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Administrative Services – CSOF3
Role summary for potential applicants 
	Advertised Job Title:
	Personal Assistant / Administration Officer 

	Reference Number:
	60950

	Classification:
	CSOF3

	Salary Range:
	AU $62k to AU $79k per annum, plus up to 15.4% superannuation

	Location:
	Dutton Park (Brisbane) Queensland

	Tenure:
	Indefinite 

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

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

	Functional Area:
	Administrative Services

	% Client Focus - Internal:
	100%

	% Client Focus - External:
	0%

	Reports to the:
	Research Director, CSIRO Health and Biosecurity

	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 Personal Assistant / Administration Officer provides administrative assistance and support to a Research Director.  The role involves the provision of high level administrative and confidential personal assistance, including diary management, travel arrangements and acquittals, routine correspondence, records management, technical and non-technical document preparation and management, meeting preparation and coordination.  
The position is offered on a full-time basis although flexible working arrangements will be considered.


	Duties and Key Result Areas:

	Issues Management

· Provide practical support to the Research Director on dealing with issues and interactions with key stakeholders and external parties.
· Ensure strict adherence to privacy and confidentiality principles with regard to all Program matters.

· Monitor and follow up on issues that need to be drawn to the Research Director's attention in a timely manner.
Coordination

· Coordinate material needed for reviews, reports or to respond to information requests.
· Manage administrative projects or issues as necessary (e.g. scholarship program, visiting scientists, publication records, meetings etc.).
· Coordinate internal and external meetings or other events, including booking rooms, resources, travel, transport, equipment and catering.
· Prepare meeting minutes and initiate follow-up actions.
Compliance

· Establish and maintain electronic records.
· Maintain registers/logs related to specific operational requirements relevant to the Business Unit’s operations.
Communication

· Draft routine responses and correspondence, and monitor follow-up actions.
· Develop and maintain functional networks to facilitate effective Program operations.
· Prepare or assist in the preparation of technical documents and presentation materials.
· Prepare and review correspondence and reports that deal with routine matters.

Diary Management
· Regularly review, evaluate and monitor the Director's email, prioritising tasks and deadlines.
· Resolve conflicting appointments and deadlines.
Travel

· Prepare all domestic and international travel arrangements for the Program Director and other officers as directed.
· Acquit travel expenses, and reconcile credit card statements, process payments, and raise invoices as required.

Office Efficiency

· Maintain office supplies and equipment for the site/office/unit.
HSE

· Coordinate HSE matters (e.g. safety contacts) on behalf of the Research Director.
· 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.

Key responsibilities and duties may be subject to change from time to time.


	Selection Criteria:

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

Essential Criteria:

1. Demonstrated experience providing secretarial or administrative support to a Senior Manager or Executive in a fast paced and complex environment.

2. Proficiency in SAP, and MS Office suite, particularly Outlook, Word, Excel and PowerPoint.

3. Proven ability to work effectively in a team, positively contributing to the team environment.

4. Demonstrated ability to clearly convey information and ideas, and establish effective interpersonal relationships with a wide variety of people. 

5. Strong organisational skills, including the ability to prioritise tasks and escalate issues when required. 

6. The ability to professionally handle sensitive and confidential information, and use appropriate judgment and discretion. 

Desirable Criteria:

1. Knowledge of HP Records Manager and experience in records management.


	Other Information:

	How to Apply

Please apply for this position online at https://jobs.csiro.au/ and enter requisition number 60950.  Internal applicants please apply in Jobs Central via the People Hub icon on your desktop or via SAP (click ‘Recruitment’).  To apply, please provide a CV and cover letter outlining your suitability for the role and your motivations for applying.
If you experience difficulties applying online call 1300 984 220 for assistance.  Outside Australian business hours please email:   csiro-careers@csiro.au. 

Contact:  If after reading the selection documentation you require further information please contact:


Paul De Barro via email: Paul.Debarro@csiro.au or telephone: 07 3833 5720
Please do not email your application directly to Dr De Barro.  Applications received via this method will not be considered.

About CSIRO:

We solve the greatest challenges through innovative science and technology. Discover more about CSIRO
CSIRO’s Commitment to Diversity
We’re working hard to recruit diverse people and ensure all our people feel supported to do their best work and empowered to let their ideas flourish. D&I Strategy
Flexible Working Arrangements 

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. Balance 

Find out more about CSIRO Health and Biosecurity


