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Communication & Information – CSOF2
Role summary for potential applicants 

	Advertised Job Title:
	Enquiries Administrator

	Reference Number:
	78012

	Classification:
	CSOF2

	Salary Range:
	$ 48,574- 62,611 plus up to 15.4% superannuation (Pro rata for part time)

	Location:
	Clayton, VIC

	Tenure:
	Specified Term of 12 months, Part time, 1 day per week 

	Applications are open to:
	Australian Citizens and Permanent Residents Only

	Functional Area:
	Communication and Information


	Role Overview:

	CSIRO Enquiries provides an authoritative conduit between CSIRO and the public, managing up to 2000 enquiries every month from our customers and stakeholders across industry, universities, government agencies and the general public.

CSIRO Enquiries provides accurate and timely responses to a variety of email, web and phone enquiries. 
Supporting a small team of Enquiries Officers, the Enquiries Administrator will assist the team in responding to enquiries during peak periods whilst upholding CSIRO’s reputation for friendly and accommodating service.
The Enquiries Administrator will have a passion for customer service, excellent written and verbal communication skills and a willingness to learn all about CSIRO and the impact we deliver.  




	Duties and Key Result Areas:

	Duties and Key Result Areas:
· Respond to enquiries by phone and online channels, whilst upholding CSIRO’s Enquiries reputation for friendly and accommodating service. 

· Deliver high service levels to clients – through personal productivity, timeliness and accuracy in responses to enquiries.
· Achieve and maintain a very high level of professionalism in all contacts with internal and external clients. 

· Strive for “Zero Harm” (physical and psychological) - promote a strong safety culture through active management of HSE performance.


	Selection Criteria:

	Please note: Under CSIRO policy only applicants who meet all the essential criteria can be appointed

Essential Criteria:

· High level written and verbal communication skills, and the ability to write and verbalise response to enquiries accurately and in a tone consistent with CSIRO’s brand.

· Demonstrated ability to engage positively with customers and staff, utilising excellent interpersonal skills
· Demonstrated time management skills and the ability to process tasks efficiently and effectively
· Computer competency including Microsoft Office suite with the ability to navigate CRM and CMS systems.
· Flexibility and eagerness to learn and work as part of a team.
To be appointable to this role you will also need to demonstrate the following capabilities:

· 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.

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.
Previous experience in a contact centre, information bureau or similar knowledge-centred environment would be advantageous.

The successful incumbent would need to demonstrate their availability and commit to an ongoing temporary assignment.



	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.  
Your application for this role requires that you include a cover letter and resume.  Applications that do not include a cover letter will 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:

Verena Engel via email: verena.engel@csiro.au or phone: 03 9545 2256.
Please do not email your application directly to Verena Engel. 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.  


