NGANAMPA HEALTH COUNCIL INC.

POSITION DESCRIPTION

Position Title

Human Resources & Operations Manager 
Location


Alice Springs

Responsible to

Health Services Manager
POSITION SUMMARY

· Overall responsibility for corporate support services including human resources and fleet management. 

· Overall responsibility for the effective and efficient functioning of the Nganampa Health Council (NHC) Alice Springs office. 

· Supervises the Fleet Manager, Administration Assistant and casual administration staff.

· Provides portfolio advice and regular reports to the Health Services Manager.

· Promotes the goals and values of the organisation in all interactions with other staff, the Board, the organisation’s members, clients and external stakeholders. 

KEY RESPONSIBILITIES

The four areas of responsibility are:
1. Human Resources

2. Organisational Development

3. Industrial Relations

4. Work Health and Safety and Injury Management

The Human Resource & Operations Manager has responsibility for the management of the Alice Springs Office. More specifically, this role will see you:
· Manage and lead staff recruitment, retention and development  

· Provide high level advice to senior management and staff who manage others 

· Assist managers to strengthen capabilities of staff to ensure organisational success

· Ensure staff are supported through NHC Employee Assistance Scheme

· Assist the Health Services Manager to ensure NHC complies with its obligations under work health safety legislation

· Prepare and present reports, submissions and data collection as required 

· Stakeholder management internal and external

DUTIES 

Human Resources:

· Manage, plan and coordinate the functions of the human resources of NHC in accordance to NHC’s organisations objectives.

· Provide advice and guidance to the Managers and employees on a broad range of HR related matters including human resource management, staff recruitment, industrial relations, performance management, training, work health and safety, workers compensation and grievances.

· Develop, implement and review HR policies and procedures as required.

· Management and coordination of all recruitment activities in consultation with senior management and managers including placing advertisements, organising documentation for interview panels, setting interview times, notifying unsuccessful applications and finalising letters of offer.

· Management and coordination of performance appraisals in consultation with senior management and managers.

· Provide initial orientation and induction to all NHC employees.

· Provide direction and advice on job description development, contract negotiation and remuneration.

· Maintain the employee records and update as required.

· Review human resource management systems as required.

· Contribute to the organisational strategic planning and support the human resources related measures of the plan.

· Remain up to date on all relevant legislation including relevant industrial awards, industrial relations, anti-discrimination and privacy.

· Provide advice and support to the Health Services Manager and Executive Director, in relation to Enterprise Bargaining Agreement negotiations. 

Management of Alice Springs Office:

· Manage the organisation’s Alice Springs office and supervise staff including the Fleet Manager, Administrative Assistant, and any casual admin staff. 

· Work closely with the Health Services Manager and Chief Financial Officer to ensure that present and projected infrastructure requirements and tenancy arrangements for the efficient and effective operations of the Alice Springs based work teams are in place. 
· Liaise with landlord to ensure capital improvements are undertaken at the Alice Spring office and carpark site to ensure that a safe working place is provided for staff. 

· Liaise with Landlord regarding new leases and lease extensions.
Communications and Information Management:

· In conjunction with the Health Services Manager, manage the Information Technology resources in the Alice Springs office 

Fleet 
· Supervise Fleet Manager and ensure that our current fleet of seventy vehicles, including seven ambulances are regularly serviced and maintained at the highest level of safety for remote use by staff and consultants

· Ensure that staff comply with completing vehicle checklists as per organisational policy

· Ensure that all vehicles are fitted with Navman GPS tracking system and duress button for emergencies 

· Ensure that Navman system is checked to be working when vehicles are serviced

· Ensure that there is 24 hour monitoring of all Navmans by an external third party and personnel to be contacted if there is an alert or duress activated.
· Ensure that there is a policy and system in place for staff to follow if they receive a call from monitoring company

· In conjunction with the CFO and Health Services Manager, approve purchase and sale of all vehicles in fleet

Work Health & Safety (WHS):

Support the Health Services Manager to:

· Maintain the Incident Report Register. 

· Co-ordinate research, development and implementation of policies, procedures and work instructions.

· Monitor and assess health and safety strategies in accordance with legislation.

· Provide WHS training to new and existing staff.

· Lead WHS activities throughout the organisation to ensure on-going compliance, employee buy-in and to provide evidence of compliance when required including during audits conducted by funding bodies.

· Conduct WHS system audits to ensure compliance to WHS system and policies.

· Maintain audit documentation and records.

· Provide audit reports to senior management when required.

· Conduct workplace WHS assessments where risks are identified and prepare reports to support compliance.

· Act as the Alice Springs office nominated WHS representative. 
· Attend and contribute to the quarterly meetings of the organisation’s WHS Committee 

Other:

· Contribute as required to maintenance of AGPAL accreditation status and to the reaccreditation process.
· Contribute as required to other accreditation processes and organisational reviews undertaken by Funding Bodies.
· Contribute, through example and through project planning and implementation processes, to an organisational culture that promotes the pursuit of excellence, continuous quality improvement, collaborative and inclusive ways of working, respect for Anangu culture, and hard work. 

· Undertake relevant training as and if required.

· Other lawful and reasonable duties as directed. 

RELEVANCE TO NGANAMPA HEALTH COUNCIL STRATEGIC PLAN

· By efficiently maintaining our human resource systems, assists Nganampa Health Council attract and retain high quality staff. 

· Assists in maintaining our accreditation status by ensuring personnel records meet accreditation standards.

· Maintains our existing industrial relations framework and is involved in implementing changes to our framework. 

· Helps to promote a learning and career development culture within Nganampa Health Council.

· A member of the organisations Occupational Health Safety and Welfare committee.

· Ensures staff in the Alice Springs office are adequately supported and resourced.

· Promotes a learning and career development culture within Nganampa Health Council. 

SELECTION CRITERIA

ESSENTIAL

Education

Relevant qualifications in human resources and/or extensive demonstrated relevant experience in human resources

Skills & Experience

· Knowledge of current trends and practices in human resources, industrial relations and WHS

· An understanding of vicarious trauma including self-care

· Experience in the development and implementation of projects and policy

· Good written and verbal communication skills across diverse groups

· Ability to work in a cross-cultural environment in partnership 

· Ability to lead conflict resolution in the context of managing people

Personal Skills

· Interest in, and suitability for, employment in an Aboriginal community-controlled organisation

· Ability to communicate effectively and work collaboratively in a multi-disciplinary, cross cultural and complex organisational setting

· Ability to liaise effectively and professionally with external funding and other stakeholders

· Ability to be well organised, accurate, flexible, work under pressure and to meet reporting and other deadlines

· High level negotiation, problem solving and dispute resolution skills

· High level computer literacy

· High level data management, reporting and presentation skills

DESIRABLE

· Previous experience working with Aboriginal people or in a cross-cultural setting

· Previous experience working in the health care industry
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