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General Services – CSOF2
Role summary for potential applicants 

	Advertised Job Title:
	Logistics and Stores Officer

	Reference Number:
	57461

	Classification:
	CSOF2

	Salary Range:
	AU $45,998 to AU $59,290 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/NZ Citizens and Australian Permanent Residents Only

	Functional Area:
	General Services

	% Client Focus - Internal:
	75%

	% Client Focus - External:
	25%

	Reports to the:
	Stores and Logistics Manager

	Number of Direct Reports:
	0


	Role Overview:

	The role of the Logistics and Stores Officer is to support a broad range of CSIRO operational functions focussed on stores operations and logistical support to CSIROs’ Business and Infrastructure Services (CBIS).  This service provision may be to one or more sites.  Working closely with facilities staff from CBIS, the role encompasses a range of support activities including receipt and dispatch services, inventory control, simple procurement, internal logistics, dangerous goods handling/dispatch and other agreed services to meet CSIRO operational requirements. 
The successful applicant will have demonstrated experience in the provision of logistical and administrative support in a complex environment and with working in a team environment. An ability to form strong and productive working relationships with customers and team members is important. 

All duties will be undertaken in accordance with CSIRO policies and procedures and in accordance with the CSIRO Code of Conduct.
This position reports to the Stores and Logistics Manager who is part of the Regional CBIS team under the relevant Regional Executive Manager.


	Duties and Key Result Areas:

	· Provide a high quality stores and logistics service and support to all CSIRO staff, clients and business partners at all CSIRO sites 
· Ensure the efficient, timely and accurate receipt and dispatch of all material goods through the store, to and from the site(s) including the coordination of bulky goods direct to the customer or remote destination.

· Ensure mail and freight items are recorded/received/held/dispatched as necessary and specialist packaging issues such as dangerous goods, frozen or cold samples, critical timeframes, specialist freight services etc. are understood,  considered and implemented in consultation with the customers; 

· Ensure appropriate inventory control in the store and liaise with customers for future needs and change requirements with stock held;

· Facilitate the efficient procurement of specified goods and services including gases and ensure that this is achieved in accordance with CSIRO Policies;
· Coordinate the internal dispatch and pick-up of goods in-line with agreed terms and available resourcing across the site(s);

· Provide for fork/pallet lift requirements relating to agreed receivables or dispatched goods;
· Provide administrative support in respect to the vehicle fleet, and being the site fleet contact ensuring that inspection, cleaning, repairs and servicing are undertaken by responsible parties as required. Also may include other fleet duties as directed;
· As part of the CBIS facility support team, coordinate and/or assist with the delivery of logistic and site services such as waste management and other services as may be necessary from time to time;
· Develop and maintain stores operating procedures for safe efficient operation.

· Housekeeping and management of packaging waste

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

· 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: 
· Basic secondary school education and/or relevant work experience. 
· Possession of appropriate current License/authority for the operation of pallet and forklifts.
· Unencumbered motor vehicle driver’s licence.
2. Behaviours: Capable of professional and respectful behaviours and attitudes in a collaborative environment.

3. Communication: Communicates basic facts in a pleasant and courteous manner including posing appropriate questions to gain factual information.
4. Problem Solving: Selects appropriate solutions to clearly defined problems using readily available information. 
5. Adaptability: Accepts the need for change to work routines or technology.
Essential Criteria:

1. Demonstrated skills and experience in the planning and operation of a stores and logistics service including inventory control and stocktake;

2. Sound knowledge of purchasing policy and procedures, procurement systems and methods of obtaining quotations and certifying payments;

3. Demonstrated keyboard and data entry skills and experience in Microsoft Office applications (Word, Excel & Outlook) and routine administration;

4. Ability to take initiative, actively contribute and work as a team member and share relevant and useful information with the broader CBIS team;

5. A strong customer service focus and ability to interact courteously and efficiently with customers, building relationships and keeping them informed on the delivery of logistic services; and

6. A proven ability to plan, coordinate and prioritise activities and work independently to achieve service outcomes.

7. Capable of working effectively as part of a team, and carry out tasks under the direction of management and more senior colleagues.

8. Demonstrates initiative and capable of seeking opportunities to improve processes and make recommendations accordingly.
Desirable Criteria:

1. Sound knowledge of specialist and dangerous goods management relating to samples, research materials, gases and other dangerous goods;
2. Truck licence (light rigid or greater)
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.
Special requirements:

Due to the nature of the duties undertaken in this role, applicants must possess:
· An appropriate current License/authority for the operation of pallet and forklifts;
· A current, unencumbered motor vehicle driver’s license.

	


	Other Information:

	How to Apply

Please apply for this position online at https://jobs.csiro.au/ and enter requisition number 57461.  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:


Mr. Greg Foster via email: greg.foster@csiro.au or phone: +61 2 6246 5565
Please do not email your application directly to Mr. Foster.   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 Business & Infrastructure Services (CBIS) is charged with managing the provision, maintenance and operation of all CSIRO's scientific and research facilities.

CSIRO has a complex property portfolio of owned and leased facilities that comprise over 1,000 buildings spread across a number of locations.  These scientific and research facilities are diverse both in location and type.

CBIS delivers its services through its Enterprise functions, which incorporates strategic, capital and estate issues; while the CBIS teams within each region delivers the operational property services.  CBIS's strategy and operational activities align with CSIRO's strategic direction and scientific activities.


