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Department of Industry, Science and Resources
· RFQ No: LH-08160 APS6 LIMS System Administrator last date to apply Friday, 23 October 2026.
· Contract start Monday, 16 November 2026 to 12 months Plus two 12-month extension.
· Australian Citizen Must be able to obtain Baseline – ACT, VIC, NSW – Onsite.
Send your responses to ian@solsoft.com.au 

About the organisation

The Department of Industry, Science and Resources (DISR) is a department of the Australian Government established on 1 July 2022. It is responsible for advising the government on matters of industry, science and resources, and delivering policies and programs in these areas. The department is also responsible for the publication of the government's "Critical Minerals Strategy 2023–2030".As of September 2026 there are two ministers and two assistant ministers leading the department: the Minister for Resources and Minister for Northern Australia (Madeleine King), Minister for Industry and Innovation and Minister for Science (Tim Ayres), along with the Assistant Minister for Resources (Anthony Chisholm), and the Assistant Minister for Science, Technology and the Digital Economy (Andrew Charlton).

About the team
The Department of Industry, Science and Resources (DISR) plays a key role in the Australian Government’s agenda to create jobs and build a stronger, more resilient and competitive economy. Our work builds on Australia’s existing strengths, supports businesses to grow, and drives new opportunities for long-term productivity growth and prosperity. The success of the department helps Australia recover from the economic consequences of COVID 19 and adapt to its ongoing effects. Through our work, we support the government’s economic recovery plan and help to deliver a better future for all Australians

About the project
The Chief Information Officer Division (CIO Division) is an exciting, fast-paced division that drives the digital agenda for the Department of Industry, Science and Resources. Leading the delivery of the department’s digital offerings, the CIO Division partners with business areas and stakeholders to:
1. Realise the digital policy objectives of the Department
1. Define the Departments digital landscape
1. Drive the innovation and transformation of its IT services.

Job Details:
We are seeking a motivated, proactive, personable, and skilled LIMS Administrator (APS6 equivalent). Our ideal candidate will have proven system administration experience preferably managing a LIMS system such as Sample Manager or a similar, relevant to the functioning of a commercial analytical/scientific laboratory.  The role is very critical to supporting the Laboratory Information Management Systems (LIMS) for the National Measurement Institute (NMI). You will work very closely with the business area to troubleshoot and provide support.

The successful candidate will have:
· Practical knowledge of, or experience in LIMS administration such as Sample Manager or a similar system relevant to the functioning of a commercial analytical/scientific laboratory.
· Demonstrated experience in one or more of the following computer programming and scripting languages:
· VGL
· LIMS Basics
· .Net C#
· Visual Basics
· Java and HTML.
· SQL
· Sound knowledge of database administration. The use of SQL to extract information from database or to correct errors in the database.
· Sound knowledge of scientific laboratory environments and the role of LIMS in laboratory operations.
· Familiarity with standard IT applications and the ability to rapidly develop a high level of understanding of new application or systems.
· Experience in processing data and the use of standard desktop applications.
· Demonstrated problem solving skills with the ability to analyse and resolve complex issues.
· Demonstrated ability to learn new systems and technologies.
· Demonstrated ability to build productive relationships and work collaboratively and effectively in a team environment and with business stakeholders.
· Strong verbal and written communication skills.
· A high level of commitment, self-motivation, and initiative.
· Demonstrated ability to exercise sound judgement in a dynamic environment.
· Good organisational skills and ability to prioritise workloads.

This role is preferred in Melbourne, but strong applicants in Sydney & Canberra will also be considered.


