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Position Description

Position title	Business Systems and Risk Officer
Document ID	PD - 
Program/Unit	Finance and Business Unit
Term	Ongoing 
Classification	
Position reports to	Manager, Business Systems and Risk



Organisational context 
Established in 1997, MacKillop Family Services (MacKillop) strives to ensure all families are supported to provide children with a safe and permanent home, and the best possible start to their lives. 
Continuing the child and family welfare programs of our three founding agencies – the Sisters of Mercy, the Sisters of St Joseph and the Christian Brothers – we provide early intervention programs to support the most vulnerable families, and provide education, disability support, home-based care and out of home care for vulnerable children and young people in Victoria, NSW and WA.
MacKillop has almost 1,100 staff, operating out of more than 40 sites, and has forecast annual revenue for the 2018/19 financial year of over $125 million.
Just like our founders, we are deeply committed to our work, and are driven by social justice. We believe every child should be protected from abuse, neglect and exploitation, and are a child-safe organisation that is committed to protecting and advocating for the best interests of children and families across all our programs. 
Our work is underpinned by our values, and by a deep understanding of the impact of trauma, informed by the Sanctuary Model. Sanctuary is a blueprint for organisational change, which supports organisations to provide a safe, non-violent environment for people affected by trauma. It also supports staff and carers to form communities that are safe and caring, and to maintain a culture that reflects these qualities at every level within the organisation. MacKillop is the only licensed provider of training in the Sanctuary Model in Australia. 

Our vision
All children, young people and families are safe, thriving and connected to culture and community. MacKillop Family Services will care compassionately, respond large-heartedly and advocate courageously.
Our values
Justice: We believe in the right of all people, regardless of belief or culture, to be treated justly and fairly;
Hope: We commit to creating an atmosphere of hope where people find meaning in their experiences and relationship;
Collaboration: We commit to working in a collaborative spirit through cooperation, coordination, and partnership;
Compassion: We commit to creating an attitude of openness to others and to their circumstances; and
Respect: We seek to listen and learn from each other and to build relationships with respect.
Position Context
This position is situated within the Finance and Business Unit located at Central Office.  
This position’s main focus is the continual improvement, maintenance and system administration of MacKillop’s Human Resource Information Management Systems (HRIMS) as well as its Quality, Compliance and Risk system. MacKillop’s HRIMS includes the Aurion People and Payroll Software and the TimeTarget Rostering and Time & Attendance system. The Quality, Compliance and Risk system is RiskMan.
Key result areas and responsibilities
· Administration of MacKillop’s Human Resource and Quality, Compliance and Risk systems and assist staff on their use
· Ensure system integrations, upgrades and technical change requirements are well managed, documented and implemented,
· Maintain system security and permissions,
· Configure and maintain system features e.g. forms and general codes,
· Log and track issues with vendor support,  and
· Provide regular systems reporting 
Key selection criteria
· Experience and detailed knowledge in the administration, support and reporting for HR/Payroll, Time & Attendance and/or Quality & Risk systems with experience in the use of the Aurion payroll system, TimeTarget and Riskman systems particularly valuable,
· Experience in Risk and HR systems is essential
· Well developed communication skills, both verbal and written.
· Well developed organisational and time management skills 
· A  professional approach to the position combined with excellent interpersonal skills, and  a demonstrated capacity to work collaboratively with others and exercise influence in a diversity of contexts.
· Ability to participate collaboratively and constructively within teams of peers, staff and with external stakeholders, as well as show initiative and effective personal judgement when working alone.
· Well developed computer skills in Outlook, Word and Excel 
· Support for the mission and ethos of MacKillop Family Services
· A formal qualification (degree/certificate/diploma) in HR, IT or related discipline,
· A technical and logical thought process,
· A strong customer focus and a desire to assist others,
· Comfortable working with multiple stakeholder groups, and
· An ability to stick to strict deadlines, prioritise and delegate.
KEY RELATIONSHIPS AND ACCOUNTABILITY 
Accountability
The position is accountable to the Manager, Business Systems and Risk
 Internal Relationships
The Business Systems and Risk Officer  will be required to develop a rapport and consult with, a range of employees from different programs within the organisation.
Some examples may include:
Employees from Finance and Business Services
Employees from Human Resources
Employees from Practice Quality

External Relationships 
Will actively liaise and network with a number of external providers.
Team Work
To be committed to team work where MacKillop’s values are evident in one’s daily communication, contribute to team morale by interacting with others in a supportive and encouraging manner and liaise and work closely with other MacKillop managers and administrative staff.
Other information 
The incumbent is required to:
· Sign and actively abide by MacKillop’s Code of Conduct.
· Observe and actively support MacKillop’s OH&S policy and strategy.
· Attend mandatory and other training as required.
· Actively participate in MacKillop’s Bid Management process as required.
· Participate in and promote continuous quality improvement processes.
· Promote an environment that is culturally safe and strengths focussed.
· Abide by principles and commitments of the Sanctuary Framework.
The incumbent must possess a:
· Valid and current Victorian Driver’s Licence.
· Valid and current Victorian Working with Children Check.
· Satisfactory criminal history check conducted by MacKillop Family Services.

Approval
· 
	Approver’s full name:
	Graham Boal
	Date:
	31 July 2019

	Approver’s position title:
	Group Director, Corporate Services

	Incumbent’s full name:
	

	Incumbent’s signature:
	
	Date:
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MacKillop Family Services acknowledges Aboriginal and Torres Strait Islander people as Australia’s First Peoples and as the Traditional Owners and Custodians of the land on which we live, work and play. We pay our deep respects to Elders past and present and acknowledge all Aboriginal children, young people, families and staff who are a part of MacKillop Family Services. 
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