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POSITION DESCRIPTION
___________________________________________________________________

TITLE:
HR GENERALIST
DIVISION:
People & Culture
APPROVED BY:

EXECUTIVE MANAGER, PEOPLE & CULTURE

DATE:                          APRIL 2024
MAIN PURPOSE

The HR Generalist will provide expert HR guidance and support to leaders and employees across the business, partnering with them to achieve our vision, build positive, transparent, and consultative relationships and offer practical support in maintaining the employment relationship. 
Principal Accountabilities

Provide HR support, guidance, and advice in the areas of employee and industrial relations to management and employees. 

To partner with stakeholders to build positive, transparent, and consultative relationships and offer practical support in maintaining the employment relationship. 

Assist the Executive Manager – People & Culture with implementing Change Management by supporting management and staff to navigate and adapt to new ways of working.
Carry out special projects and cyclical HR activities to drive continuous improvement.
Duties
· Provide timely and accurate advice in industrial and employee relations matters including the interpretation and practical application of relevant legislation, policies, employment contracts and industrial instruments such as Enterprise Agreements and Awards.

· Coach and advise people leaders in industrial and employee relations matters, including grievances, formal complaint management and disciplinary matters.

· Conduct investigations and consult with Executive Manager – People & Culture on more complex matters.

· Contribute to the development, implementation and monitoring of policies and procedures based on relevant legislation, Aged Care and NDIS standards.
· Build respectful and productive relations with the relevant unions and strive to minimise or reduce the escalation of industrial and employee relations issues.

· Support the implementation of effective consultation, change and communication processes.

· Onboarding and offboarding of employees – including exit interviews and running induction programs. 
· Assess training and development needs to apply and monitor training programs for staff across the entire organisation. 
· Design and develop innovative online, blended and in person learning programs that are scalable and sustainable and support learners.
· Facilitate engaging online, blended and in-person learning programs/solutions.
· Curate learning materials and resources.
· Develop and implement employee wellbeing programs and initiatives.

· Assist the Executive Manager – People & Culture with the talent strategy and participate in quarterly performance review process.

· Assist the Executive Manager – People & Culture with implementing Change Management by supporting management and staff to navigate and adapt to new ways of working.

· Participate and contribute to the annual talent mapping process.

Clinical Governance
The workforce comprises all personnel who are employed or contracted, including health practitioners, staff who provide clinical support and staff who have an indirect role in providing support to clients. This includes responsibilities to:

· Prioritise the provision of safe, quality support and services to clients every time.

· Provide support and services in accordance with evidence-based policies, procedures, protocols, and standards.

· Engage in ongoing learning, development, and quarterly goal setting to develop and maintain skills and competence to be able to perform roles and responsibilities for clinical quality and safety.

· Speak up and raise concerns, including reporting incidents and risks relating to clinical quality and safety.

· Work to improve the quality and safety of clinical support, participate in improvement activities, and contribute to a culture of respect, safety, transparency, accountability, teamwork, and collaboration.

Organisational Compliance 

· Ensure sound operational knowledge of legislative, regulatory and Code of Conduct requirements including Complaint Handling and Dispute Resolution.

· Ensure that you are aware of, understand and operate in accordance with See Differently’s Human Resource (HR) policies and procedures, including (but not limited to), See Differently Code of Conduct and Resolution of Grievances.

· Ensure a sound knowledge of See Differently quality assurance policies, procedures, products, services, and systems to comply within the authorities and restrictions in relation to the duties of this role. 

· At all times, ensure consumer rights are adhered to in accordance with the National Disability Insurance Scheme Quality and Safeguards and Aged Care Quality Standards and any other relevant service standards and legislation as appropriate.

· Ensure adherence to privacy and confidentiality of information that conform to the requirements of See Differently and the Privacy Act when accessing client details. 

· Undertake other duties as required by your Executive Manager.
Work Health and Safety 
· Ensure you are aware of and comply with all work, health, and safety policies of the organisation relevant to your role.
· Report hazards in the workplace to your manager / coordinator and to make recommendations to management on how to reduce the level of risk.
· Avoid adversely affecting your own health, safety and welfare or the health, safety, and welfare of any other person through any act or omission at work, or by the consumption of alcohol or drugs.
· Making proper use of available safety procedures, safety devices and personal protective equipment.
· Obey any reasonable instruction from your manager / coordinator aimed at protecting your health and safety whilst at work and conduct your roles and responsibilities as detailed in the relevant health and safety policies and procedures.

· Report all incidents and near misses to your manager / coordinator as soon as possible after the event, either in person or by telephone before submitting an incident report.
PERSON SPECIFICATION

Essential Criteria
· Relevant tertiary qualification in HR, Business, or related field

· Minimum of 5 years of progressive HR experience, with a strong focus on industrial relations, change management, coaching, and employee support.
· Previous experience in a NDIS/not for profit environment will be highly advantageous.
· Excellent verbal and written communication skills, with the ability to work through complex issues with confidentiality and enthusiasm.
· Strong analytical and problem-solving skills, with the ability to identify issues, propose solutions, and drive positive outcomes.
· A genuine understanding of employee needs and the ability to empathise with their concerns while maintaining a balanced perspective.
· Thrive in a fast-paced, dynamic environment and can adapt quickly to changing priorities.
· Demonstrated ability to work collaboratively with cross-functional teams and senior leadership.
· Proficiency in HR information systems and other relevant software applications.

· C Class driver’s license

· NDIS, Working with Children Check, Police clearances.
KEY PERFORMANCE INDICATORS

· Living our values in the way we behave and interact with others.
· Leads by example. 

· Maintains a positive approach that promotes confidence in those around them. 

· Is open to feedback. 

· Achieves agreed work goals.
· Takes initiative in making improvements to work processes. 
· Demonstrates evidence of continuous improvement activities 
· Embraces and adapts to change.

As the incumbent of this position, I confirm I have read this Position Description and understand its content and agree to work in accordance with the requirements of the position.

Employee Name: _______________________________

Employee Signature _____________________________ Date: _______________

Manager's Name: _______________________________

Manager's Signature____________________________ Date: ________________
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