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Government
of South Australia




	sOUTH aUSTRALIAN pUBLIC sERVICE

JOB AND PERSON SPECIFICATION


	Title of Position:

Human Resources Coordinator

Remuneration Level: ASO4
Type of appointment:

(
Ongoing

(
Contract - Temporary (12 mths)

(
Contract - 1 - 5 years


	Administrative Unit

Department of Planning, Transport and Infrastructure
Division:
   Office for Recreation and Sport
Branch:
   Finance & Business Operations
Position Number: AG3243



	Job and Person Specification Approval



......../......../........

CHIEF EXECUTIVE/DELEGATE

	JOB SPECIFICATION

	1.
Summary of the broad purpose of the position, and its responsibilities.

	The Human Resources Coordinator reports to the General Manager, Finance and Business Operations, and is responsible for the provision of an advisory and consultancy service to management and employees on all aspects of human resource management, and provides project support for various human resource and organisational development projects.

In addition, the Human Resource Coordinator coordinates the ORS Occupational Health Safety and Welfare compliance.


	2.
Reporting/Working Relationships (to whom the person reports, staff for whom the person is responsible, and other significant connections and working relationships within the organisation.)

	· Reports to the General Manager, Finance and Business Operations.

· Is responsible for the supervision of front line reception staff.
· Maintains close working relationship with Department of Planning, Transport and Infrastructure Human Resources function



	3.
Special Conditions (Such as non-metropolitan location, travel requirements, frequent overtime, etc.)

	· This role has been classified as a position of trust.  The incumbent is subject to a satisfactory criminal history / record check in line with departmental policies and procedures.

· Some out of hours work may be required.



	JOB SPECIFICATION (continued)
Position: HR Coordinator


Unit: FBO

	4.
Statement of Key Outcomes and Associated Activities (Group into major areas of responsibility/activity and list in descending order of importance.)

	A high standard of human resource management practice is provided by:

· Contributing to the understanding, implementation and adherence to human resource polices and procedures;
· Providing timely, accurate and appropriate advice to managers and staff in relation to human resource management issues;
· Contributing to the development and implementation of the ORS workforce management plan and position management;
· Assisting in the recruitment and selection of staff including advertising vacant positions, preparing all relevant selection documentation, participating in selection panels and undertaking referee checks and ensuring that employee contracts are accurately prepared;

· Ensuring the effective induction of new staff, including completion of appropriate payroll and other documentation;

· Ensuring that effective and confidential record-keeping and data management systems are implemented in relation to:
· Personal files
· Occupational health and safety
· Workers Compensation and rehabilitation
· Performance review and development
· Training and development;

· Ensuring systems for the recording and management of work attendance, leave, remuneration and other staff entitlements are implemented and maintained;
· Contributing to monitoring of the ORS human resource management delegations;
· Ensuring that all human resource management data required for the efficient processing of payroll is entered/provided into the appropriate system an accurate and timely manner.

Effective project support for various human resource and organisational development projects by:

· Undertaking research on various aspects of human resource and organisational development resources;

· Providing Executive Officer support to various project groups, including setting agenda’s, taking minutes and actioning items;

· Assist in the preparation of reports, policies, procedures, guidelines by drafting associated policy and procedure documents;

· Assist in the implementation of recommendations.




	JOB SPECIFICATION (continued)
Position: HR Coordinator


Unit: FBO



	Assist with maintaining a high level of compliance in OHS&W legislation by:

· Liaising with ORS Health and Safety Representatives to ensure completion of annual workplace inspections;

· Liaising with the Chief Fire Warden to ensure compliance with evacuation procedures;

· Maintaining the Hazardous Substance Register;

· Assisting Divisions with Hazard Surveys; Contributing to the research, development and implementation of OHS&W policies and procedures;

· Providing Executive Officer support to the Occupational Health and Safety Committee, including minute taking, preparation of Agendas, preparation of yearly business time frames and associated administrative work emanating from the committee.

Providing professional and customer focused reception and administrative services that meet the needs of ORS customers, management and staff

· Friendly, courteous reception services that provide appropriate and accurate information and prompt handling of customer queries

· Well maintained, up to date attendance and leave system for the whole of office

· Intranet and Internet websites up to date and accurate

· Administrative services, including RECFIND, general filing, graphic design and other tasks that meet the needs of the ORS
Provide support to Finance and Business Improvement team by:

· Assisting in the development and implementation of ORS Business Plans;

· Assisting in the monitoring and reporting of performance against ORS Business Plans.

Ensure that a safe and healthy work environment, free from discrimination is provided for employees by:

· Implementing departmental human resource policies

· Ensuring that the principles of Equal Employment Opportunity, Customer Service and Ethical Conduct are a normal part of doing business

· Managing industrial relations issues appropriately as they arise.



	Certified Correct by Line Manager 
    ........../........../..........

Acknowledged by Occupant 
   ........../........../..........


	PERSON SPECIFICATION)
Position: HR Coordinator


Unit:  FBO



	Essential Minimum Requirements (Those characteristics considered absolutely necessary.)

	1.
Educational/Vocational Qualifications (Include only those listed in Commissioner’s Standard 2 as an essential qualification for the specified classification group.)

	

	2. Personal Abilities/Aptitudes/Skills (Related to the job description and expressed in a way which allows objective assessment.)

	· Demonstrated ability to interpret and apply legislation, policies and procedures particularly the PS Act, Enterprise Agreement, Commissioner’s Standards, Guidelines and principles and practices related to Human Resources
· Demonstrated ability to work independently with limited direction, demonstrate initiative, deal with competing demands and meet deadlines while maintaining both integrity and confidentially in dealing with issues of a sensitive or personal nature.
· Demonstrated high-level written and verbal communication skills, including the ability to effectively communicate with staff at all levels and to produce effective business correspondence and reports.
· Demonstrated ability to work in a team environment.
· Ability to plan, implement and manage the activities and outcomes required of the role relevant to the management of OHSW, equity and diversity. 

	3.
Experience (including community experience)

	· Demonstrated experience in the provision of human resource management, including consultancy advice, recruitment and selection, payroll services and position management, to management and staff at all levels. 
· Demonstrated experience in the use of Human Resource Management Information Systems, including payroll, Microsoft suite of products (PowerPoint, Excel, Word, Access), and the Internet.
· Experience in the management of projects or programs of limited complexity, and executive support to complex projects in a work environment including preparation of agenda’s, taking minutes, and actioning items


	4.
Knowledge

	· Demonstrated knowledge of contemporary human resource management practices and principles.
· Knowledge of the principles and practices of OHSW management, in particular those of Risk Management and Hazard Control, and the Equal Opportunity Act 1984, the PS Act 2009 and diversity.  




	PERSON SPECIFICATION (continued)
Position: HR Coordinator


Unit:  FBI


Approval:

	Desirable Characteristics (To distinguish between applicants who have met all essential requirements.)

	1.
Personal Abilities/Aptitudes/Skills

	

	2.
Experience

	

	3.
Knowledge

	

	4.
Educational/Vocational Qualifications (Considered to be useful in carrying out the responsibilities of the position.)

	· Bachelor Degree in Human Resource Management
· Certificate IV in OHS or OHS Representative Level 1 Training

	5.
Other details
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