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1. Position Summary
The Human Resource is responsible for providing operational human resources advice and support to management and staff on related policies, processes, procedures and initiatives across the organisation. 

The Human Resources is responsible for ensuring HR operational processes and procedures are developed, implemented and carried out in accordance with the Tangentyere HR plan, relevant policies and legislation. 
The Human Resource is responsible for executing the entire Staff Learning and Development process including needs assessment, program and content development along with the entire evaluation process of the staff development function.
2. Responsibilities

1. Professional advice and assistance to OED, managers and staff on a broad range of HR related matters

2. Development and implementation of HR policies, processes & procedures

3. Management and coordination of all recruitment activities

4. Management and coordination of TANG Annual Performance Appraisal & Salary review process

5. Provide direction and advice on job design and remuneration
6. Develop and implement the TANG staff Learning and Development strategy

7. Develop internal staff Learning and Development programs
3. Major Accountabilities

	ACCOUNTABILITIES
	PERFORMANCE INDICATORS

	1. Advice & assistance to management & staff

· Advise and coach managers on all performance management matters including disciplinary and annual performance appraisals.

· Provide support and advice to managers on all aspects of employee relations including interpretation and advice on policies, employment terms and conditions and relevant legislation.

· Assist and facilitate discussions with managers in developing position descriptions, individual training & development plans and remuneration reviews.

· Educate managers in practising effective human resource management.

	· Level of engagement and satisfaction in HR advice & support advice provided by HR Manager from managers.

· HR issues handled in a manner consistent with TANG policies & procedures.

· Managers knowledgeable & adhering to TANG HR policies & procedures.

	2. Development & implementation of HR Policies, processes & procedures

· Ensure all staff are aware and informed on all TANG HR policies & procedures.

· Maintain and update HR policies & procedures in accordance with legislation and organisational objectives.


	· Policies & procedures accessible & available to all staff.

· HR P&P documents compliant with legislation. 



	3. Management and coordination of all recruitment activities

· Manage the total recruitment and selection process including:
· Conducting interviews
· Preparation of offers
· Preparation of induction program.

	· Recruitment completed within necessary timeframes.

· Selection & appointment “right fit” to position and TANG culture.

· Feedback from new employee on effectiveness of induction program.



	4. Manage and coordinate TANG annual appraisal and salary review process

· Ensure that managers & staff are knowledgeable and equipped  in relation to their responsibilities on TANG appraisal system

· Ensure that the processes & timelines for completion of appraisals and salary reviews are carried out
	· Briefing sessions delivered to all Managers & staff.

· Annual appraisals, objectives setting and individual Training & Development plans for all staff completed according to planned schedule.



	5. Advice on Organisational Structure, Job Design & 

      Remuneration
· Provide advice to TANG Management on appropriate structures.

· Ensure well defined and completed position descriptions are in place for all TANG positions.

· Manage the remuneration review process and other relevant information in consultation with management.

· Assist in developing remuneration structures which motivate the desired behaviours and work performance

	· Structure that supports business direction and needs.

· PDs are up-to-date and accessible to managers and individuals.

· Individual remuneration is aligned with performance assessment and targets.



	6. Develop and implement the TANG staff Learning and Development strategy

· Develop the Learning and Development strategy that aligns with TANG business objectives and staff  needs

· Identify staff development needs through the use of a gap analysis

· Operate within Learning and Development budget and resource requirements


	· Learning and Development strategy developed and aligned with TANG business strategy and presented to OED

· Training plan developed for internal staff to address skill gaps

· Expenses and resources within budget

	7. Develop internal staff Learning and Development programs
· Analyse skill gaps within TANG Business units

· Facilitate programs for staff where required
· Develop, implement and monitor the process for training of new staff

	· Learning and development needs assessments analysed and presented to Business unit managers and OED

· Process developed and implemented

	8. HR Review & Planning

· Assist in the development and execution of the TANG HR Plan.

· Provide input into the strategic HR review and planning process.


	· HR Plan agreed by TANG and deliverables achieved as outlined in the Plan.

· Feedback to OED and  HR Plan executed as per agreed timeframes


4. Relationships
The role supports approximately 12 managers and a total 350 employees 

Relationships

The role reports to OED.

The role liaises particularly with mid and upper level management, identifying programs and assisting in implementation.

The role liaises with all employees across TANG business units.

5. Competencies

· Consulting and negotiation skills

· Understanding of relevant legislation
· Exposure to and knowledge of a broad range of HR functions including recruitment, learning &


development, remuneration, industrial relations and HR administration.

· Relationship management and influencing skills

· Excellent communication skills

· Excellent interpersonal skills, can build positive, professional relationships with key stakeholders 

· Strong problem solving ability – can think outside the square

· Can deal with ambiguity

· Takes ownership and responsibility.

· Can identify and implement process improvements.

Tangentyere Core Competencies
· Commitment

· Teamwork
· Communication

· OHS

· Cultural Awareness
6. Qualifications and Selection Criteria
· Relevant HR experience/qualification and extensive industry experience.

· Demonstrated ability to develop, deliver and assess specific training and human services development projects.
· Extensive demonstrated knowledge of IR legislation

· Experience handling worker compensation claims

· A demonstrated ability to communicate sensitively and effectively with Aboriginal people on matters relevant to the delivery of HR and other Tangentyere services.

· An awareness, understanding and sensitivity to Aboriginal culture and law and the ability and experience to communicate with Aboriginal people.
· CERT IV in Workplace Assessment and Training
· A current NT Drivers Licence.
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