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Administrative Services – CSOF3
Role summary for potential applicants 

	Advertised Job Title:
	Finance Officer

	Reference Number:
	47087

	Classification:
	CSOF3

	Salary Range:
	AU $61,425 to AU $78,177 plus up to 15.4% superannuation

	Location:
	Marsfield NSW

	Tenure:
	Specified Term of  12 months

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

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

	Functional Area:
	Administrative Services

	% Client Focus - Internal:
	100%

	% Client Focus - External:
	0%

	Reports to the:
	Finance Manager – Data61

	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.
The Finance and Project Officer is a diverse position that supports the senior Financial Management positions within the BU. This position primarily supports Programs but could also work at BU level as required. The role requires a wide skill set to deliver the transactional, data analysis, reporting & compliance based aspects of the Service Catalogue.
This is quite a diverse role with specific responsibility as well as supporting other members of the team with reporting. The work can range from asset management, accounts compliance, credit card management and assist with financial reporting. 

This role will be supporting Data61 Business Unit which is the largest data innovation group in Australia, a connector that brings together technology innovators, businesses and universities to transform Australian industry and to help solve our greatest challenges. A CSIRO business, we are creating our data-driven future.


	Duties and Key Result Areas:

	· Support the Financial Management Team to provide accurate and compliant financial records for the BU

· Financial reporting capability including monthly management reports, ad hoc reports, compliance reports and reconciliations. Understanding of the financial and project data contained in reports, ability to identify errors and anomalies and recommend potential courses of action.

· Execute aspects of the Service Catalogue that include:

· Compliance work

· Processing journals

· Report generation including credit card reporting & compliance checks

· Process capex shell requests and track capex spend

· Transaction support & processing

· Milestone tracking & follow up

· Support non-standard customer invoicing processes.

· Ensure data integrity through demonstrated attention to detail and quality data input

· Maintenance of asset register and assistance with other Asset related financial responsibilities.

· Undertake financial accounting tasks with a strong focus on statutory compliance.

· Oversee the BUs site and management cost centres by providing high quality, informed, timely advice and analysis to ensure the effective planning, budgeting, monitoring, forecasting and control of cost centre performance.)

· Participate in the Financial Management virtual teams as required

· Provide advice on planning and costing to project leaders under direction from Finance and Project Advisor

· Provide advice to project leaders on O2D under direction from Finance and Project Advisor

· Accept delegated tasks from Financial Management team members and work independently to complete the tasks

· Pro-actively seek opportunities to assist all Financial Management team members deliver an optimal service.

· Provide support for project operations & management including:

· Assist with the translation of BU requirements to the Program's opportunities and projects e.g. BU Rules, pricing strategy

· Advise on workforce planning/deployment

· Support Project Leaders with Project Management advice when required.

· Advise and assist staff with all aspects of the end to end processes including the costing, documentation, governance, establishment and customer management of projects.

· Monitor and manage invoice / milestone process (including direct sales and royalty invoices)

· Assist with asset purchasing and collaborator contracts

· 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 tertiary qualification in accounting or finance or progress towards tertiary qualifications or relevant work experience in a financial environment.
· 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.

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

· Adaptability:  Demonstrated ability and willingness to change ideas, try different approaches and maintain professionalism and flexibility.

· Problem Solving:  Proven ability to investigate routine problems by identifying and considering the implications of a range of available alternative solutions.
Essential Criteria:

1. Ability to ensure data integrity through demonstrated attention to detail and quality data input including proactive problem identification and appropriate responses to resolve issues.
2. Ability to identify complex or ill-defined problems and develop appropriate alternative solutions and communicate those to stakeholders through good written and verbal communication skills
3. Ability to prioritise work and service delivery in a high work volume environment to produce accurate work with minimum supervision.

4. Ability to proactively participate in teams including contributions of ideas and opinions to inform decisions, plans or actions.

5. Ability to provide coaching to key internal stakeholders
6. The ability to work effectively in a team, proactively seeking and considering ideas of others whilst positively contributing to the team environment.
7. The ability and willingness to generate improved solutions in work situations, trying creative ways to deal with problems and opportunities.
Desirable Criteria:

1. Experience of a large enterprise systems and processes to enable stakeholders to achieve their responsibilities around project management and accountability.
2. Experience in project and/or management accounting and reporting, including the extraction and reporting of information using Microsoft Office suite of programs.
3. Knowledge and experience in Microsoft Office suite of programs.


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 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:

Mrs Nga Do via email: nga.do@csiro.au  
Please do not email your application directly to Mrs Do. 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.  

CSIRO Finance is the enterprise-wide team that provides financial and procurement services to support the organisation.


