Position Details[image: ]
Technical Services – CSOF4
Role summary for potential applicants 
	Advertised Job Title:
	Property Coordinator, Business and Infrastructure Services 

	Reference Number:
	57768

	Classification:
	CSOF4

	Salary Range:
	[bookmark: SalaryRange]AU$80k to AU$91k per annum, plus up to 15.4% superannuation

	Location:
	Kensington (Perth) Western Australia

	Tenure:
	[bookmark: Tenure]Specified Term of 12 months

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

	Applications are open to:
	[bookmark: Check4]|_|  Australian Citizens Only
|X|  Australian Citizens and Permanent Residents Only

	Functional Area:
	Technical Services

	% Client Focus - Internal:
	50%

	% Client Focus - External:
	50%

	Reports to the:
	CBIS State Manager (WA)

	Number of Direct Reports:
	0



	Role Overview:

	The role of the CSIRO Business and Infrastructure Services (CBIS) Property Coordinator will involve the day-to-day coordination of multiple services contracts and leases/licenses across CSIRO’s Western Australian sites. This includes ‘hard’ building and engineering repairs and maintenance related services and ‘soft’ facilities management services of cleaning, waste management, security and grounds maintenance. 
This position, under the direction of the CBIS State Manager, holds supervisory responsibilities for the provision of services and provides quality customer service to CSIRO staff and affiliates as well as numerous government and non-government stakeholders located on CSIRO sites. Specifically, the CBIS Coordinator will be responsible for the on-site supervision of contractors ensuring that the service delivery is in accordance with the contract conditions and specifications, and matches the service level agreements. Administration of leases and licenses across CSIRO’s WA sites will also be a key aspect of the role along with the delivery of budgets, cash flows and the recovery of outgoings. 
The CBIS Coordinator position holds responsibility, along with other members of the CBIS Team, for the delivery of minor works projects within the region. This will include the reviewing of requirements, scoping and costing proposals, and drafting business cases for the consideration of upper management. The position also holds responsibility for the coordination and delivery of environmental initiatives in line with CSIRO strategic goals and objectives. This will include the identification, implementation, validation and monitoring of energy, water and waste-reduction initiatives in the facilities. 
The role will involve out-of-hours and call-out responsibilities covering all sites within WA, and will require the physical ability to access all areas on all sites in the Region, including sites in regional areas. 



	Duties and Key Result Areas:

	· Work collaboratively with colleagues within your team, the research Business Units and across CSIRO to support and assist the CSIRO Business and Infrastructure objectives in Western Australia.
· Provide assistance in tendering, evaluation and implementation of contracts for ‘soft’ and ‘hard’ services and if required, project works including development and/or supervision of project definition, project briefs, planning, estimates, specifications, drawings, schedules and other documents that comprise the technical component of tender and contract documents.
· Assist in the oversight of contracts and actively participate in regular contractor meetings. Ensure compliance with CSIRO policies and procedures including procurement policies and HSE particularly in relation to contractor management and activities with regard to site and personnel operations, safety and security.
· Maintain effective day-to-day relationships with all site occupants in respect of the provision of property services as per the Service Level Agreements. This includes liaison and communication with User groups, Regional teams and CBIS Management including preparation and presentation of progress reports.
· Assist in the development of minor works proposals for new research initiatives and participate in evaluation and planning for site alterations and minor works.
· Undertake financial management including preparing information for budgeting and reporting, reviewing service budgets, monitoring cash flows and processing invoices.
· Ensure the implementation of a safe working environment and safety policies and procedures relating to site operations and maintenance in conjunction with HSE staff. Support, participate, implement and monitor environmental initiatives as directed.
· Actively participate and assist in tenancy and leasing/licensing matters including the negotiation and preparation of lease/license agreements, establishing financial responsibilities such as outgoings and ensuring legislative compliance.
· Actively utilise building management software.
· Assist the Regional Fleet Coordinator in fleet management duties.
· Participate in the after-hours ‘on-call’ roster to provide emergency response for all WA sites.
· Adhere to the spirit and practice of CSIRO’s Values, Health, Safety and Environment (HSE) plans and policies, Diversity initiatives and Zero Harm goals.
· Other duties as directed by the CBIS Regional Manager or their representatives.



	Selection Criteria:

	Under CSIRO policy only those who meet all essential criteria can be appointed
Pre-Requisites:
1. Education/Qualifications: Relevant qualifications in property or facilities management and/or relevant work experience in managing commercial or industrial properties.
2. Licences: Australian ‘C’ Class Driver’s Licence or equivalent.
3. Travel: The ability and willingness to undertake occasional travel to remote sites in WA.
4. Communication: The ability to clearly convey information and ideas, adapted to others needs and priorities, and establish effective interpersonal relationships with key internal and external stakeholders. 
5. Behaviours:  A history of professional and respectful behaviours and attitudes in a collaborative environment.
Essential Criteria:
1. Demonstrated knowledge, skills and experience in the delivery of facility and property management, including building and engineering ‘hard’ services repairs and maintenance and minor works, and ‘soft’ services, for a diverse range of complex and highly serviced research and support facilities.
2. Proven experience in the identification, implementation, validation and monitoring of environmental initiatives.
3. Demonstrated ability to administer lease and license agreements relating to commercial or industrial property and a proven understanding of the legislation that governs the property and real estate industry. 
4. Demonstrated ability to manage and supervise service Contractors, to ensure delivery of building services in accordance with relevant time, cost, quality, statutory and user satisfaction requirements, whilst working with limited direction and accepting responsibility and accountability for outcomes.
5. Demonstrated understanding of relevant building procedures/protocols, compliance and regulatory requirements and HSE requirements applicable to personnel operations, safety and security. 
6. The ability to work well in a team environment, proactively collaborating consulting and sharing resources to accomplish objectives.
7. The ability to effectively handle ambiguous and rapidly changing circumstances, investigate underlying issues of complex problems and develop appropriate responses through abstract thinking and creative solutions.
Desirable Criteria:
1. Experience in managing remote regional facilities.
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 special requirements:
To be eligible for this position you must be willing and available to participate in an on-call roster that may occasionally require the incumbent to be available to attend sites after-hours.



	Other Information:

	How to Apply
Please apply for this position online at https://jobs.csiro.au/ and enter requisition number 57768.  Internal applicants please apply via ‘Jobs Central’ in SAP (click ‘Recruitment’).
Please load one document containing your CV and a brief cover letter which outlines your interest in the role and your motivations for applying (Maximum 2MB). At the end of the online application process, you will 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 offline and paste them into the appropriate spot prior to submitting your application.
[bookmark: _GoBack]If you experience difficulties applying online call 1300 984 220 for assistance.  Outside Australian 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:
	Mr Jeffrey Arbon via email: Jeff.Arbon@csiro.au  or phone: 08 6436 8511
Please do not email your application directly to Mr Arbon.   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. We serve 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 has a complex property portfolio of owned and leased facilities that comprise over 1,000 buildings spread across 54 locations within Australia and 1 site in France.  These scientific and research facilities are diverse both in location and type.
CSIRO Business & Infrastructure Services (CBIS) is charged with managing the provision, maintenance and operation of all CSIRO's scientific and research facilities. CBIS delivers it services through its Enterprise functions, which incorporates strategic, capital and estate issues; while the CBIS teams within each Zone deliver the operational property services.  CBIS's strategy and operational activities align with CSIRO's strategic direction and scientific activities.
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