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Communication & Information – CSOF4
Role summary for potential applicants 

	Advertised Job Title:
	Desktop & Software Business Administration Team Leader

	Reference Number:
	52844

	Classification:
	CSOF4

	Salary Range:
	AU $80,833 to AU $91,451 plus up to 15.4% superannuation

	Location:
	Yarralumla, ACT (negotiable)

	Tenure:
	Indefinite

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

	Applications are open to:
	Australian Citizens Only

	Functional Area:
	Communication and Information

	% Client Focus - Internal:
	80%

	% Client Focus - External:
	20%

	Reports to the:
	Desktops Manager, IMT

	Number of Direct Reports:
	2


	Role Overview:

	The successful candidate will be required to manage the Desktop & Software Business Administration (DSBA) function and team. This requires negotiating and keeping track of CSIRO’s software agreements and licenses, including day to day operational contact with software vendors.

The DSBA Team Lead responds to requests from clients and CSIRO IMT Management, tracking the demand for specific software licenses, and liaising with clients and vendors to determine bulk discount possibilities.

This role requires exceptional administrative skills, with the ability to administer, document and report on a variety of software licensing and other agreements.

Security Clearance: 
This is a security assessed position. Applicants must be an Australian citizen, with successful candidate either holding or having the ability to obtain a Baseline, Australian Government security clearance.
Note: 
-CSIRO utilises the Australian Government Security Vetting Agency to conduct its security clearances. Further information regarding security clearances may be found at http://defence.gov.au/AGSVA/resources.asp
-To obtain an Australian Government security clearance, 10 years’ worth of background information verifiable by independent and reliable sources is required. 


	Duties and Key Result Areas:

	Team Leadership

· Lead a team delivering IT support to provide resolution in a timely manner to incidents, problems or requests relating to desktop software administration and mobile telecommunication plans
· Allocate activities, direct tasks and manage resources to meet objectives. Provide coaching and on the job training, recognising and supporting staff achievements and foster open communication in the team
· Plan, organise and monitor the allocation of resources for the delivery of the service
· Provide vendor management capability and service compliance in relation to software and telecommunication contracts
· Communicate effectively and respectfully with all staff, clients and suppliers in the interests of good business practice, collaboration and enhancement of CSIRO’s reputation.
Software Administration

· Monitoring and triage of the Software Administration email inbox and vFire queue
· Respond to and resolve software licensing requests and issues
· Liaising with clients to determine their requirements and improve the availability of price competitive software
· Liaising with vendors to obtain price competitive software licensing
· Communicating with clients regarding software renewal and acquisition activities
· Liaising with technical teams to determine licensing requirements for services and presenting those requirements to the software vendors for analysis of best fit licensing models
· Liaising with CSIRO Finance and Procurement to recover costs of licensing and software from IMT clients
· Identifying software licensing needs and presenting those needs to CSIRO IMT management and procurement for consideration as a CSIRO enterprise license
· Coordinate CSIRO’s response to vendor initiated software audits
· Maintaining CSIRO’s Software Management Portal
· Extracting reports from the portal and IMS periodically to identify potential for enterprise agreements on commonly requested software
· Developing software licensing reports and summary briefs for Management as required
· Liaising with the IMT Desktops team for maintenance of software versions and descriptions
· Assisting and/or performing duties in other areas of the Desktops area to provide coverage during periods of staff absence
Telecommunication mobile and data plans
· Participate in vendor meetings and vendor reviews
· Work proactively with other areas of CSIRO IMT, including CSIRO IMT Finance and Unified Communications to contribute to process and delivery improvements or automation
· Liaising with stakeholders to determine requirements for services and presenting those requirements to the contracted vendors for analysis of best fit service models
· Identify cost reduction opportunities
· Coordinate client requested changes and enquiries e.g. Telstra mobile and data plans
Overall

· 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. Collaboration:  Ability to contribute to collaboration across teams to effect positive changes in work practices and procedures
2. Experience: An established period of experience in an administrative and/or financial support position.
3. Leadership:  The ability to provide coaching and on-the-job training plus the capability to recognise and acknowledge staff achievements.

4. Adaptability: Demonstrated ability to adapt to changing circumstances and new responsibilities and maintain professionalism and flexibility.
Essential Criteria:

1. Exceptional administrative skills, incorporating the ability to adhere to finance and procurement processes.
2. The ability to work effectively in a team environment, proactively collaborating, consulting and sharing resources to accomplish objectives.
3. Demonstrated ability and willingness to find workable solutions to complex problems and resolve complaints using creativity, reasoning and past experience.
4. Ability to establish and maintain productive vendor relationships to add value to IMT services.
5. Sound knowledge of Microsoft Excel and ability to perform database queries.
6. Excellent communication skills with the ability to clearly convey information and ideas, adapted to others needs and priorities, and establish effective interpersonal relationships with key internal and external stakeholders.
Desirable Criteria:

1. Previous experience in dealing with software management and/or vendor contracts.
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.

Special requirements:
To be eligible for this position you must hold a current Australian Baseline Security Clearance or have the ability and willingness to apply. 


	Other Information:

	How to Apply

Please apply for this position online at https://jobs.csiro.au/ and enter requisition number 52844.  Internal applicants please apply via ‘Jobs Central’ in SAP (click ‘Recruitment’)  

Please load your CV (Maximum 2MB). You may also be required to respond to some screening questions.  
If you experience difficulties applying online call 1300 984 220 for assistance.  Outside Australian business hours please email:   csiro-careers@csiro.au. 

Referees:  Please provide contact details of two previous supervisor or academic/professional referees in your resume/CV. We will ask your permission before making contact. 

Contact:  If after reading the position details above you require more information please contact:


Mr Nick Gahan via email: Nick.Gahan@csiro.au or phone: 02 9490 8977
Please do not email your application directly to Mr Gahan.   Applications received via this method may not be considered by the selection panel.

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.  

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 
CSIRO Information Management and Technology (IMT) is committed to introducing and maintaining up-to-date, quality information services in support of CSIRO’s strategic objectives. Ongoing business engagement maintains strong connections between IM&T and CSIRO’s research areas so that our services are closely aligned with CSIRO’s strategic objectives, and forms the basis for IMTs annual Operational Plans.


