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Administrative Services – CSOF3
	Advertised Job Title:
	Administration Officer

	Reference Number:
	52354

	Classification:
	CSOF3

	Salary Range:
	AU $61,425 to AU $78,177 plus up to 15.4% superannuation

	Location:
	Black Mountain, ACT

	Tenure:
	Specified term of 1 year

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

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

· 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:
	70%

	% Client Focus - External:
	30%

	Reports to the:
	Research Director, Water Resource Management

	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 Program Administration Officer will provide administrative support to the Water Resources Management Program.


	Duties and Key Result Areas:

	· Issues management co-ordination, compliance, communication, diary management, travel, office efficiency.  

· Providing practical support to the Research Program Director on dealing with issues and interactions with key stakeholders and external parties.

· Assisting with co-ordinating material needed for reviews, reports or to respond to information requests.

· Establishing and maintaining electronic document management systems /confluence in accordance with CSIRO's record management standards.

· Preparing or assisting in the preparation of technical documents and presentation material, if required.

· Assisting in or co-ordinating domestic and international travel arrangements.

· Assisting in co-ordinating meetings, agendas, minutes and following up action items.

· Communicate effectively and respectfully with all staff, clients and suppliers in the interests of good business practice, collaboration and enhancement of CSIRO’s reputation.

· Work proactively as part of an often regionally dispersed team, to carry out administrative tasks and provide personal assistance, under the general direction of senior administrative staff.

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

· Provide instruction and assist other staff to complete allocated tasks and activities, as required including reviewing work of less experienced staff.

· Provide instruction on activities pertaining to the immediate work area and responsibilities, as required and provide training to other staff.

· Generate improved solutions in work situations, trying creative ways to deal with problems and opportunities.

· 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: Must have experience supporting diverse teams in an operating environment with ambiguity and changing needs.
2. Communication:  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.

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

4. Adaptability: Demonstrated ability and willingness to change ideas, try different approaches and maintain professionalism and flexibility.

5. Problem Solving: Proven ability to investigate routine problems by identifying and considering the implications of a range of available alternative solutions.
Essential Criteria:

1. Demonstrable track record in supporting diverse teams in an operating environment with ambiguity and changing needs 
2. Demonstrated ability to distil actions from meetings, follow up and facilitate on-time completion where you are not directly responsible.
3. Demonstrated ability to work effectively in a team, proactively seeking and considering ideas of others whilst positively contributing to the team environment.
4. Demonstrated ability and willingness to generate improved solutions in work situations, trying creative ways to deal with problems and opportunities.
Desirable Criteria:

1. Understanding of the institutional arrangements for water resource management in Australia
2. Understanding of the role of data and models to support environmental assessment and prediction
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 Information:

	How to Apply

Please apply for this position online at https://jobs.csiro.au/ and enter requisition number 52354.  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:   careers.online@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:


Warwick McDonald via email: Warwick.Mcdonald@csiro.au or phone: +61 2 6246 5926
Please do not email your application directly to Warwick McDonald. Applications received via this method will 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 Land and Water, is Australia’s premier research group investigating the speciation, fate, bioavailability and toxicity of contaminants in marine and freshwater ecosystems. Our current activities are largely directed at the development and application of techniques for assessing and reducing the environmental and human health risks associated with the release of contaminants to the environment.


