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Administrative Services – CSOF3
Role summary for potential applicants 

	Advertised Job Title:
	Learning and Development / Organisation Development Administrator

	Reference Number:
	53003

	Classification:
	CSOF3

	Salary Range:
	AU $61K to AU $78K plus up to 15.4% superannuation

	Location:
	Black Mountain, Canberra, ACT or Clayton, VIC

	Tenure:
	 FORMCHECKBOX 
Indefinite OR  FORMCHECKBOX 
 Specified Term of  2 years and 6 months

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

	Applications are open to:
	 FORMCHECKBOX 
  Australian Citizens Only

 FORMCHECKBOX 
  Australian/New Zealand Citizens and Australian Permanent Residents Only

	Functional Area:
	Administrative Services

	% Client Focus - Internal:
	100%

	% Client Focus - External:
	0%

	Reports to the:
	Manager, Learning Support Services Team

	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 Learning and Development Administrator will contribute to a small team responsible for providing an exceptional learning experience for CSIRO individuals, teams and leaders. 

The Learning and Development administration team works in partnership with our learning consultants to build CSIRO’s innovation capability. Specifically the team promotes and schedules programs; ensures program venues, equipment and catering are fit for purpose; learning support materials are accessible and available in a timely manner; participants are aware of and have completed any pre-work requirements; and program evaluation is completed, synthesised and reviewed for continuous improvement purposes. The team also manage external provider contracts and payment of invoices as well as program billing. 
This position reports to the Manager of the Learning Support Services Team. The role is diverse, fast-paced and delivery takes place in highly collaborative environment. There are many opportunities for customer communication, mostly virtual, as well as the need for IT system administration and support, marketing functions, program delivery assistance and program design and input.


	Duties and Key Result Areas:

	· Customer liaison; work with line managers and participants to understand their learning needs and respond to their learning and development enquiries.
· Contribute to the schedule of CSIRO learning programs including engaging our external partners and ensuring timing of programs maximizes participation taking into account key organisational priorities and events.

· Support effective program uptake through monitoring program evaluation, effectiveness and efficiency including monitoring costs of program delivery and identifying efficiencies.
· Contribute to the development and maintenance of accessible L&D presence across CSIRO including intranet, targeted marketing materials, and creating a social media presence where appropriate.
· Manage pre-program coordination, including:

· Liaise with internal and external consultants, securing speakers at events and significant rescheduling to adapt to changing schedules;
· Liaise with participants to confirm programs (including participant numbers, pre-work materials, and venue);
· Order and confirm delivery of program materials and workbook collation;
· Arrange cost effective catering for programs;
· Ensure appropriate access to technology (data projector, skype, YouTube, etc) and provide technical support to learning consultants (i.e. Confluence, Sharepoint);
· Arrange preparation of room for programs including ensuring appropriate health and safety standards are in place (ergonomic, electronic lighting, etc).
· Virtual room support, including:
· Make arrangements with learning consultant and or participants to ensure room is returned to pre-program condition;
· Provide virtual trouble shooting where problems arise;
· Distribute and collect feedback forms and collate and monitor program feedback and quality.
· Management of the program cancellation policy consistently, transparently and fairly whilst maintaining effective stakeholder relationships.

· Support for strategic project outcomes, including planning, logistics, budgets, milestones, database management, scheduling & coordination.

· 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.

· Any other duties within the scope of this position that may arise from time-to-time, for which the incumbent holds the skills and abilities to perform.


	Selection Criteria:

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

Pre-Requisites:
1. 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.

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

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

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

1. Customer - Demonstrated experience understanding and solving customer problems, and offering considered solutions and advice to provide a positive and effective learning experience for our line managers and participants.
2. Admin - Experience performing administration tasks for multiple stakeholders in a fast paced setting with competing priorities. (i.e. enterprise wide function, virtual teams, specialist software).
3. Small team – A team player with experience contributing as a member of a team and cooperating with colleagues to achieve shared outcomes to provide a seamless service and create a positive team culture.
4. Technology – Proficiency with multiple software packages, including; Microsoft Office suite (especially Excel and PowerPoint), Human Resource Information Systems (such as SAP), and Learning Management Systems with a demonstrated ability to use programs to their full capacity, and initiative to explore new technologies and their applications to other fields.
5. Organising and scheduling – Experience organising and scheduling events, meetings, and rosters for multiple parties, including minute taking in meetings.
6. Innovation – The ability and willingness to generate improved solutions in work situations, trying creative ways to deal with problems and opportunities.
Desirable Criteria:

1. Experience promoting initiatives and using social media in a work context.
2. Experience in an organisational learning and development context.
3. Experience with a graphic design suite, such as Adobe Illustrator.
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 53003.  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.  Where text responses are required, to avoid being timed out of the system we recommend that you prepare your responses off line and paste them into the appropriate spot prior to submitting your application.
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:


Kelli Jones via email: Kelli.Jones@csiro.au or phone: +61 2 6276 6203
Please do not email your application directly to Kelli Jones.   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 Learning and Development

Our Learning and Development Team supports our people to build capability and shift mindsets that boost CSIRO’s innovation performance and create value for customers. We develop high quality, tailored learning and development programs and solutions that address learning needs common across the organisation and are aligned to CSIRO's mission to create value for customers through innovation that delivers positive impact for Australia.


