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[bookmark: Bookmark3]Australian Centre for International Agriculture Research
· [bookmark: _Hlk497294109]RFQ No: LH-07449 APS5 ICT Project Officer last date to apply Monday, 31 August 2026.
· Contract start Monday, 07 September 2026 to 3 months Plus 1 x 3 Months extension.
· Australian Citizen must be able to Baseline, ACT- Onsite.
Send your responses to jobs@softtestpays.com

About the organisation

ACIAR is Australia’s government agency dedicated to improving agricultural productivity, sustainability, and food security in developing countries through international research partnerships. The Australian Centre for International Agricultural Research (ACIAR) is a statutory agency of the Australian Government, operating within the Foreign Affairs and Trade portfolio. Its primary purpose is to reduce poverty and improve livelihoods in the Indo-Pacific region by fostering more productive and sustainable agricultural systems through collaborative international research

Job details:

The ICT Support Officer provides frontline ICT support services to ACIAR staff in Australia and overseas. The role is responsible for responding to helpdesk requests, resolving routine ICT issues, maintaining accurate service records, and supporting the deployment and management of ICT equipment.

Working as part of the Business Systems Unit (BSU), the position contributes to the delivery of reliable and customer-focused ICT services while supporting broader ICT projects and operational activities. The role requires strong communication skills, sound problem-solving abilities, and a commitment to delivering high-quality customer service.

Key duties and responsibilities:
The successful candidate will:
Duties:
· Provide ICT support for hardware, software, network, account and device issues.
· Triage, resolve and escalate service requests and incidents in line with service levels.
· Administer user accounts, systems, devices, software and ICT asset records.
· Support ICT projects, upgrades, testing, rollouts and implementation activities.
· Prepare and update ICT procedures, user guides and knowledge articles.
· Liaise with staff, vendors and service providers to support ICT service delivery.
· Identify recurring issues and contribute to service and process improvements.
· Support cyber security controls, patching, access management and incident reporting.
· As this is a Helpdesk role, and will require maintenance of user and building ICT hardware, this role is 100% office-based 
Essential experience & requirements:
· Current minimum Baseline is essential 
· Demonstrated experience providing responsive ICT support in the Australian Public Service, troubleshooting technical issues, supporting users, maintaining ICT systems and contributing to reliable service delivery in a Microsoft on-prem & cloud environment.
· Demonstrated ability to analyse ICT issues, apply sound judgement, identify risks, develop practical solutions, and make recommendations that improve systems, processes, or user outcomes.
· Demonstrated ability to communicate clearly with technical and non-technical stakeholders, providing advice and supporting users with ICT issues.
· Demonstrated ability to manage competing priorities, monitor progress, meet deadlines, support ICT projects or operational tasks, and deliver quality outcomes in a busy service environment.
· Demonstrated ability to work collaboratively, support team capability, act with professionalism and integrity, follow ICT security and governance requirements, and contribute positively to APS workplace culture.

Responses to selection criteria

Criteria
The buyer has specified that each candidate must provide a one page pitch to address all criteria specified. This is equal to 5000 characters.

Essential criteria    
                                                                                       
1. Demonstrated experience providing responsive ICT support in the Australian Public Service, troubleshooting technical issues, supporting users, maintaining ICT systems and contributing to reliable service delivery in a Microsoft on-prem & cloud environment.
2. Demonstrated ability to analyse ICT issues, apply sound judgement, identify risks, develop practical solutions, and make recommendations that improve systems, processes, or user outcomes.
3. Demonstrated ability to communicate clearly with technical and non-technical stakeholders, providing advice and supporting users with ICT issues.
4. Demonstrated ability to manage competing priorities, monitor progress, meet deadlines, support ICT projects or operational tasks, and deliver quality outcomes in a busy service environment.
5. Demonstrated ability to work collaboratively, support team capability, act with professionalism and integrity, follow ICT security and governance requirements, and contribute positively to APS workplace culture.
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HOW TO ADDRESS KEY SELECTION CRITERIA
The following provides a guide on how to address key selection criteria when applying for public service positions, and hence is particularly valuable to forward onto prospective candidates.

BACKGROUND RESEARCH
This guide has been prepared from information gathered from a wide variety of government sources.

THE PROCESS
Firstly, analyse the criteria, and look for the key issue(s). Once identified, ensure that you adequately address these issues. Each Key Selection Criteria is best addressed by the examples of demonstrated experience in various projects.

Finally, conclude your response by forecasting how you could perform the key issue in the future in this position. A paragraph will suffice.

SUCCESS
Provide a validating statement on your success and how you know you were successful. For example, offer feedback received from your manager or clients, state any cost and work efficiencies and/or quality assurance results. This is where you sell yourself.

SUGGESTED PAGE LAYOUT
· Retype the Criteria (bold or italic)
· Initial Premise(s)
· Supporting argument (attempting to prove your premise)
· Validating statement(s) (quote 3 or 4 examples – don’t make them too long, keep to the point)
· Summary
· How you believe your past experience will allow you to perform in the future
· Only use “I” in your responses.


LENGTH OF RESPONSE

If your response is too long, you risk boring the readers and they will not read everything you have written.

Do not, under any circumstances, ‘waffle on’ about your accomplishments.

If you make it too short, then you run the risk of excluding information which may bias a selection decision and you may not score as highly as you should have.

Short paragraphs should be used, and length should depend on how much you have to say and the level of the position.

Ask yourself: Is this important to support my case on this criterion?

Individual departments may provide a guideline as to the length of response they require – it is critical to the acceptance of your application that you adhere to guidelines provided which relate to response length.

Employ a strong positive approach demonstrating energy and initiative, but not arrogance. You should convey to the passive or neutral receiver that you should be interviewed. Always take into account the reader.

WHY GO TO THIS MUCH TROUBLE?

Addressing the selection criteria with quality responses demonstrates to the selection panel that you are not only qualified for the position, through your skills and experience, but that you are also committed to the role and have been prepared to take the time and effort to support your application.
Always bear in mind that the Selection Criteria process exists in the interests of equal and fair selection, based on merit, skills and experience.

SELECTION CRITERIA - MEANING OF TERMS

KNOWLEDGE
· ‘Knowledge’ – basic knowledge only is required. For example, you know which Act applied to a particular area and overall know what the Act covers.
· Sound Knowledge’ – a good working knowledge. For example, you know policy provisions and intentions of an Act and the conditions under which benefits are conferred or obligations assumed.
· ‘Thorough Knowledge’ – highest level. You would be expected to know the details of an Act, the theory of an Act, etc.

ABILITY VS PROVEN ABILITY/DEMONSTRATED ABILITY

When the terminology ‘ability to …’ occurs, it means that you need to provide specific examples of instances of where you have performed that function effectively.

In most cases, the list of duties will give you an idea as to the ‘level’ of ‘knowledge’ or ’ability’ required to perform the duties.

Ensure that you relate your past performance and experience to every qualification and/or experience statement listed in the Selection Criteria.
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