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Position Details
Administrative Services- CSOF4
	The following information is for applicants

	Advertised Job Title
	India-Australia Partnerships Coordinator

	Job Reference
	92895

	Tenure
	3-year specified term 
Full-time

	Salary Range
	AU$89,680 - AU$101,459 per annum
plus up to 15.4% superannuation

	Location(s)
	Pullenvale, Brisbane / Waterford, Perth

	Relocation Assistance
	Will be provided to the successful candidate if required

	Applications are open to
	Australian/New Zealand Citizens and Australian Permanent Residents and Australian Temporary Residents with a valid working visa

	Position reports to the
	Research Group Leader – Green Steel

	Number of Direct Reports
	0

	Enquire about this job
	Contact Keith.Vining@csiro.au or phone (07) 3327 4761 OR Joanne.Loh@csiro.au or phone (08) 9334 8057

	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
[bookmark: _Toc341085720]CSIRO Mineral Resources (CMR) is one of the largest minerals R&D groups in the world, with ~350 employees, and has a proud track record of supporting industrial innovation across the minerals value chain.
We apply our expert knowledge and specialised research to deliver technologies and solutions that solve complex and challenging problems faced by minerals and METS (mining equipment, technology, and services) companies, governments, and other industry stakeholders.
Our R&D is targeted at growing Australia's mineral resource base, increasing the global competitiveness of the Australian minerals industry, and driving social and environmental performance across the global minerals industry.
CMR is comprised of six research programs (Discovery, Characterisation, Sustainable Mining Technologies, Hard Rock Mining, Sensing and Sorting, and Processing), with our main facilities located in Perth, Brisbane, Melbourne, and Sydney.
CMR’s Processing Program is one of the largest mineral processing R&D programs in the world, with ~100 employees, and an established history of delivering world class R&D with a very strong focus on industrial innovation via technological commercialisation.
The Processing Program manages two Australian Government initiatives: the India-Australia Green Steel Partnership and the India-Australia Critical Minerals Partnership. The partnerships will leverage CSIRO’s relationships with Australian industry and the Indian Government and industry to support commercialisation of innovative Australian and Indian technologies to improve efficiencies and environmental outcomes in steel production and support the expansion of critical mineral industries. These partnerships will help India meet its growing steel requirements, diversify critical minerals supply chains for both countries and deliver on our shared vision for lowering emissions.  
This role will support the two Partnership leaders, effectively managing their time equally between ‘Green Steel’ (leader based in Brisbane) and ‘Critical Minerals’ (leader based in Perth). Reporting to the two leaders, the role includes administrative support, assist with coordination and monitoring progress to ensure the successful delivery of the projects to Partnership objectives, milestones and impactful science.
The role includes providing 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 Unit to achieve their objectives and meet Government and regulatory responsibilities.
Duties and Key Result Areas
Provide practical support to and work with the two Partnership Leaders to prioritise, plan, address and monitor issues, activities and communication with key stakeholders and external parties. Positively contribute to the management and operation of the Partnerships by working collaboratively with the Leaders, project staff and Stakeholders and making considered recommendations to guide decisions and enable improvements. 
Assist the two Leaders to prepare and coordinate material needed for reviews, reports or to respond to information requests related to the India-Australia Partnerships as required. Prepare or assist in the preparation of progress and technical documentation and presentation material (Microsoft PowerPoint), tailoring content for various applications, stakeholders (internal and external) and audience as required.
Maintain an up-to-date knowledge of the full range of projects, and their stage of operation, at any point in time and assist with maintaining an overview of budget for the Partnerships. Develop an understanding of the Green Steel and Critical Minerals sector (beyond that directly linked with the Partnerships) and current activities of government, industry and researchers.
Monitor HSE matters (e.g. safety contacts, DoneSafe) on behalf of the two Leaders.
[bookmark: _Hlk134435777]Anticipates the needs of and liaises closely with Partnership Leaders, researchers and representatives of Key Stakeholders.
Under general direction of the Partnership Leaders, ensure project staff successfully manage projects which includes duties such as project operational planning, contracting, pricing, provide support to project leaders to ensure adherence to these processes and setting up the projects correctly with the assistance from Finance staff. Assist finance in managing the Capital purchase process including any procurements as needed.
Manage or assist with contractual arrangements for PhD students, Post-Doctoral Fellows and Visiting Scientists as necessary. 
Monitor project progress and project plans through internal systems (including O2D and Customer Relationship Management (CRM) software).
Coordinate and assist in planning internal and external meetings or other events with activities including booking rooms, resources, travel, transport, equipment and catering.
Set up and organise workshops/meetings, prepare meeting minutes and initiate and monitor follow‐up actions. Provide secretariat services to the India-Australia Partnership Project Approval Committee (supporting PAC Chair).
Establish and maintain functional networks to facilitate effective site, Partnership, Program and Business Unit operations.
Adhere to the spirit and practice of CSIRO’s Values, Code of Conduct, Health, Safety and Environment procedures and policy, Diversity initiatives and Zero Harm goals. 
Other duties as directed.
Selection Criteria
It is highly recommended that the Selection Criteria is specifically addressed in your application, in addition to providing a cover letter and C.V.
Essential
Under CSIRO policy only those who meet all essential criteria can be appointed.
Highly developed administration and organisational skills with the ability to contribute to, coordinate and support activities and staff to meet both India-Australia Partnerships’ objectives.
Well-developed communication skills and the ability to act as effective interface between external stakeholders and researchers and CSIRO research/support staff.
Demonstrated skills in working with and knowledge of Microsoft Office software including Word, Excel and Outlook.
Experience in developing recording minutes for internal meetings and initiating follow-up actions.
The ability to effectively prioritise workload and operate effectively and equally with two Managers located in difference states and time zones.
Experienced in working both independently and in a collaborative manner.
A demonstrated commitment to health, safety, and wellbeing of staff. 
Alignment with CSIRO values (People first, Trusted, Further together, and Making it real).
Desirable
1. Experience working in the support of researchers operating in a laboratory or engineering environment.
1. A working knowledge of health, safety and environmental policies and protocols and the documentation required to manage risk.
1. Highly developed skills for design and preparation of Microsoft PowerPoint slides
1. Experience with Microsoft Dynamics and SAP
Required Competencies
Teamwork and Collaboration: Cooperates with others to achieve organisational objectives and may share team resources in order to do this. Collaborates with other teams as well as industry colleagues.
Influence and Communication:  Uses knowledge of other party's priorities and adapts presentations or discussions to appeal to the interests and level of the audience. Anticipates and prepares for others’ reactions.
Resource Management/Leadership:  Allocates activities, directs tasks and manages resources to meet objectives. Provides coaching and on the job training, recognises and supports staff achievements and fosters open communication in the team.
Judgement and Problem Solving:  Investigates underlying issues of complex and ill-defined problems and develops appropriate response by adapting/creating and testing alternative solutions.
Independence: Recognises and makes immediate changes to improve performance (faster, better, lower cost, more efficiently, better quality, improved client satisfaction).
Adaptability: Copes with ambiguity or situations that lack clarity. Adapts readily to changing circumstances and new responsibilities (which may include activities outside own preferences) in the interests of achieving team objectives. Recognises the need for and undertakes personal development as a result of changes.
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 be asked to obtain and provide evidence of a National Police Check or equivalent. 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, CSIRO Mineral Resources  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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