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[bookmark: _Toc341085719]Position Details
Administrative Services – CSOF4

	The following information is for applicants

	

	Advertised Job Title
	Contract Manager, Business Development & Commercial

	Job Reference
	64132

	Tenure
	[bookmark: _Hlk25152008] Specified Term of 13 Months

	Salary Range
	 $83k to $94K plus up to 15.4% Super 

	Location(s)
	[bookmark: _Hlk25151985]Canberra, Sydney, Melbourne, Brisbane, Geelong or any other major sites of CSIRO

	Relocation Assistance
	Will be provided to the successful candidate if required

	Applications are open to
	Australian/New Zealand Citizens and Australian Permanent
[bookmark: _GoBack]Residents Only

	Position reports to the
	Commercial Contracts Team Leader

	Client Focus – Internal
	50%

	Client Focus – External
	50%

	Number of Direct Reports
	0

	Enquire about this job
	Mr Chris Morrissy via email: Christopher.Morrissy@csiro.au  
Please do not email your application directly to Mr Morrissy.   Applications received via this method may not be considered by the selection panel.

	How to apply
	Please apply online at jobs.csiro.au and enter the requisition number.  Internal applicants please apply via ‘Jobs Central’ in SAP (click ‘Recruitment’) 


Role Overview
Administrative staff in CSIRO provides 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.
The Contract Manager will provide contract preparation, drafting and associated paralegal services for a defined internal client base.
Specifically, the role will be responsible for:         
· Preparation and negotiation of lower risk research / IP related contract terms;
· Providing advice to research staff on appropriate contracting pathways, agreement selection and other lower risk contracting matters
Duties and Key Result Areas:
The Contract Manager will be involved in the following operational activities:
Matter management
· [bookmark: _Hlk25151888]Perform ‘triage’ role for research contracting matters i.e. act as first point of contact for research staff and external clients in order to determine appropriate review process.
· Track progress of relevant matters at contract preparation/negotiation stage and maintain related entries in CSIRO’s internal matter management system to facilitate accurate unsecured revenue reporting to the CSIRO Board and prioritisation of matters. 

Contract preparation, negotiation and support 
· [bookmark: _Hlk25151924]Review, draft and negotiate a variety of standard and non-standard research related agreements, including Confidentiality, Consulting Services, Testing, Funding, Research, Grants, Sub-contracts, Data Licence, Copyright, Material Transfer, Student and Visitor Agreements and variations to same.
· Provide advice to research staff on appropriate contracting pathways, agreement selection and other non-complex contract matters.  Enlist CSIRO Legal / Business Development / IP input to decision as required.
· Provide input to appropriate contract approval documentation for approval by delegate(s) and arrange execution of agreements, distribution to relevant parties etc.
· Collate and forward signed contracts and other relevant contract documentation to Contract Support Officers to initiate entry into / update of, CSIRO systems (SAP, HP Records Management (HPRM), Opportunity to Delivery (O2D) Pipeline).
· Liaise with Research staff / Project Support Officers’ / Finance / Business Development / Legal / IP to promote and facilitate a smooth end to end contracting process.



Other 
· [bookmark: _Hlk25151963]Assist with ad hoc training of business unit staff (where required) in contract processes and systems.
· Build a working knowledge of relevant CSIRO Policies and bring non-compliance issues you become aware of to the attention of relevant staff. 
· Set up ad hoc O2D reports/views for internal clients as required.
· Assist other Contract Managers in your team, in times of high workload as required
· Generate improved solutions to complex problems and resolve complaints using creativity, reasoning and past experience.
· 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 part of a multi-disciplinary, regionally dispersed team, and business unit to carry out tasks in support of CSIRO’s scientific objectives.
· Adhere to the spirit and practice of CSIRO’s Code of Conduct, Health, Safety and Environment plans and policies, Diversity initiatives and Zero Harm goals.
· Other duties as directed.
Required Competencies:
· Teamwork and Collaboration: Cooperates with others to achieve organisational objectives and may share team resources in order to do this. Collaborates with other teams as well as industry colleagues.
· Influence and Communication:  Uses knowledge of other party's priorities and adapts presentations or discussions to appeal to the interests and level of the audience. Anticipates and prepares for others reactions.
· Resource Management/Leadership:  Allocates activities, directs tasks and manages resources to meet objectives. Provides coaching and on the job training, recognises and supports staff achievements and fosters open communication in the team.
· Judgement and Problem Solving:  Investigates underlying issues of complex and ill-defined problems and develops appropriate response by adapting/creating and testing alternative solutions.
· Independence: Recognise and makes immediate changes to improve performance (faster, better, lower cost, more efficiently, better quality, improved client satisfaction).
· Adaptability: Copes with ambiguity or situations that lack clarity. Adapts readily to changing circumstances and new responsibilities (which may include activities outside own preferences) in the interests of achieving team objectives. Recognises the need for and undertakes personal development as a result of changes.
 Selection Criteria
Essential
Under CSIRO policy only those who meet all selection criteria can be appointed.
1. [bookmark: _Hlk25152031]Demonstrated experience in drafting and amending contract terms and conditions.
2. Excellent interpersonal, written and oral communication skills, including an ability to clearly communicate contractual issues and risks to relevant personnel.
3. Demonstrated high level analytical skills and attention to detail.
4. Demonstrated ability to effectively identify and solve problems and make sound judgements.
5. Demonstrated high level organisational skills with an ability to manage a high volume of work and constantly changing priorities.
6. Demonstrated professional experience consulting with a broad range of internal and external stakeholders to develop collaborative partnerships to achieve objectives.

Desirable Criteria
1. Tertiary Legal qualifications
2. Science qualifications or experience in a research environment.

As Australia’s innovation catalyst, CSIRO has strategic actions underpinned by behaviours aligned to excellent science, inclusion, trust and respect, health, safety and environment, and delivery on commitments. In your application and at interview, you will need to demonstrate alignment with these behaviours.
Special Requirements
Appointment to this role may be subject to conditions including provision of a national police check as well as other security/medical/character clearance requirements.

The successful candidate will be asked to obtain and provide evidence of a National Police Check or equivalent. Please note that people with criminal records are not automatically deemed ineligible. Each application will be considered on its merits. 
About CSIRO:
We solve the greatest challenges through innovative science and technology. To find out more visit us online! 
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