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CITY COUNCIL




	Position Description




	Position Title
	Director People and Services

	Department
	People & Services

	Section
	Executive

	Reports to
	General Manager

	Current Status
	Full-time

	Band/Level
	Senior Staff 

	Grade
	Senior Staff Contract
	

	Step 
	

	
	

	Last Reviewed
	August 2018

	
	

	Conditions of Employment
	The employee will work within conditions detailed within the NSW Local Government Senior Staff contract and Council Policies/Systems including, but not restricted to:

*
Council's Salary Administration System

*
Council's Code of Conduct
*
Equal Employment Opportunity

*
Equity & Access to Training

*
Performance Appraisal



	Work  Health and Safety (WHS)
	The employee who occupies this position must abide by Council’s WHS policies and procedures as described in Council’s WHS Manual. The employee must participate in the completion of relevant WHS/Risk documentation and take all reasonable and practicable steps for their own health and safety and of others affected by their actions at work.



Position Summary

The Director People and Services is responsible for the overall strategic management of all aspects of Council’s People and Services Division in accordance with Council Strategic, Management, Corporate and Business Plans within legislative and budgetary requirements.  Outcomes in all responsible areas must be underpinned by the principles of sustainability and Lithgow’s position as “A Centre of Regional excellence that:

· Encourages community growth and development

· Contributes to the efficient and effective management of the environment, community and economy for present and future generations.”

The incumbent shall also be responsible for the completion of special projects identified by the General Manager.

The Director People and Services is responsible for the management of Council’s Internal Services Section, Communication & Organisational Performance, and Council’s External not for profit services:
· Risk
· Payroll

· Human Resources

· Injury Management

· WH&S

· Integrated Planning & reporting (IP&R)

· Communication

· Corporate& Community Engagement

· Community Development

· Library Services

· Cultural Services

· Aquatic Centre/Leisure Centre, Museum
· Other duties from time to time as requested by the General Manager 
Specific Duties and Responsibilities

Manage the Human Resources Function

a)  To monitor and maintain legislative compliance relating to HR function, including Injury Management and Workers Compensation; Industrial Relations; Anti-Discrimination and Employment Legislation and Council’s HR Policies & procedures;

b)  To prepare Human Resource budget;

c)  To manage the development of staff;

d)  To manage remuneration system;

e)  To maintain salary administration system;

f)  To provide industrial relations advice;

g)  To manage executive contracts;

h)  To manage and maintain Council Agreements;

i)  To manage recruitment and selection;

j)  To manage workers compensation claims and co-ordinate rehabilitation of injured workers;
k)  To effectively manage complaints, workplace investigations,  grievances, and corrective actions.
Administer Specialist Committees

a)  To coordinate Consultative, Work Health and Safety Committee Meetings;
b)  Asbestos Management Committee

c)  Risk Committee
d)  To provide advice on Human Resource activities of Council;

Develop and Implement Workforce Plan and Improvements

a)  To analyse Legislative Requirements;

b)  To analyse Workforce Plan and service improvements;

c)  To develop Workforce Plan;

d)  To communicate Workforce Plan and improvement details;

e)  To monitor plan implementation.

Provide Leadership and Support

a) To maintain staff performance initiatives;

b) To manage staff grievances/harassment enquires and complaints;

Manage Council’s WHS Management System
a) Be familiar with the overall structure, content and approach promoted by WorkCover for Managing Safety in the Workplace;

b) Be familiar with the background information on risk management and the systematic management of workplace health and safety;

c) Assist in leading the workgroup activities, which may include:-

· Expectations and responsibilities for health and safety in workplace;

· Identification of risk management activities;

· Translating risk management activities into WHS procedures;

· Determine gaps and deficiencies in Council’s WHS Management System;

· Develop action plan for development and implementation of safe working procedures;

· Document and promote the System.

Facilitate Council’s Risk Management Program

a) The overall structure, content and approach promoted by Council’s insurer;
b) Be familiar with the strategy, implementation and planning in risk management;
c) Assist in leading the workgroup activities, which may include:-

· Identification of risk management activities;

· Translating risk management activities into procedures;

· Determine gaps and deficiencies in Council’s Risk Management System;

· Develop action plan for development and implementation of procedures;

· Document and promote the System.

