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Administrative Services – CSOF4
Role summary for potential applicants 

	Advertised Job Title:
	Risk and Compliance Officer

	Reference Number:
	42382

	Classification:
	CSOF4

	Salary Range:
	AU $78K to AU $88K plus up to 15.4% superannuation

	Location:
	Hobart, TAS

	Tenure:
	2 year specified term

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

	Applications are open to:
	Australian/New Zealand Citizens and 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:
	90%

	% Client Focus - External:
	10%

	Reports to the:
	Research Operations Manager – Oceans & Atmosphere Business Unit 

	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 Risk and Compliance Officer delivers high quality support to the Oceans and Atmosphere Business Unit in several key areas, such as:
· Ensuring compliance with CSIRO HSE procedures, and legal and regulatory requirements associated with research activities that have key risks in radiation, chemical, and biological safety. 

· Assessing operational risks, and developing and coordinating risk management activities on behalf of the Oceans and Atmosphere Business Unit.
· Identifying and implementing efficiencies in HSE procedures across the Oceans and Atmosphere Business Unit.
· Conducting periodic internal business unit reviews/audits to ensure HSE compliance.
· Coordinating and supporting external audits by regulators (e.g. ARPANSA).
· Actively participating in Oceans and Atmosphere, Site and CSIRO-wide HSE networks.


	Duties and Key Result Areas:

	· Develop strong trusted adviser relationships with stakeholders in the Oceans and Atmosphere Business Unit in the area of risk and compliance management. 

· Act as Business Unit/s Radiation Safety Officer; engage with and guide scientific staff, and liaise with the CSIRO Radiation team to ensure compliance with ARPANSA regulations.
· Facilitate regulatory compliance and consistent processes around chemical, biological and biohazard management across a number of CSIRO (Oceans and Atmosphere) sites and circumstances (including PC2 and QC labs).
· Ensure staff and managers understand their responsibilities and accountabilities, and have appropriate training in relation to HSE and associated regulatory and compliance requirements

· Ensure equipment is maintained, fit for purpose, and meets regulatory requirements and relevant standards

· 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 Bachelor Degree or higher in HSE and/or a relevant scientific discipline, and/or equivalent relevant experience, such as in risk regulatory management.
2. Travel:  Ability and willingness to travel inter- and intra-state, as required.
3. License:  A current and valid driver’s licence
Essential Criteria:

1. Demonstrated experience in understanding and managing the regulatory environment in a research organisation.
2. Demonstrated experience in risk management in a complex environment.
3. Demonstrated experience as a trusted advisor, with the ability to build strong client relationships which foster networks to deliver initiatives whilst contributing positively to a team environment.
4. Demonstrated ability to work both individually and as part of a team to influence outcomes across multiple areas of research.

5. Demonstrated ability to identify and deliver relevant HSE and risk management training and associated materials for staff and managers.
Desirable Criteria:

1. High level computing skills, particularly Microsoft Office Suite programs.
2. Experience working in research laboratories. 
3. Industry experience in Science and/or Research setting with Radiation, Chemicals and/or Biologicals and/or Remote Work and/or Boating/Diving.
4. Experience in project management.
5. Knowledge of Risk Workshops and understanding of Critical Controls.
6. Development of Safety Management Systems.
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.  Please provide enough information relevant to the selection criteria for this position to enable the assessment panel to determine your suitability, and upload one document containing your CV/resume and cover letter
If you experience difficulties applying online call 1300 301 509 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:

Ms Tamara Walton via email: tamara.walton@csiro.au or phone: +61 3 6232 5330
Please do not email your application directly to Ms Walton.   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.  

CSIRO Oceans and Atmosphere 
CSIRO’s Ocean and Atmosphere research is uniquely placed to deliver significant economic, social and environmental benefits for Australia and the region. We seek to secure Australia’s future through our seas and skies.
Find out more:  https://www.csiro.au/en/Research/OandA/About


