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Administrative Services – CSOF4
Role summary for potential applicants 
	Advertised Job Title:
	HR Advisor, Student and Early Research Career Office

	Reference Number:
	59063

	Classification:
	CSOF4

	Salary Range:
	AU $82,450 to AU $93,280 plus up to 15.4% superannuation

	Location:
	Adelaide, SA preferred other locations negotiable

	Tenure:
	Specified Term of  2 years

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

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

	Functional Area:
	Administrative Services

	% Client Focus - Internal:
	100%

	% Client Focus - External:
	0%

	Reports to the:
	Manager, Student and Early Research Career Office

	Number of Direct Reports:
	0


	Role Overview:

	The role of Administrative Staff in CSIRO is to provide administrative and management services to support the effective provision of research and development activities.  This involves the development and implementation and/or administration of policies, systems and procedures that assist the Organisation and the Business Units to achieve their objectives and meet Government and regulatory responsibilities.
Student access and engagement is critical to building CSIRO’s collaboration capacity under Strategy 2020. It is an important path to deepening our partner relationships with universities and increasing our engagement in education and training from school age to PhD level and facilitating transition to the workplace to help build and equip Australia’s future science, technology, engineering and mathematics (STEM) and innovation capable workforce. 

Currently CSIRO hosts over 1,000 students and the intent of Strategy 2020 is to significantly increase that number. Students are key to CSIRO and Australia’s talent pipeline and we aim to provide a positive student experience that is consistent across the organisation. 

CSIRO also employs around 310 Postdoctoral Fellows (PDFs) and is also keen to boost its talent pipeline by growing these numbers of early career researchers (ECRs). The Student and Early Research Career (SERC) Office will explore enhanced pathways between postgraduate studentships, PDF roles and the transition to more senior research roles.

The SERC Office complements the Industrial PhD Program and will provide support to students engaged in that program along with other CSIRO-hosted students. 

This role will support activities to achieve the aims set forth under Strategy 2020 and the Collaboration Hub initiative.


	Duties and Key Result Areas:

	• 
Provide administrative assistance to support the activities of the SERC Office 

• 
Act as a point of contact for staff involved in higher degree research (HDR) student engagement in CSIRO 

• 
Undertake research and analyse data relating to students and PDFs to support the development of consistent organisational approaches to recruiting and managing these cohorts 

· Assist with researching and developing policies, procedures and resources relating to students and PDFs 

• 
Work with relevant ESS teams and Business Units to:

· improve student and PDF record capture, tracking and reporting 

· measure the impact of CSIRO’s HDR programs with an eye to continuous improvement 

· ensure HDR students and PDFs build a broad skill base in areas such as customer relations, innovation, team work and project management 

· Oversee marketing campaigns for students and PDFs in collaboration with CSIRO Communications, Recruitment and Business Units 

· Communicate openly, 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 an autonomous member of a multi-disciplinary and often regionally dispersed team 

· 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. 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.

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

5. Problem Solving: Proven ability to investigate underlying issues of complex and ill-defined problems and develop appropriate responses through abstract thinking and using creative solutions.
Essential Criteria:
1. Demonstrated experience in providing support to a Senior Manager in a fast paced and complex environment. 

2. Demonstrated proficiency in Microsoft applications including Word, Excel, Access, PowerPoint, Outlook and Project. 

3. Demonstrated experience in undertaking research and analysing data relating to matters that are complex, involve ambiguity and have multiple stakeholders. 

4. Demonstrated ability to work effectively in a team environment, proactively collaborating, consulting and sharing resources to accomplish objectives. 

5. Demonstrated ability to clearly convey information and ideas, adapted to others’ needs and priorities where necessary, and establish effective interpersonal relationships with key internal and external stakeholders. 

6. Strong organisational skills, attention to detail, ability to prioritise demands, and escalate issues when required. 

7. Demonstrated ability to professionally handle sensitive and confidential information, and use appropriate judgment and discretion. 

8. Demonstrated ability to work independently when required, manage competing demands; establish priorities; organise tasks and meet deadlines. 

9. Ability to quickly adapt to technological, structural and procedural changes and maintain professionalism and flexibility.

Desirable Criteria:

1. Experience in developing internal policies and associated procedures, identifying problems and potential solutions and in implementing change. 

2. Previous experience working in or with the tertiary education sector. 

3. Demonstrated proficiency in using TRIM, SAP, Confluence and survey tools such as Survey Monkey.

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 59063.  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:


Kathryn Rogers via email: Kathryn.Rogers@csiro.au or phone: +61 8 8303 8411 
Please do not email your application directly to Ms Rogers.   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 Human Resources provides support and leadership on people issues to leaders and staff across CSIRO. 

Our goal is to develop high performing teams working across boundaries.


