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Position Description

	Position Title
	Human Resources Advisor 

	Directorate
	Corporate and Community Services

	Level
	 IA 6/7

	Reports to
	Coordinator Human Resources

	Teams Responsible for
	 N/A

	Direct Reports 
	N/A

	Primary Location
	

	Position No. & version
	Version 4




	Position Overview



· Provide HR advisory services to internal customers and stakeholders 
· Coordinate and undertaking recruitment and selection services
· To facilitate the development of HR management systems, policies and procedures
· To implement HR management programs
·  Assist with payroll, works compensation/injury management and equal opportunity services.
· To support and mentor staff in contemporary HR Management principles.

	Position Responsibilities



General

	Key result area
	Specific actions
	% Time

	Employment
	· Manage and undertake the full range of staff recruitment, selection and on boarding processes and tasks within agreed timeframes including the provision of advice and support to management
· Participate as a panel member through recruitment processes as requested, and provide training to other panel members as required
· Provide advice, support and training on employment conditions in line with current relevant legislation, industrial agreements and Shire policies and  procedures
· Develop, review and report on the full range of staff recruitment, selection and on boarding activities, procedures and guides
· Coordinate apprenticeships, traineeships, work experience and school-based programs for the Shire
· Provide input on Recruitment Services budget requirements
	60

	Employee
	· Assist with the administration and verification of payroll services, systems and reports as required
· Manage employee support services including internal peer support networks and external peer support providers
· Maintain accurate Human Resources records through the use of Synergy in accordance with Records and Privacy Acts
· Provide a consultancy and advisory service to managers and supervisors on human resource management and OSH
· Contribute to staff communications and maintain up-to-date, timely and relevant information relating to all HR functions and OSH for all staff
· Undertake staff inductions, including reviewing and continually improving the process
· Assist coordinate organisational training initiatives in Human Resources fields
· Coordinate Personnel Evaluation System implementation
· Coordinate Training Needs Analysis process implementation
· Undertake human resources projects as required
	10

	Workplace Relations
	· Develop, review and report on workplace relations procedures and guides
· Review and implement Equal Opportunity Plan
· Counsel employees and undertake investigations into staff grievances, performance and disciplinary matters including the formulation and implementation of recommendations
· Develop, conduct and evaluate staff separation processes and make recommendations
· Compile statutory returns and surveys as required
· Support the HR Coordinator through enterprise bargaining processes
· Manage highly sensitive and confidential issues and information in a professional and ethical manner
	20

	Integrated Planning and Reporting
	· Assist with developing and maintaining the Shire’s Workforce Plan and maintaining Human Resources Information Databases
· Support the HR Manager in the implementation and administration of the Shire’s Integrated Planning and Reporting System, including the development or strategic and operational relating to Human Resources
	10










	Position Requirements



Essential
· Demonstrated experience in providing human resource advisory services and mentoring staff in contemporary Human Resources Management practices
· Relevant tertiary qualifications in Human Resources, significant progress towards or demonstrated equivalent experience, knowledge and skills. 
· Develop understanding of the legislative framework relating to Human Resource Management
· Demonstrated ability to research, analyse and investigate human resource issues and provide clear and concise reports and policies 
· A high level of computer literacy including the ability to use Microsoft Office suite and sound keyboard skills 
· Highly developed communication and interpersonal skills including the ability to provide professional advice to a variety of internal and external stakeholders.
· Demonstrated mentoring skills

Desirable
· Demonstrated experience in Payroll Administration
· Knowledge of Local Government legislative framework as it relates to human resources
· Working knowledge of workforce planning and reporting processes
· Professional membership AHRI or equivalent
· Administrator experience with Human Resource Information Systems and Workforce Planning and Performance Systems 
· Project Management Certificate IV
· Working knowledge of Occupational safety and Health legislative requirements
· Workplace Training and Assessment Certificate IV












	Key Relationships

	Internal 
	External

	All Shire Staff
Customer Experience 
	Community Members
Contractors
General Public




	The Way We Do Things



  Respect		   Integrity		 Community		  Excellence
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