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Communication & Information – CSOF5
Role summary for potential applicants 

	Advertised Job Title:
	Education Business Operations Team Leader 

	Reference Number:
	53201

	Classification:
	CSOF5

	Salary Range:
	AU $95K to AU $103K plus up to 15.4% superannuation

	Location:
	Negotiable - Sydney, Canberra, Hobart, Brisbane

	Tenure:
	Indefinite

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

	Applications are open to:
	Australian Citizens and Permanent Residents Only

	Functional Area:
	Communication and Information

	% Client Focus - Internal:
	80%

	% Client Focus - External:
	20%

	Reports to the:
	Business and Operations Manager

	Number of Direct Reports:
	7


	Role Overview:

	CSIRO Education and Outreach (CEdO) is focussed on creating the innovators of the future by developing and providing high quality, innovative and authentic STEM education experiences for schools, and their students and teachers; Australian universities, their staff and students; industry and private enterprise; as well as the general public.
CEdO is currently undertaking a number of exciting projects and are seeking a Team Leader to support the Education Business and Operations Manager and will be responsible for managing a small, multi-skilled, geographically dispersed team of project and administrative officers. The Business and Operations team assists the broader Education and Outreach team in the national delivery of projects and programs through the implementation and administration of systems (eg digital/online) and procedures including compliance with Government and regulatory responsibilities. 
This role will involve travel to local and regional locations.


	Duties and Key Result Areas:

	· Support the Education Business and Operations Manager to operationalise the strategic plan for Education and Outreach.

· Active involvement in, and project management of, various CEdO operational projects including digital systems and platforms and in the change management for the introduction and adoption of the new or improved systems.
· Manage enquiries for Education and Outreach internally and externally.

· Manage operational processes for compliance requirements such as Child Safe environments and Working with Children Checks/Vulnerable People for Education and Outreach within CSIRO policies and procedures.

· Work collaboratively and communicate effectively with geographically dispersed colleagues within Education and Outreach and across CSIRO to reach objectives, establishing networks with other teams and professionals in their field.

· As a supervisor, take responsibility for the effective utilisation of resources, including allocating activities, managing resources to meet objectives, budget responsibilities and the development of staff.

· Actively participate in Business and Operations workforce planning. 

· 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:
· Education/Qualifications:  A Certificate or tertiary qualification in a relevant area, such as Business, Information Technology, Education and/or relevant work experience.

· Behaviours:  A history of professional and respectful behaviours and attitudes in a collaborative environment.

· Adaptability:  Demonstrated ability to deal with ambiguity, adapting to changing circumstances and new responsibilities and maintain professionalism and flexibility.
Essential Criteria:

1. Demonstrated capacity to lead and manage teams in order to accomplish objectives while displaying respectful behaviours and attitudes.

2. Excellent communication skills with the ability and willingness to establish effective interpersonal relationships to find workable solutions to complex problems using reasoning and past experience.
3. Well developed and proven Project Management skills with the ability to engage both internal and external stakeholders through change management practices.

4. Demonstrated experience understanding and analysing internal and external business processes and integrating them into digital systems and platforms in an enterprise environment with a customer focus.
5. Demonstrated ability to focus on delivering solutions resulting in business improvements for both internal and external stakeholders.  
Desirable Criteria:

1. Demonstrated experience in digital systems and platforms such as Microsoft Dynamics CRM and Microsoft Office 365 with familiarity and involvement in change management best practices. 

2. Awareness of issues involved in dealing with school STEM education; STEM education programmes and their target audiences. 
Special Requirements:

· Current full driver’s licence or the ability to obtain one.
· Ability to travel both locally and interstate, as required.

· A valid Working with Children Check (or equivalent) or the ability to gain one; and a National Police Check or the ability to gain one.
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 53201.  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 and someone will be able to assist you.  Outside 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:


Janene Brown via email: Janene.brown@csiro.au or phone: +61 2 6276 6455.
Please do not email your application directly to Ms Brown.   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. 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 Education and Outreach

For more than 35 years, CSIRO has proudly delivered innovative learning opportunities to schools, teachers and the wider community. Find out more! https://www.csiro.au/en/Education.



