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Administration Support Officer
	Advertised Job Title:
	Administration Support Officer CSIRO Finance 

	Reference Number:
	32201

	Classification:
	CSOF 3

	Salary Range:
	AU $59K to $75K plus up to 15.4% superannuation

	Location:
	Canberra, Black Mountain ACT

	Tenure:
	Indefinite

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

	Applications are open to:
	Australian Citizens 

	Functional Area:
	Administration Services

	% Client Focus - Internal:
	90%

	% Client Focus - External:
	10%

	Reports to the:
	Chief Finance Officer Finance 

	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.

CSIRO Finance’s objective is to provide reliable, accurate, timely, customer-focused information and relevant value-adding, strategic insight to support and enable CSIRO’s financial sustainability through the effective use of resources.

The Administration Support Officer will provide high level administrative support to CSIRO’s Chief Finance Officer and Finance Leadership Team.  The role will provide administrative support to the Chief Finance Officer, and a number of geographically dispersed Executive Managers. The Administration Support Officer is required to be adaptable and flexible to undertake a wide and diverse range of administrative duties as required.
This is a security assessed position. Appointment into the position is subject to the successful applicant holding or having the ability to hold an Australian Government security clearance at the NV1 level.  




	Duties and Key Result Areas:

	· Provide practical support to the Chief Finance Officer (CFO) and Executive Finance Managers (EFM’s) to deal with issues and interactions with key stakeholders and external parties
· Act as the central point of communication for the interaction across the CFO, EFM’s, Finance Managers (FM), the Finance and Services Group and the wider CSIRO community. 
· Manage inbound and outbound correspondence (written and electronic through email and through forums as Intranets and SharePoint). 
· Ensure relevant Finance Leaders are aware of correspondence and expected responsibilities so they are effectively managed, monitor progress against deliverables/deadlines.
· Contribute to the smooth operations of the Finance function through attendance of leadership team meetings, preparation and issuance of agendas and presentations, coordinate catering, meeting rooms, IT co-ordination, accommodation and resources, keeping and filing minutes,  initiating and ensuring follow up actions are upheld.
· Ensure that meetings/travel arrangements are suitable for the CFO and Finance leadership team.

· Contribute to the formatting and presentation of document, presentations and formal reports to Senior Executives and Board.
· Contribute to the success of maintaining and managing the Finance Leaders in accordance with CSIRO’s standards and procedures, ensuring that training across the function is up to date.
· Reconciliation of credit card expenses and processing of payments.
· Maintain official records using the HP Records management database and updating the office management register.
· Coordinate HSE matters, Safety Contacts, Risk Management Plan, reports to the EMF’s.
· Contribute and coordinate to AD-Hoc projects that come through to Finance Leadership.

· Provide support for the greater Finance community - updating MyCSIRO, maintaining phone lists, keeping Organisational Charts up to date and maintaining the Finance SharePoint site.

· Provide updates to the CSIRO Finance calendar - ET/Board/BARC due dates, staff leave, Project due dates.
· Provide back up support for the Chief Operating Officer’s PA as and when required.
· Screen incoming calls and visitors and deal effectively with CSIRO staff and executive, government, industry and academia with tact, diplomacy and confidentiality.
· Ensure the smooth processes and promoting an environment that is friendly and professional.

· Other duties as directed.


	Selection Criteria:

	Under CSIRO policy only those who meet all essential criteria can be appointed

Essential Criteria:
1. Demonstrated experience in providing administrative support, including managing correspondence to Senior Leaders and attend to key responsibilities through high-level administration support.  
2. Proven ability to be organised, take initiative, prioritise senior leader’s time commitments, and, coordinate contending and unexpected priorities whilst ensuring tasks are completed to a high standard within required timeframes.
3. Demonstrated ability to positively build relationships with a diverse range of internal and external stakeholders across various sites, in a complex organisation while maintaining confidentiality and use of discretion in sensitive information.
4. Demonstrated ability to organise meetings/conferences for large groups of people, travel logistics, preparing presentations and formatting documents, taking minutes and following up on action items.
5.  Demonstrated experience working with SAP or relevant finance management systems, MS Office suite, including Outlook, Word, Excel and PowerPoint as well as an ability to learn new IT systems.
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.

Other Special Requirements:
This is a security assessed position. Appointment into the position is subject to the successful applicant holding or having the ability to hold an Australian Government security clearance at the NV1 level.
CSIRO Values:

As Australia’s Innovation Catalyst, CSIRO has strategic actions underpinned by behaviours aligned to Excellent science, Inclusion, trust & respect, Health, safety & environment and Deliver 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 www.csiro.au/careers.  You may be asked to provide additional information (online) relevant to the selection criteria. If so, then responding will enhance your application so please take the time to provide relevant succinct answers.  Applicants who do not provide the information when requested may not be considered.

If you experience difficulties applying online call 1300 301 509 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:


Mr Gary Burge via email: Gary.Burge@csiro.au or phone: +61 3 9545 8649
Please do not email your application directly to Mr Burge.   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


