
SENIOR CONSULTANT SUPPORT OFFICER (CSO) – Brisbane – FULL TIME 

Eco Logical Australia, a Tetra Tech Company, is one of Australia’s largest and leading environmental 
management consultancies. 

We are seeking a highly competent Senior Consultant Support Officer (CSO) to join our team in 
Brisbane. In this role you will be an integral part of our company-wide team of CSOs, whose role it is 
to provide administration, financial and project-related support to our team of environmental 
consultants. 

About the role 

This is a busy and diverse role supporting a great bunch of people. Your superb admin skills will be 
well-utilised with your primary responsibilities including:  

• Providing consultant/project manager with timely information for project decision 
making/management; especially achievement of non-technical objectives e.g. financial, 
milestones, client management, OH&S, internal reporting  

• Assisting the office manager with the smooth day-to-day running of the office and a team who 
work flexibly (in office and at home) and also in remote locations related to project field work. 

• Assist with all aspects of project management through the operation of our project management 
software (NetSuite). 

• Assist with project financials such as invoicing, managing and mitigating project overruns, 
providing support on ‘lessons learned’ meetings 

• Prepare project administration reports in line with the requirements of ELA office management 
and meeting cycles  

• Assist with contract reviews (training to be provided) 

• Manage and validate data integrity. 

• Proactive team assistance and logistics (including travel, accommodation, and equipment 
booking and organising field trips) 

• Train and mentor other CSOs where required  

• Provide assistance with reporting on operational performance and strategic market opportunities 
for the Brisbane Office (sales, margin, staff utilisation etc) and collaborate to identify and enact 
performance improvements and growth opportunities when required  

• Promote and be a champion for collaboration within the Tetra Tech business within Asia Pacific 
and globally, supporting a culture of working together for a common goal  

• Providing support to the broader CSO team as required, e.g. during periods of leave 

Essential criteria: 

• Significant recent experience providing administrative support within a busy team environment 

• Intermediate to advanced Word and Excel skills  

• Excellent time management and organisational skills 

• Ability to self-manage and prioritise own workload based on the needs of the team 

• Exceptional written and verbal communication skills 

• A courteous and responsive manner that feeds and nurtures the culture 

• Strong attention to detail 

• Sense of urgency and can-do attitude  

Desirable criteria 

• Demonstrated experience using NetSuite business management system (or similar) would be 
highly regarded. 

 



We offer: 

A competitive remuneration package in addition to a range of other benefits including flexible working 
arrangements (at home and in office options), study assistance, professional development, 
opportunity to purchase additional leave, birthday leave, salary sacrifice for superannuation, paid 
parental leave, and health and wellbeing initiatives. 

If you are an Australian resident, are seeking a friendly and professional organisation where workplace 
culture is highly valued, please forward your application (including a cover letter addressing the 
experience and attributes criteria listed above) to Donna Barlow, HR Coordinator, via 
recruitment@ecoaus.com.au  by COB Monday 26 October  2020.  Initial enquiries in confidence may 
be directed to Mark Longbottom, Manager Brisbane Office on 0409 690 874. 
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