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Position Details
Administrative Services- CSOF3
	The following information is for applicants

	Advertised Job Title
	Project Support Centre Officer

	Job Reference
	95191

	Tenure
	Specified Term of 18 months 

	Salary Range
	AU$68,148 - AU$86,733 per annum (pro-rata for part-time)
plus up to 15.4% superannuation

	Location(s)
	Canberra, Perth, Brisbane, Adelaide

	Relocation Assistance
	NA

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

	Position reports to the
	Manager Project and revenue Support Centre 

	Client Focus – Internal
	100%

	Client Focus – External
	0%

	Number of Direct Reports
	0

	Enquire about this job
	Contact Creswell Joynt via email at creswell.joynt@csiro.au 

	How to apply
	Apply online at  https://jobs.csiro.au/ 
Internal applicants please apply via Jobs Central
If you experience difficulties when applying, please email careers.online@csiro.au or call 1300 984 220.


Acknowledgement of Country
CSIRO acknowledges the Traditional Owners of the land, sea and waters, of the areas that we live and work on across Australia. We acknowledge their continuing connection to their culture and pay our respects to their Elders past and present.  View our vision towards reconciliation.
Child Safety
CSIRO is committed to the safety and wellbeing of all children and young people involved in our activities and programs. View our Child Safe Policy.

Role Overview
The purpose of the Project Support Centre Officer is to provide whole of life project, contract, and customer management support to CSIRO research projects and to support CSIRO's operational transactions.  The responsibilities of this role are split between two main areas: Project Support and Contract Administration (which includes CRM maintenance).  As system and process knowledge custodians we aim to provide a single point of referral and advice to researchers on all aspects of policy and practice related to research delivery.  We will maintain quality data in CSIRO's enterprise systems to support project management, operations, reporting and business analysis at all levels. 

As this role touches on several aspects of CSIRO’s business processes, it is essential that the Project Support Centre Officers build and maintain excellent working relationships with various customers, and positively work with other support functions such as Commercial Contracts, Finance community, other Support Centres, and other stakeholders.

Project Support Centre Officers are team members of the Project Support Centre, and are responsible for the maintenance of core project, contract, and customer data in CSIRO's Enterprise Systems. The work undertaken in the Project Support Centre is central to the organisation and enables: 
· Documentation and data integrity
· Standardised processes
· Expert technical capability
· Streamlined management of peak workloads
· Increased opportunities for creating process efficiencies and building a continuous improvement culture.
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Selection Criteria
Mandatory for all staff
· Contribute to the efficient processing of tasks using CSIRO's workflow and task management tools, including SAP and Microsoft Dynamics
· Identify, query, and resolve potential issues associated with requests.
· Save and maintain project records and contracts in HP Records Manager whilst following the Records Management Code
· Accurate and efficient data processing of CSIRO’s research contracts in SAP, including contract variations. 
· Accurate maintenance of customer records across CSIRO systems
· Contribute to a knowledge sharing environment through sharing, creating and improving information across the Finance function.
· Work proactively as part of an often regionally dispersed team, to carry out administrative tasks and provide personal assistance, under the general direction of senior administrative staff.
· Generate improved solutions in work situations, suggest creative ways to deal with problems and opportunities.
· Adhere to the spirit and practice of CSIRO’s values, Health, Safety and Environment plans, diversity initiatives and Zero Harm goals.
· Flexibility to support other duties as reasonably directed.
Selective depending on experience.
· Create and maintain cost and revenue recognition plans.
· Check and update project leader delegation.
· Understand and create SAP WBS structures and close WBS elements and stages.
· Create, maintain, and release billing milestones. 
· Manage the CRM (Customer Relationship Module) through Microsoft Dynamics. This includes verifying customer and contact creations, and the general maintenance of CRM.
· Record contracts in SAP as per the Contract Administration procedures
Create and maintain shopping carts (purchase orders)
Essential
Under CSIRO policy only those who meet all essential criteria can be appointed.
Pre-Requisites:
1. Education/Qualifications: A relevant Certificate or tertiary qualification, and/or relevant work experience.
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.
1. Behaviours: A history of professional and respectful behaviours and attitudes in a collaborative environment.
1. Adaptability: Demonstrated ability and willingness to change ideas, try different approaches and maintain professionalism and flexibility.
1. Problem Solving:  Proven ability to investigate routine problems by identifying and considering the implications of a range of available alternative solutions.
Essential Criteria:
1. Good working knowledge of SAP processes and CSIRO standards and procedures.
1. Ability to problem solve where there is ambiguity and complexity; applying pragmatic solutions and informing others to create a learning environment.
1. Demonstrated ability to prioritise workloads in order to meet tight deadlines and KPIs.
1. Demonstrated experience and commitment to working in a geographically dispersed team, and the ability to build strong and productive working relationships with others to create a proactive, solutions-oriented environment.
1. Professional customer service skills.
Desirable Criteria:
1. Previous experience working with Microsoft Dynamics.
1. Understanding of the stages and life cycle of a project.
1. Basic understanding of contract administration.

Required Competencies
Teamwork and Collaboration: Proactively seeks and considers the ideas and opinions of others from within and outside the team to help form decisions, plans or actions.
Influence and Communication:  Puts forward ideas by presenting factual information supported by data, definitions, examples, illustrations or other aids, which will assist in conveying meaning.
Resource Management/Leadership:  Provides instruction and assists other staff to complete allocated tasks and activities.
Judgement and Problem Solving:  Identifies and considers the implications of a range of available alternatives in order to select the most appropriate response to problems of a familiar or recurring nature.
Independence: Recognises and makes immediate changes to improve performance (faster, better, lower cost, more efficiently, better quality, improved client satisfaction).
Adaptability: Willingness to change ideas or perceptions based on new information, contrary evidence or other people's points of view. Prepared to try out different approaches.
Special Requirements
Appointment to this role is subject to provision of a pre-employment background check and may be subject to other security/medical/character clearance requirements.

The successful candidate will undertake a pre-employment background check. Please note that individuals 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. Visit CSIRO Online for more information.
CSIRO is a values-based organisation.  In your application and at interview you will need to demonstrate behaviours aligned to our values of:
1. People First 
1. Further Together
1. Making it Real
1. Trusted
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