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Administrative Services – CSOF5
Role summary for potential applicants 

	Advertised Job Title:
	CSIRO Centre for Earth Observation (CCEO) Co-ordination and Communications Officer

	Reference Number:
	55950

	Classification:
	CSOF5

	Salary Range:
	AU $95,369 to AU $103,205 plus up to 15.4% superannuation

	Location:
	Canberra ACT

	Tenure:
	Specified Term of 1 year 5 months (to June 30, 2019), with the possibility of extension.

	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:
	50%

	% Client Focus - External:
	50%

	Reports to the:
	CSIRO Centre for Earth Observation Director

	Number of Direct Reports:
	0


	Role Overview:

	The newly established CSIRO Centre for Earth Observation (CCEO) will co-ordinate CSIRO’s activities in earth observation (EO), covering subjects from small satellite development to data analytics. This new, exciting role of Co-ordination and Communications Officer at the CCEO, will manage CSIRO-wide and external activities in Australian earth observation and space coordination efforts. The role will include management of the CCEO office, establishing and co-ordinating internal CSIRO earth observation communities of practice, providing the secretariat for the CCEO Steering Committee, and routine participation and hosting of external, inter-department committee meetings on space coordination, such as the Australian Earth Observation from Space Working Group (AEOSWG).  The Co-ordination Officer will also work on communicating the activities of the CCEO to the EO community and the wider public, in collaboration with CSIRO’s communications function.


	Duties and Key Result Areas:

	· Day-to-day management of the CCEO office. Assist in regular financial reporting, project coordination, coordination of meetings within CSIRO and fellow government partners, industry visitors and international visitors. 

· Support the director in hosting and running inter-agency meetings, government reporting, correspondence and internal CSIRO reporting. 
· Manage the CSIRO Earth Observation community of practice, including responsibility for an internal community blog/newsletter and annual symposium.
· Act as secretariat for the CCEO Steering Committee, managing membership, setting meeting dates, managing logistics and taking minutes. 
· Support CCEO communications and media activities including helping to draft media releases, managing the CCEO website and social media activity.
· Communicate effectively and respectfully with all staff and stakeholders in the interests of good business practice, collaboration and enhancement of CSIRO’s reputation.

· Work as an autonomous member of a regionally dispersed team, taking responsibility for team outcomes. 

· Work collaboratively with colleagues within the CCEO, CSIRO Astronomy and Space Science (CASS), and across CSIRO, to reach objectives, representing CSIRO at external and internal forums.

· 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 degree in a subject with relevance to Earth Observation, public administration or equivalent experience.
2. Behaviours:  A history of professional and respectful behaviours and attitudes in a collaborative environment. Demonstrated capacity to work independently with minimal supervision but cooperatively with others in a fluid team environment.

3. Adaptability:  Demonstrated ability to deal with ambiguity and adapt to changing circumstances and new responsibilities.

Essential Criteria:

1. Working experience in, and current policy understanding of Australia’s space policy and industry sector. 
2. Demonstrated experience in a business co-ordination role, organising meetings and events, managing finances and supporting reporting obligations. 

3. Extremely strong skills in stakeholder management demonstrated through previous successful management of complex stakeholder networks.

4. Excellent written and oral communication skills, including the ability to clearly and succinctly convey information and ideas to individuals and groups.
5. Proven ability to implement initiatives, including attention to detail and a commitment to completing tasks in a timely, reliable manner to a high standard.

6. The ability to work effectively in a team environment, collaborating widely both internally and externally, interacting with science teams and inter-departmental government officials.
Desirable Criteria:

1. Experience or interest in communications and outreach, including website management and social media.

2. Ability to travel overseas for CSIRO meetings with fellow space agencies in Asia, Europe and the US. 

3. Technical experience in spatial data analysis, remote sensing and/or space science, and its applications.

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 55950.  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:


Dr Alex Held via email: Alex.Held@csiro.au or phone: 02 6246 5718
Please do not email your application directly to Dr Held.   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 
The CSIRO Astronomy and Space Science Business Unit (CASS) provides facilities for scientists from Australia and around the world to explore our solar system and beyond.  CASS operates several national science infrastructure facilities, including the NovaSAR earth observation satellite as well as a number of world-class radio astronomy observatories that are collectively known as the Australia Telescope National Facility (ATNF). These include the Parkes 64m diameter radio telescope, the Australia Telescope Compact Array at Narrabri and the Mopra radio telescope, near Coonabarabran.  CSIRO also operates NASA’s Canberra Deep Space Communication Complex (CDSCC) located in Tidbinbilla, on the outskirts of Canberra.  CSIRO is now constructing the Australian Square Kilometre Array Pathfinder (ASKAP) telescope at the Murchison Radio-astronomy Observatory (MRO) in Western Australia and this will be operated as part of the ATNF. The CASS headquarters are in Marsfield, Sydney. 

Find out more about CASS at http://www.csiro.au/org/CASS and the Australia Telescope National 

Facility (ATNF) at http://www.atnf.csiro.au/