Payroll

a) Administer the Council’s Payroll System including making the weekly pays for Council staff;

b) Ensure the security and integrity of the payroll system
c) Manage organisational establishment and structure
Staff Training and Development

a) Develop the Council Training Plan;

b) Manage staff training and development;

c) Provide advice in relation to staff training and development
Community Development
a) 
Management and promotion of Councils libraries, cultural activities and community development activities.

b) 
Responsible for the effective and efficient management of:

· Cultural development

· Community development 

· Libraries

· Museum

· Aquatic Centre
d) Identify and manage funded community projects.

Corporate Communications and Performance

a) 
Development and management of Council’s corporate documents including Council’s Integrated Planning & Reporting, Quarterly Reports, Annual Report, State of Environment Report, Policies, statutory registers, s355 Committees Terms of Reference, and other corporate governance related reporting documents.

b)
Development, implementation, and coordination of Council’s communications strategy and community engagement.

Core Duties and Responsibilities
· Attendance at Council meeting and public meetings as required

· Comply with Councils Code of Conduct, Professional Standards and Statutory requirements, ensuring proper and ethical behaviour at all times

· Provide professional advice to the General Manager, Council and the Executive Group as required.

· Initiate and resolve all correspondence within the agreed turnaround timeframes

· Create and perform duties in accordance with a Performance Agreement developed with the approval of the General Manager.

· Create programs and strategic plans 
· Prepare reports for Council and Council Committees as required.

· Provide Leadership and Support
· Processing Customer Enquiries

· Receive customer enquiries is a courteous and efficient manner

· Research, assess and respond to customer enquiry within an appropriate timeframe

· Operate Office Equipment

· Operate various office equipment items including photocopier, facsimile machine, heat binder, shredder.

· Operate telephone equipment for incoming and outgoing calls.

· Operate Personal Computer in the completion of routine tasks;

· Utilise personal computer to create, modify and complete documents, using various computer programs.

· Recordkeeping Responsibilities

· The incumbent is to undertake responsible and accountable practices for keeping full and accurate records and information for all corporate activities and decisions

· Prioritise and complete allocated Recordkeeping activities 

· Work Health Safety Responsibilities

· Exercise Due Diligence

· Divisional budgets include funding for WHS requirements and resources

· Manage and contribute to development, implementation and review of Council’s WHS Management System

· Ensure safety systems are implemented to address legislative compliance

· Ensure communication/consultative mechanisms are established

· Implementation and commitment of strategic programs

· Achieve WHS objectives for the Division

· Delegation of management responsibilities

· ‘Duty of Care' to all divisional workers and others in the workplace

· Undertake review of all divisional incidents and injuries (Executive Manager Report)

· New workers and internal transferees attend necessary inductions

· WHS performance review of direct reports

· Implement disciplinary actions for breaches in accordance with relevant Award

· Acquire and maintain current knowledge of WHS

· Verify the provision and use of resources and process

Supervisory Responsibilities

The Director People and Services Supervises the following staff:
· Human Resources and Organisational Development staff
· Payroll Officer

· Work Health and Safety/Risk Coordinator
· Community and Culture Manager

· Corporate Communications Officer

· Aquatic Centre Team Leader
Signatures

I agree to the requirements of this Position Description.

_________________________
____________


Employee



Date

_________________________
____________

Supervisor



Date

_________________________
____________

Manager



Date

Selection Criteria
Essential

· Tertiary qualifications at the degree level in Business, Human Resources, Industrial Relations, Community Development, or equivalent 

· Significant experience in Human Resources Management, Industrial Relations, and Community Development
· Demonstrated experience in the management of Work Health & Safety, Risk, Corporate Governance, and Organisational Performance

· Demonstrated leadership attributes including managing vision and purpose, strategic focus, motivating stakeholders, providing the framework for planning and the drive to achieving agreed goals

· High-level interpersonal skills, including influencing, negotiation, conflict management, and team building

· Demonstrated effective decision maker using analysis, experience and judgement

· Demonstrated business acumen

· High level report writing skills

· Office standard computer literacy

· Demonstrated commitment to Work Health and Safety

· Current NSW Class C Driver’s licence 

· Demonstrated commitment to the principles of honesty and integrity

Desirable

· Thorough understanding of Local Government and Legislation applicable to the position

· Tertiary qualifications in Management

