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Position Details
Space Communication – Administration (SCA) 2.3 – 3.4
	The following information is for applicants

	Advertised Job Title
	Purchasing & Procurement Officer

	Job Reference
	101967

	Tenure
	Indefinite, Full-time (with Part time or Job share considered)

	Salary Range
	AU$75,793 to AU$92,738 pa (pro-rata for part-time) + 15.4% superannuation
Tracking station allowance of $133.81 per week (pro-rata for part-time)

	Location(s)
	Canberra Deep Space Communications Complex, Tidbinbilla

	Relocation Assistance
	Will be provided to the successful candidate if required

	Applications are open to
	Australian Citizens and Australian Permanent Residents Only

	Position reports to the
	Finance & Administration Lead

	Client Focus – Internal
	50%

	Client Focus – External
	50%

	Number of Direct Reports
	0

	Enquire about this job
	Contact Mark Carpenter via email at mark.carpenter@csiro.au or phone +61 2 6201 7816

	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: _Hlk215584416]The Canberra Deep Space Communication Complex (CDSCC) supports ground-based spacecraft telecommunications as part of the international National Aeronautic Space Administration (NASA) Deep Space Network (DSN), under contractual arrangements between the NASA and Commonwealth Scientific Industrial Research Organisation (CSIRO). For more information on CDSCC, please visit:  http://www.cdscc.nasa.gov
The Finance & Administration (F&A) Team provides various customer service roles and administrative functions at the Complex for employees.  The F&A Team manages the overall delivery of all business-related administrative services including finance, transport, purchasing, logistics, property management, and documentation.
This position works under routine direction and broad supervision. The Purchasing & Procurement Officer compiles information and records to prepare purchase orders for the procurement and receipt of material from local and interstate suppliers. 
[bookmark: _Hlk215584736]Duties/Key Result Areas: 
· [bookmark: _Hlk69211164][bookmark: _Hlk215585264]Respond courteously and efficiently to requests for your services, keep clients informed about progress and redirect requests to appropriate staff when required. 
· Coordinate the local, interstate, and overseas purchase of items for the CDSCC.
· Processing purchase requisitions in accordance with established procedures in line with CSIRO’s procurement policies utilising both Maximo and SAP.
· Prepare and assist in the development of requests for quote and tender in collaboration with CSIRO Strategic Procurement and ensuing processes
· Liaise with team leaders and managers to ascertain purchasing requirements and be familiar with program area budgets.
· Review quotes to determine value for money.
· Track and manage the satisfactory completion of all purchase orders with suppliers and resolve discrepancies.
· Review suitability of stock items and determine appropriate supply chain solutions.
· Liaise with CSIRO finance to reconcile Maximo and SAP databases.
· Look for opportunities to generate improved solutions in work situations, trying creative ways to deal with routine problems and opportunities, and exercising initiative when applying established procedures.
· Communicate openly, effectively, and respectfully with all staff, clients, and suppliers in the interests of good business practice, collaboration, and enhancement of CSIRO’s reputation.
· Adhere to the spirt and practice of CSIRO’s Values, Code of Conduct, Health, Safety and Environment procedures and policy
· Provide support to the broader Support Services group, including acting as the finance officer as required and other duties as directed.
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: Recognise 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.
Selection Criteria
Essential:
Under CSIRO policy only those who meet all essential criteria can be appointed.
1. [bookmark: _Hlk215585528]Relevant qualification or equivalent relevant work experience in Purchasing and/or Procurement.
2. Demonstrated experience as a Purchasing Officer, interpreting and applying purchasing policies, principles, processes, and procedures.
3. Demonstrated ability to manage competing demands, establish priorities, organise tasks, meet deadlines and escalate issues when required.
4. Demonstrated history of professional and respectful behaviours and attitudes in a collaborative working environment.
5. Sound written, interpersonal and oral communication skills including the ability to consult with a range of people and recognise and respect confidential and sensitive matters.
6. Experience using Maximo and SAP integrated software platforms.
Special Requirements
Appointment to this role may be subject to conditions including provision of a national police check as well as 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 people with criminal records are not automatically deemed ineligible. Each application will be considered on its merits. 
If the successful candidate is not an Australian Citizen or Permanent Resident, they may be required to undergo additional security screening.
About CSIRO:
We solve the greatest challenges through innovative science and technology. To find out more visit us online! 
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