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Human Resources Officer
Position Description

1.   POSITION SUMMARY

	Job Title:
	Human Resources Officer

	Position No:
	1305.000

	Department:
	General Manager’s Department

	Reports to:

	Manager – Human Resources 

	Band and Level:
	Administrative/Technical/Trades Band (Band 2), Level 2

	Grade:
	38

	Updated:
	November 2017


2. 
OVERVIEW 

The primary objective of the Human Resources Officer is to assist the Manager – Human Resources in providing effective services and support across all divisions of council.  Particular emphasis is on Human Resources administration, recruitment and induction, performance reviews, learning & development and Worker’s Compensation administration.  

Working across all departments of Council, key aspects of this role include:

· Building and maintaining a strong internal culture and a positive Human Resources service to the organisation.

·   Developing and maintaining appropriate relationships with Managers and staff.
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3.
  RESPONSIBILITIES AND DUTIES

The duties and responsibilities listed here are considered essential to achieving the primary objectives of this role.  These duties will be undertaken in such a manner that will enable the Human Resources section to operate in an effective and efficient manner and within budgetary constraints.  

· Coordinate Council’s recruitment process including selection and induction.

· Assist with the development and implementation of Human Resource policies and procedures.

· Assist with recognition and the general welfare of staff.

· Administration and Return to Work Co-ordinator duties for Worker’s Compensation.
· Coordinate Council’s annual Performance Review Process ensuring compliance with Policy.
· Coordinate the development of Council’s annual training plan.
· Assist with implementation of training programs including evaluation, planning, scheduling and delivery of training and development for staff including primary liaison with Centroc regarding regional training.
· Administration of Personnel Records including training and development records and identify development and training requirements for staff.
· Administration and co-ordination of Council’s Online Training System.
· Corporate Uniform Co-ordinator.
· Ensure all appropriate actions are taken to implement Council’s Work Health and Safety (WHS) System and relevant WHS legislative requirements within area of responsibility.

· Perform allocated duties utilising initiative, making positive contributions to work quality, productivity, and to work to a timetable, in a cost effective manner.

· Attend relevant conferences, workshops, meetings or training sessions as required for the proper fulfilment of the duties for the position.

· Act in accordance with Council’s Code of Conduct, Anti-Discrimination Policy and other policies as advised.

· Provide support and assistance to the Manager - Human Resources as required.
· Provide input to enhance the operation of the Human Resources team.

· Assist the Manager – Human Resource in continually improving HR related documents and         procedures. 

· Other duties that may arise at the direction of the General Manager and Manager – Human Resources that  are consistent with the level of competencies of the position and in line with the principles of multi-skilling.

4.
 KNOWLEDGE, SKILLS AND ABILITIES
· Authority and accountability: 

Responsibility as a trainer/co-ordinator for the operation of a small section which uses staff and other resources, or the position completes tasks requiring specialised technical / administrative skills.

· Judgement and problem solving: 
Skills to solve problems which require assessment of options with freedom within procedural limits in changing the way work is done or in the delegation of work. Assistance may be readily available from others in solving problems.

· Specialist knowledge and skills: 
Positions will have specialised knowledge in a number of advanced skill areas relating to the more complex elements of the job.

· Management skills: 
May require skills in supervising a team of staff, to motivate and monitor performance against work outcomes.

· Interpersonal skills: 
In addition to interpersonal skills in managing others, the position may involve explaining issues/policy to the public or others and reconcile different points of view.

· Qualifications and experience: 
Thorough working knowledge and experience of all work procedures for the application of technical / trades or administrative skills, based upon suitable certificate or post-certificate-level qualifications.
5.  CONDITIONS OF EMPLOYMENT
Hours
Council’s indoor staff work a 35 hour week in the basis of a nine day fortnight. Some variation in work hours may be required from time to time to ensure the efficient undertaking of the position. Additional hours worked are generally recognised in the form of “time in lieu” rather than payment of overtime.
Performance Appraisal
A performance appraisal will be undertaken on an annual basis utilising performance indicators and include formulation of a career path and training plan.
Policies and Procedures

The employee who occupies this position must comply with Council's Code of Conduct and all other policies and procedures that affect his or her employment.  
All other conditions of employment are in accordance with the Local Government (State) Award.
6. 
ACKNOWLEDGEMENT

I, ......................................................................................... (Print Name) acknowledge that I have read and understand the duties, responsibilities and requirements of this position.
Sign: ………………………………………
Date: ………………………..

This is not a static document. Management reserves the right to review and amend this Position Description in consultation with the position holder as the need arises.
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