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POSITION DESCRIPTION
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1. Position Summary
Tangentyere Council Aboriginal Corporation (TCAC) is a community controlled Public Benevolent Institution delivering human services and social enterprise activities for the benefit of Aboriginal people from the Alice Springs Town Camps, Urban Alice Springs and Central Australia.

This position will emphasise a whole of organisation approach to quality and continuous improvement by achieving positive and empowering organisational outcomes.

This position will be responsible for performing a variety of human resource support and program compliance across the Council.  The main focus for this position is to maintain rigorous quality assurance in terms of Councils database, support the update and implementation Council policies and procedures.  
This position will also support the delivery of programs across Councils footprint as required.  Duties will include but will not be limited to;

· Reviewing and updating Councils policies and procedures
· Support Human Resource in providing 
· Maintaining and undertaking quality assurance assessments of Councils human resource database;

· Support the delivery of staff training; and

· Support key program service delivery areas across Council as required.

2. Responsibilities
1. Assume responsibility for effectively recording, maintaining, and reporting human resource information
2. Responsibility for establishing and maintaining professional working relations with visitors, clients, staff and other relevant stakeholders

3. Ensure effective communication, coordination and working relations with Council Managers, Coordinators and employees is established and maintained
4. Assume responsibility for compiling and analysing HR database and provide compliance reports
5. Assume responsibility to support Tangentyere Council service delivery divisions as required
6. Other duties as required 
3. Major Accountabilities

	ACCOUNTABILITIES
	PERFORMANCE INDICATORS

	1. Assume responsibility for effectively recording, maintaining, and reporting human resource information

· Oversee HR database and ensure system records are accurate

· Enter new hire information into HR database

· Ensure HR files and records are maintained

· Ensure SMF and RTE forms are to payroll in a timely manner

· Maintain recruitment files and job postings


	· HR database runs smoothly and personnel data is efficiently recorded, stored and retrieved as appropriate
· Personnel files are up to date and accurate
· Payroll receive appropriate paperwork in a timely manner
· Jobs are posted on website as required

	2. Responsibility for establishing and maintaining professional working relations with job applicants, visitors and other relevant stakeholders

· Meet job applicants and answer telephone calls regarding job enquiries as needed
· Assist with questions and problems courteously and promptly
· Assist with HR enquiries as needed 

	· Telephone calls are courteously and professional received and referred
· Assist Council employees with questions regarding HR, policies and procedures etc

· Assist with other duties as required

	3. Ensure effective communication, coordination and working relations with Council managers and employees is established
· Perform induction of new employees
· Perform policy and procedure inductions across all departments
· Attend and participate in meetings as required
· Attend and participate in interviews as require\
	· Perform weekly inductions of new employees
· Ensure all staff have received induction on the Council’s policy and procedure manual

· Represent Human Resources at meetings or participate in interviews as required

	4. Assume responsibility to support Tangentyere Council service delivery divisions
· 
	· Work with Senior Managers on identified tasks as required



	5. Responsibility for other duties as required or assigned

· Ensure work area is clean, secure and well maintained

· Ensure strict confidentiality at all times

· Type emails, memo’s and letters as required

· Performs miscellaneous clerical functions as required

· Have an understanding of the Council’s EBA
	· Work area is maintained
· Strict confidentiality is maintained at all times
· Assist reception as required with answering the phone etc
· Understand and be able to apply the Council’s EBA as required


4. Relationships
Internal

· Office of Chief Executive

· Child, Family and Kin

· Finance

· Access to Education

· Community Safety and Social Services

· Tangentyere Employment Services

· Tangentyere Construction

· Board of Directors

5. Competencies
Tangentyere Core Competencies

· Commitment

· Teamwork
· Communication

· OHS

· Cultural Awareness
6. Qualifications and Selection Criteria
1. CERT IV in HR management or a minimum of 3 years + experience in a similar area

2. Strong problem-solving, organisational and interpersonal skills.

3. Integrity in maintaining confidential employee information.

4. Strong Contract Management skills

5. Sound financial analysis skills

6. Knowledge and skills in relevant software such as Microsoft Office, HR Database and Microsoft Excel
7. Ability to be able to deliver training to large groups

Desired:

1. Previous experience in developing and maintaining complex filing systems

2. Previous experience working with an EBA

3. Current NT driver’s licence
7. Verification
This section verifies that the position holder and the manager have read the attached position description and are satisfied that it accurately describes the position.
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