes categorisation, site and content hierarchies, managed feedback processes, content review/signoff workflows, internal Finance communication alerts/notifications processes, user profile settings.
· Define and deliver on business and technical requirements, and conduct system testing where required.
· Contribute to the capturing, designing, authoring, publishing, and maintenance of Finance knowledge
· Pro-actively liaise with appropriate stakeholders in conjunction with other related initiatives, providing subject matter input, while incorporating other plans into proposed design of Finance Knowledge.
· Implementation and Maintenance:

· Lead overall co-ordination and implementation of deliverables. This includes managing timelines, providing progress reporting, addressing risks and issues

· Execute effective change and communication management strategy to ensure successful implementation of changes which demonstrates positive staff uptake. This will also include formulation and delivery of training where required.
· Develop and implement a structured framework to support both the project deliverables (ie. diagnosis, design, build, signoff workflows) as well as on-going maintenance processes of finance content post implementation (ie. service levels, managed feedback & maintenance processes, periodic reviews, user permission management, system usage reporting).
· Develop, measure and report on knowledge management metrics to determine value and demonstrate benefits.

· Conduct lessons learnt activities to continuously improve implementation approach, improve access to reference information, and improve support processes. 
· Apply hands-on approach to ensure Finance knowledge is maintained within agreed Service levels, and new/updates are timely implemented through relevant processes.
· Pro-actively engage with other projects, stakeholders, and business partners to bring about collaborative efforts to Finance knowledge
· Contribute to positively influencing successful outcomes that adds value to CSIRO and aligns to CSIRO’s strategy.
· Subject Matter Support:

· Provide guidance and support to team, staff and stakeholders – Technical across systems, Knowledge management principles, issues management, guidance and direction
· Assist in translating reference information and support processes through system functionalities
· Provide transparency of work with team members, managers, and relevant stakeholders
· Contribute to a knowledge sharing environment through sharing, creating and improving practices across Finance, and with stakeholders.
· Practicing and advocating a customer centric, collaborative, and continuous improvement focus with staff and stakeholders through deliverables.
· 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 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 Finance and/or Knowledge Management, and/or equivalent work experience.
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. Demonstrated experience in leveraging Knowledge Management principles to build and implement successful reference information outcomes.

2. Ability to engage with diverse staff and stakeholders to capture knowledge management needs and translate into value adding outcomes.
3. Ability to build and maintain positive relationships with staff and stakeholders to achieve a high level of trust and respect to influence outcomes, provide subject matter expertise and guidance, and effectively communicate findings.

4. Ability to identify and analyse complex or ill-defined problems and develop appropriate user-centric solutions and accurately communicate findings and outcomes to staff and stakeholders through strong written and verbal communication skills that demonstrates other party’s priorities. 

5. Ability to ensure data integrity through demonstrated attention to detail and quality data input, including proactive problem identification and appropriate resolution of issues.

6. Ability to participate in ongoing knowledge transfer across the Finance team, providing support and direction for others in the team by recognising and supporting staff achievements and fostering open communication and strong collaboration.
7. Flexibility and agility to contribute to multiple teams, co-ordinate multiple priorities, and support various staff needs.
8. Creative sense – Ability to think outside the box

Desired Criteria:

1. Knowledge or experience of Finance systems and processes
2. Preferred expertise in using either SharePoint, Intranet, and/or Confluence to structure and build reference information and surrounding support processes.
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:   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:


Mr Dikesh Gandhi via email: dikesh.gandhi@csiro.au or phone: +61 3 9545 2152
Please do not email your application directly to Dikesh Gandhi.   Applications received via this method will not be considered.

About CSIRO

At CSIRO, we do the extraordinary every day. We innovate for tomorrow and help improve today – for our customers, all Australians and the world. Our innovations contribute billions of dollars to the Australian economy every year. As the largest patent holder in the nation, our vast wealth of intellectual property has led to more than 150 spin-off companies. With more than 5,000 experts and a burning desire to get things done, we are Australia’s catalyst for innovation. 

CSIRO. We imagine. We collaborate. We innovate. Find out more: www.csiro.au
CSIRO Finance is the enterprise-wide team that provides financial and procurement services to support the organisation.


