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Administrative Services – CSOF2
Role summary for potential applicants 

	Advertised Job Title:
	Human Resource Services Officer – Recruitment Services

	Reference Number:
	57615

	Classification:
	CSOF2

	Salary Range:
	AUD $46K - $59K plus up to 15.4% superannuation

	Location:
	Canberra (Black Mountain), ACT

	Tenure:
	Specified Term of 6 months

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

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

	Functional Area:
	Administrative Services

	% Client Focus – Internal:
	60%

	% Client Focus – External:
	40%

	Reports to the:
	Senior Recruitment Team Leader

	Number of Direct Reports:
	0


	Role Overview:

	The role of Human Resource (HR) Services is to manage the administrative aspects of the employee lifecycle, from issue of employment contracts, onboarding of new starters, implementation of pay variations, administration of leave, allowances and other conditions of service and payroll using SAP and other systems. HR Services is also the first point of contact for CSIRO staff for general HR enquiries. Over time, a HR Services Officer may work within any of the 5 teams that comprise HR Services.
The HR Services Officer will be assigned to the Recruitment Services Team and will provide administrative services to welcome new staff to CSIRO.  The role will require preparation of appointment/engagement contracts for CSIRO staff and affiliates, ensuring compliance with policy and that pre-employment conditions are met, and assisting with immigration procedures for overseas appointments.  The appointee to this role will require excellent customer service and communication skills as he/she will provide support for Hiring Managers, users of CSIRO’s recruitment system and new staff. 

	Duties and Key Result Areas:

	· Deliver prompt recruitment services with a ‘customer first’ focus ensuring new hires have the best possible start with CSIRO.

· Interpret and apply accurate policy advice to support hiring managers appoint CSIRO Officers and engage Affiliates.

· Processing of a general range of employment contracts.

· Communicate effectively and respectfully with all staff, clients and new hires.

· Work proactively as part of a team to carry out administrative tasks and provide personal assistance, under the general direction of senior team members.

· Work collaboratively with colleagues within your team, Human Resources and across CSIRO, to reach objectives.

· Provide assistance with general immigration enquires.

· Identify improvements to procedures and processes to improve customer service, ensure low error rates and early resolution of problems.

· Work in accordance with CSIRO’s Code of Conduct, Diversity and HSE policies and practices.

· Other duties as directed.


	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. Adaptability:  Demonstrated ability and willingness to change ideas, try different approaches and maintain professionalism and flexibility.

4. 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 commitment to deliver customer service and be responsive to resolving customer requests.
2. Effective communication and inter-personal skills with the ability to relate to staff and external providers, at all levels.
3. Demonstrated ability to interpret policies and provide solutions to assist staff and hiring managers with recruitment queries.
4. Demonstrated ability to work effectively in, and contribute to, a team environment.
5. Effective organisational and time management skills with the flexibility to manage a range of concurrent tasks with conflicting deadlines.
Desirable criteria:

1. Knowledge of, and experience in, SAP, HR/ Recruitment.
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 57615.  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:   careers.online@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 selection documentation you require further information please contact:

Dianne Livingstone on Dianne.Livingstone@csiro.au or phone 02 6276 6657
Please do not email your application directly to Dianne. 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 




