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Administrative Services – CSOF3
Role summary for potential applicants 

	Advertised Job Title:
	Personal Assistant (Administration Officer)

	Reference Number:
	57567

	Classification:
	CSOF3

	Salary Range:
	AU $61k to AU $78k pro rata plus up to 15.4% superannuation

	Location:
	Sydney (North Ryde) NSW

	Tenure:
	Specified Term till 31st Dec 2019

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

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

	Functional Area:
	Administrative Services

	% Client Focus - Internal:
	100%

	% Client Focus - External:
	0%

	Reports to the:
	Deputy Director (Agriculture & Food)

	Number of Direct Reports:
	0


	Role Overview:

	The role of the Personal Assistant (Administration Officer) is to provide high level secretarial and administrative support to the Deputy Director (Agriculture & Food) by managing and coordinating the day-to-day activities of the Deputy Director.  This role is responsible for effective diary management, arranging travel, navigating email traffic, collation and formatting of meeting papers, recording minutes in meetings as required, preparing incoming and outgoing correspondence. This role will also provide a proactive point of contact for matters which require the attention of the Deputy Director.
This position will be part time, completing 44.1 hours per fortnight as a minimum of three days per week. Working hours and days will be negotiated with successful applicant.


	Duties and Key Result Areas:

	Issues Management

· Provide practical support to the Deputy Director, dealing with issues and interactions with key stakeholders and external parties.
· Ensure prioritised issues for the Deputy Director’s attention are effectively managed.
· Prepare and review correspondence and reports that deal with routine matters.
· Monitor and follow up on issues that need to be drawn to the Directors’ attention in a timely manner.
Coordination

· Coordinate material needed for reviews, reports or to respond to information requests.
· Manage administrative projects or issues as necessary (e.g. scholarship program, visiting scientists, publication records).
· Coordinate internal and external meetings or other events, including booking rooms, resources, travel, transport, equipment and catering.
· Prepare meeting minutes and initiate follow-up action.
Compliance
· Establish and maintain electronic document management systems in accordance with CSIRO's record management standards.
· Maintain registers/logs related to specific operational requirements relevant to Research Program operations. 

Communication

· Draft routine responses and correspondence, and monitor follow-up actions.
· Develop and maintain functional networks to facilitate effective operations.
· Prepare or assist in the preparation of technical documents and presentation materials.

Diary Management

· Regularly review, evaluate and monitor the Deputy Director’s email, prioritising tasks and deadlines.
· Resolve conflicting appointments and deadlines.
Travel

· Prepare all domestic and international travel arrangements for the Deputy Director and others as directed.
· Acquit travel expenses and credit card statements, and process payments.
Office Efficiency

· Maintain office supplies and equipment for the site/office/unit.
HSE

· Coordinate HSE matters (e.g. safety contacts) on behalf of the Deputy Director.
General
· 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 a 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.

· 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.
· Key responsibilities and duties may be subject to change from time to time.


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

1. Demonstrated experience in providing secretarial or administrative support to a Senior Manager or Executive in a fast paced and complex environment. 

2. Demonstrated proficiency in Microsoft applications including Word, Excel, Access, PowerPoint, Outlook, to manage workflow processes and on-line transactions.

3. Demonstrated ability to work effectively in a team, positively contributing to the team environment. 

4. Demonstrated ability to professionally handle sensitive and confidential information, and use appropriate judgment and discretion. 

5. Strong organisational skills, able to prioritise demands, and escalate issues when required.

6. Ability to quickly adapt to technological, structural and procedural changes and maintain professionalism and flexibility.
 Desirable Criteria:

1. Knowledge of HP Records Manager and experience in records management would be highly regarded.
2. Experience in the use of SAP.
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 57567.  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. 

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


Ms Sharyn Morton via email: Sharyn.Morton@csiro.au or phone: +61 3 9731 3453
Please do not email your application directly to Ms Morton.   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 Agriculture and Food carries out research and development for new agricultural technologies, value added foods, crop and livestock improvement, aquaculture, farming systems, sustainability and advancement of international agriculture.