Key duties and responsibilities
As a LIMS Administrator, you will be managing and supporting the LIMS system, Sample Manager operated by the Analytical Services Brach (Melbourne and Sydney) and several groups within Chembio & Biological Branch (Sydney). You will be developing /enhancing functionality using its proprietary language VGL, configuring software, testing, troubleshooting, and producing technical documentation. You will also work as part of a team of LIMS admins and Developers, liaising with internal / external stakeholders and collaborating with ICT colleagues where required.
Duties:
· Liaise with business areas to gather requirements to develop enhancements and new functionality in the LIMS system.
· Address enquires from staff and senior management regarding LIMS data and system with the aim of contributing towards the business objectives.
· Provide technical support to staff, including troubleshooting, bug fixing and managing LIMS user accounts and access.
· Undertake training of NMI staff in the use of the LIMS.
· Specify requirements and prepare specifications for amendments and undertake testing of the programs developed.
· Carry out system enhancements under the direction of the LIMS Technical Manager, ensuring appropriate change control and associated procedures are adhered to.
· Implement and maintain quality control measures.
· Develop and maintain interfaces to facilitate data exchange between LIMS and other systems.
· Develop and maintain documentation SOPs, procedures, and test plans.  
· Perform routine maintenance tasks such as committing or archiving of the LIMS data, backups, review and update users and their access under the direction of NMI managers.
· Liaise with LIMS vendor to troubleshoot core system issues.
· Generate Financial, Management and statistical reports for senior management.
· Utilise the following personal qualities in your day-to-day work:
· communicate effectively.
· ability to work as a part of a team and operate with a degree of independence where required.
· build relationships with colleagues and take a collaborative approach.
· plan and manage implementation tasks.
· solve problems quickly, appropriately, and efficiently.
· Work across ICT (including Database, Server, security, and Network teams) to deliver business outcomes, upgrades, undertake testing, manage issues and outages.
· Apply an understanding of and commitment to workplace diversity, workplace participation, safe working environment and access and equity principles.
Note that duties are similar between APS5 and APS6 however, APS5 will receive higher level of support, guidance, and training to undertake tasks. APS6 is expected to take more responsibility and undertake work with a high degree of independence where required.
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. Availability management: Level 4 (SFIA)
Analyses service and component availability, reliability, maintainability and serviceability. Contributes to the availability management process and its operation. Performs defined availability management tasks. Ensures that services and components meet and continue to meet all of their agreed performance targets and service levels. Implements arrangements for disaster recovery and documents recovery procedures. Conducts testing of recovery procedures.
2. Problem management: Level 3 (SFIA)
Investigates problems in systems, processes and services. Assists with the implementation of agreed remedies and preventative measures.
3. Programming/software development: Level 2 (SFIA)
Designs, codes, verifies, tests, documents, amends and refactors simple programs/scripts. Applies agreed standards and tools to achieve a well-engineered result. Reviews own work.









YOUR RESPONSE	
	Please respond to the following
	I am authorising Solsoft exclusively to submit my application.
Job Name: APS6 LIMS System Administrator
RFQ NO:  LH-08160
Date: <response>
Authorisation Of applicant: Yes        No    

	Name
	First Name Surname 

	<response>

	
	Gender 

	<response>

	Your mobile number plus email address
	<response>

	Home address
	<response>

	Have you worked with this agency before
	Yes/No

	Availability
	<response>

	Hourly Rate including super ex-gst 
	$            PAYG (Y/N)

	Citizenship Status
	[bookmark: l17hyqd6v0ys]Australian       

	Security Clearance
	Clearance Level: 
	<response>

	
	CSID number
	<response>

	Referee 1
	Name:
	<response>

	
	Title:/ Organisation
	

	
	Professionals’ relationship to you:
	

	
	Phone:/Mobile
	

	
	Email:
	

	Referee 2
	Name:
	<response>

	
	Title:/ Organisation
	

	
	Professional relationship to you:
	

	
	Phone:/Mobile
	

	
	Email:
	


· RESUME
Important: Solsoft requires your CV as per below resume format

· SUMMARY

	
· TECHNICAL SKILLS
· 

· EDUCATION


· TRAINING AND CERTIFICATIONS


· WORK HISTORY


· Referees




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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