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General Services – CSOF2
Role summary for potential applicants 

	Advertised Job Title:
	Casual Support Officer – Parkes Observatory

	Reference Number:
	53345

	Classification:
	CSOF2

	Salary Range:
	$29.98 plus super (weekend penalty rates also apply)

	Location:
	Parkes, NSW

	Tenure:
	1 year term

	Applications are open to:
	Australian Citizens Only

	Functional Area:
	General Services

	% Client Focus - Internal:
	30%

	% Client Focus - External:
	70%


	Role Overview:

	CSIRO Astronomy & Space Science (CASS) is Australia’s premier radio astronomy research organisation and the largest organisation of its kind in the southern hemisphere.  CASS operates world-class national facilities at Parkes and Narrabri in NSW and the (NASA DSN) CDSCC space tracking facilities at Tidbinbilla ACT.  The Divisional Headquarters are in Marsfield, Sydney and a new facility, the Australian SKA Pathfinder (ASKAP) telescope is under construction in the Murchison region of Western Australia.

The Visitor Discovery Centre in Parkes is the public face of CSIRO’s Parkes Radio Telescope. Its primary goal is to provide a stimulating, entertaining and informative environment for the public and school students to learn about Australia’s role in radio astronomy and deep space exploration. 

The key objectives are to educate the public and increase their appreciation and awareness of the facility and to encourage school students to engage in science, technology, engineering and mathematics (STEM). Participation in STEM will benefit society into the future.

To achieve these goals and objectives, the centre is designed to provide a high quality and informative display on radio astronomy, the history and role of the facility and the tangible benefits that result from the work done at the observatory.

Staff play an important role apart from maintaining the day to day operations of the Visitor Centre and souvenir shop. They are there to provide face-to-face interaction with visitors and students, sharing knowledge and facilitating exploration of the centre. 


	Duties and Key Result Areas:

	Retail Shop:

· Sales/service – operate register, handle money/credit cards.
· Enquiries – answer enquiries from customers about products.
· Products – maintain stock on shelves, unpack stock deliveries/check invoice, report shortages/overs, place excess stock in stores, ensure new stock is price marked as required.
· Cleanliness – tidy shop and shelves as required, ensure shelves are cleaned regularly.
· Demonstrate and sell educational products, merchandise and theatre tickets.

· Perform administration tasks such as counting and banking monies.

Visitor Centre: 

· Daily operation – ensure readiness of VC to open, exhibits and hands-on displays are OK, information sheets stocked, toilets checked.
· Cleanliness – clean displays and desk area as required, rubbish cleared from view (eg: empty boxes flattened and in recycling bins).
· HSE – Check for any hazards (slip, trip, fall) in both indoor and outdoor areas. Clear any obvious and easy to fix issues, report larger issues.
· Help ensure the security and safety of visitors, staff, the visitor centre and observatory.
· Communicate with visitors by talking about the telescope, answering questions and assisting visitors to use exhibits and displays.

· Host school, tour and special interest groups.

· Relate to visitors in a friendly, courteous and enthusiastic manner.

· Ensure visitors and visitor centre activities do not impede the operation of the observatory including asking visitors to follow the observatory’s mobile phone, video camera and electronic equipment regulations.

· Keep informed about the observatory, CSIRO, science, astronomy and space exploration.
Communications:

· Discuss shift priorities with manager/core team members or check on directions/messages

· Messages – read your own and VC staff emails, check on messages (notes or diary entries)

· General enquiries – answer general public enquiries by phone. Email enquiries should only be answered if a core team member is not on duty. 

· Group/school enquiries – pass on to core team members for actioning.

· Meetings – attend staff meetings and individual meetings as required

· Report – provides updates on assigned projects, speak to manager/core team members if there are any issues that arise requiring attention

Outreach:
· Visitors – provide information to visitors, answering general queries

· Groups/schools – provide/support presentations only in discussion with core team member

Other

· Positively represent the observatory and CSIRO as a member of the visitor centre team and observatory staff.
· SAP – enter shift hours into SAP as necessary.
· Roster – notify of any changes to availability.
· 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

Essential Criteria:
· High level interpersonal skills

· Experience in customer service, preferably within an information centre or retail environment

· Interest in science and its communication to the public

· The ability to work both independently and as a member of a cohesive team 
· Availability to work on weekends and during school holiday periods
CSIRO is a values based organisation. You will need to demonstrate behaviours aligned to our values of:
· Integrity of Excellent Science 

· Trust & Respect

· Creative Spirit

· Delivering on Commitments 

· Health, Safety & Sustainability


	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:

Vicki Drazenovic via email: vicki.drazenovic@csiro.au or phone: +61 2 9372 4272.
Please do not email your application directly to Mrs Drazenovic.   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.  

About CSIRO Telescope National Facility:  CSIRO, through its division of Astronomy and Space Science, operates the Parkes Observatory, just outside the central-west NSW town of Parkes, hosts the 64-metre Parkes radio telescope, one of the telescopes comprising CSIRO’s Australia Telescope National Facility.

An icon of Australian science, the Parkes radio telescope has been in operation since 1961 and continues to be at the forefront of astronomical discovery thanks to regular upgrades. 

Astronomers from across Australia and around the world utilise the Parkes radio telescope to undertake world-class astronomical science. Affectionately known as ’the Dish’, the telescope operates 24 hours a day, every day of the year.



