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Human Resources Advisor – CSOF4
Role summary for potential applicants 
	Advertised Job Title:
	Human Resources Advisor – CSIRO Mineral Resources (Part-time)

	Reference Number:
	58343

	Classification:
	CSOF4

	Salary Range:
	AU $82k to AU $93k per annum (pro rata) plus up to 15.4% superannuation

	Location:
	Melbourne (Clayton) Victoria

	Tenure:
	Specified Term of  2 years

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

	Applications are open to:
	Australian/NZ Citizens, Australian Permanent and Temporary* 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:
	90%

	% Client Focus - External:
	10%

	Reports to the:
	Human Resources Manager

	Number of Direct Reports:
	0


	Role Overview:

	The Human Resources Advisor is a member of a small team of HR professionals working with senior managers, research, engineering and support staff, and line managers within the Mineral Resources Business Unit of CSIRO. 
The primary responsibility of this role will be to provide support in the development and implementation of a range of human resource strategies and to deliver high quality advice, assistance, coaching and mentoring to all staff. Such strategies could include workforce planning, change management, performance improvement, local learning and development initiatives, as well as coaching managers and staff with specialist needs on performance, career and talent management strategies; ensuring that HR management activities support the CSIRO Strategic Plan as well as HR Strategy.
This position will be part-time, completing 40 hours per fortnight. Working hours and days will be negotiated with the successful applicant.


	Duties and Key Result Areas:

	· Actively contribute to the development of business strategy and plans as an advisor to the Business Unit's management team, and assist leadership to build a commitment to CSIRO's strategic direction and key change initiatives. 

· Develop and communicate an agreed direction and priorities for HR in the Mineral Resources Business Unit that will demonstrably link HR goals to the Business Unit's strategic direction and scientific outcomes. 
· Under guidance, build strategic relationships with the leaders and managers to ensure that the Business Unit has high quality HR strategies and practices which are implemented and complement research strategies in relation to: 

· Capability planning, development and recruitment 

· Career management and workforce planning 

· Talent management and succession planning 

· Leadership and team development 

· Performance and change management. 

· Under guidance, advise and support senior managers on a range of highly complex and sensitive HR, organisational development and employee related issues including industrial relations. 

· Undertake HR transactional tasks as required, including SAP updates and searches, report preparation and filing.

· Work as part of the Sector HR team and the broader HR community in CSIRO on a range of strategic and improvement projects. 

· Contribute to CSIRO wide HR initiatives and/or projects instigated by HR Strategy and other areas of CSIRO. 

· Actively seek feedback on HR processes and offerings to continually improve the way people are managed in CSIRO. 

· Provide support to other business units and project teams, as required. 

· 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 as a member of a regionally dispersed team, to carry out administrative tasks and provide executive assistance, under limited direction to support senior staff and general management.
· Work collaboratively with colleagues within your team, the business unit and across CSIRO, to reach objectives, establishing networks with other teams and professionals in their field.
· Allocate activities, direct tasks and manage resources to meet objectives. As a supervisor (where relevant), take responsibility for the effective utilisation of resources, including budget responsibilities, and for the development of staff.

· Provide coaching and on-the-job training to team members and direct reports, as required, and provide recognition and acknowledgement for staff achievements.
· Generate improved solutions to complex problems and resolve complaints using creativity, reasoning and past experience. 

· Promote and 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 relevant Certificate or tertiary qualification, such as Human Resources Management, Organisational Development or Business Management, or extensive experience within a human resources environment. 

2. Travel:  The ability and willingness to undertake regular interstate travel. 
3. 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.

4. Behaviours: A history of professional and respectful behaviours and attitudes in a collaborative environment. 
5. Adaptability: Demonstrated ability to deal with ambiguity and adapt to changing circumstances and new responsibilities.

Essential Criteria:

1. Demonstrated knowledge and significant experience in a range of HR issues including interpretation of enterprise agreements, recruitment and selection, staff development, performance management, leadership, succession planning and workforce development. 
2. Strong relationship management skills and  superior interpersonal, coaching, negotiation and consultative skills, with the ability to provide accurate advice to staff at all levels on a range of complex and sensitive HR and employee relations issues.
3. Demonstrated customer focus in delivering services.
4. The ability to independently achieve work objectives, to meet tight timeframes and to prioritise work to meet organisational requirements. 
5. The ability to work effectively in a dispersed team environment, proactively collaborating and consulting with internal and external stakeholders, as well as sharing resources to accomplish objectives. 
6. Proven ability to investigate underlying issues of complex and ill-defined problems and develop appropriate responses through abstract thinking, using creative solutions, and taking into account the needs of the business.
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 58343.  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.

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 position details above you require more information please contact:


Mr Paul Walker via email: P.Walker@csiro.au or telephone: +61 3 9545 2851
Please do not email your application directly to Mr Walker.   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 Mineral Resources: Working closely with industry partners, we deliver innovation to grow Australia's resource base, increase productivity and drive environmental performance through our Research Programs http://www.csiro.au/en/Research/MRF


