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Our Watch Limited:  Position Description 

 
Position Summary 

Position title:   Manager, Human Resources  

Team:  Corporate Services 

Location:  Melbourne CBD, Flexible work arrangements (from home) and hours for 
this position are negotiable. 

Position type/FTE: 0.8FTE - Secondment arrangements are strongly encouraged.  

Tenure:   7-month fixed term parental leave cover 

Probation period: 6 months  

Salary classification:   6.1 ($115,335 - $119,729 plus super and 17.5% annual leave loading) 

Reports to:   Director, Corporate Services 

Date approved:  March 2021 

 
Organisation Context  

Our Watch is a national leader of primary prevention of violence against women and their 
children. 

Our vision is an Australia where women and their children live free from all forms of violence. Our 
role is to stop violence before it starts. 

Our Watch recognises and values diversity among its staff and strongly encourages suitably 
qualified people from all backgrounds to apply, especially people who have a strong 
understanding of intersectionality either by working with diverse population groups or a lived 
experience. 

Our Watch is committed to increasing employment of Aboriginal and Torres Strait Islander people 
in the organisation. Aboriginal and Torres Strait Islander applicants are strongly encouraged to 
apply. 

Organisational values  
Collaborative – We do this work together.  
Optimistic – We believe that change is possible.  
Authentic – We stand behind our work.  
Creative – We are innovative and brave as we create change.  
Inclusive – We embed a diverse range of perspectives in everything we do. 
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Position Overview 

This position is responsible for proactively leading the People & Culture activities in the delivery of 
quality human resource and organisational development processes and services.  
 
Responsibilities and Accountabilities 

• Lead the management, development, implementation of the effective and efficient 
functional areas of; workplace health and safety, injury management, return to work, 
employee relations, recruitment and workforce planning.  

• Shared lead in conjunction with the HR Business Partner in the continuous improvement 
of systems, processes, and organisational development. 

• Provide specialist advice, guidance and support regarding current industrial Award 
provisions, legislative matters, and change management processes relating to structural 
reforms.  

• Oversee and provide considered guidance and support to deliver individual and broad 
employee relations outcomes including disciplinary matters and investigations.  

• Oversee organisational development strategies focusing on leadership, team building and 
the measurement of outcomes through the annual employee engagement survey.  

• Oversee the identification and appropriate management of human resource related 
business risks across all functional areas. 

• Explore in consultation with relevant Directors and managers, innovative and 
contemporary human resource and leadership strategies to meet workforce demands.  

• Attend and participate in Our Watch committee meetings and working groups as required 
including being an active member in the Intersectionality and RAP working group.  

• Develop, implement and report on strategic, delivery and operational plans including 
budgetary and other resource requirements.  

• Oversee and contribute to building partnerships with managers (at all levels) to coach, 
mentor and positively influence employee relations and business unit outcomes.  

• Represent Our Watch in discussions or negotiations with Unions or legal representation. 

• Conduct exit interviews and advise SET of trends or suggestions for improvements. 

• Manage in-house coaching sessions to improve the managerial skills and knowledge of 
staff. 

• Manage end to end HR administrative requirements including ensuring that all staff 
records are updated and relevant in accordance with the various regulatory authorities. 

• Provide coverage for the HR Business Partner in periods of leave. 
 

Direct Reports  Senior HR Advisor 

Organisational Relationships 

Internal:  The position is part of the Corporate Service team who provide a suite of 
professional services to all staff, management and Board.  The position 
needs to work closely with the Finance Manager and the Senior HR 
Advisor. 
The position is a key part of the Leadership Group of the organisation 

requiring senior level input, training and advice. 

The position is required to work across the organisation to support staff 
in all areas of HR management 

External:  May be required to liaise with external recruitment agencies, auditors, 
Union and EAP consultants as required. 
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Skills and Qualifications 
 
Qualifications and 
experience  

Tertiary qualifications in Human Resources, or other area of relevance, 
or equivalent experience. 

Skills and expertise Minimum 8 years experience in a similar role, demonstrating strong 
attention to detail and problem-solving skills. 
Good understanding of the human resources function, including 
recruitment, performance management, IR / ER laws, contract 
administration, implementing new processes and procedures, 
providing meaningful reports and exiting employees. 
Computer literacy in the suite of Microsoft Office applications. 
Friendly team player who is comfortable working autonomously and 
prioritising workload. 
Ability to liaise with staff at all levels of the organisation 
Ability to work under pressure and meet deadlines 
Well-developed data analytical skills. Demonstrated skills in providing 
meaningful reports for a diverse range of audiences 
Strong understanding and demonstrated experience in taking an 
intersectional approach to the prevention of violence against women. 
Awareness of and sensitivity to systemic inequality, issues of cultural 
and linguistic diversity across the Australian population, and the range 
of intersecting issues of relevance to Aboriginal and Torres Strait 
Islander people, people with disability, LGBTIQ people, refugees and 
migrants. 

Stakeholder 
relationships & supplier 
management 

Demonstrated skills, knowledge and behavior to work with Aboriginal 
and Torres Strait Islander people in a culturally respectful way, or the 
capacity to develop these 

Project management Ability to research, evaluate and analyse new HR practices, methods 
and procedures and implement policies and procedures 

Written and verbal 
communication 

Excellent presentation, communication and interpersonal skills 
 

Commitment Understanding of and commitment to ethical practice (including 
management of confidential data) 
Commitment to Our Watch’s vision, purpose and mandate 
Contribute to maintaining a work environment where differences are 
valued, encouraged and supported 
Promote Our Watch’s ideals of gender and cultural diversity at all times 
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The Role of Managers at Our Watch  

Outlined below are the key areas of responsibility and associated competencies for managers at 
Our Watch.  
Key Areas of Responsibilities  

The four key areas of responsibility for managers at Our Watch are:  
  

1. Managing your team (where applicable), being in charge and responsible for its 

performance, including:  

o Managing people, their workloads, wellbeing, productivity, training and 

development and their performance (including line management of staff in your 

own teams who are members of cross-functional project teams).    

o Managing team resources, budgets, and ensuring quality and timeliness of 

deliverables.  

o Undertaking short term planning, and implementing plans, projects and policies 

with the team.  

o Quality assure and champion the team’s use of policies and processes in Human 

Resources and Finance (including procurement) and the organisational systems in 

use such as the Project Management Framework and Sugar CRM.  

2. Being the lead functional expert for the organisation, including:  

o Providing information/advice to directors on strategic and content/quality issues 

within your functional area.  

o Providing expert advice and guidance to stakeholders within your functional area.  

o Undertaking outward-facing work (presentations, conferences etc) that advances 

Change the story within/through your functional area.  

3. Support your director and broader SET, in   

o in the implementation of the Our Watch Strategic Plan,   

o implementing and reporting on current Operating Plan   

o  promoting and implementing and Change the story across jurisdictions.   

The Managers working together in:  
4. Overseeing the Collaboration Framework across the organisation, including:  

o Leading collaboration across teams within the Project Management Framework.  
o Maintaining a ‘birds-eye view’ of all projects across the teams, with a view to 

understanding where their team members ‘sit’ within a project, providing 
consistent advice and support to Project Leads, streamlining processes, avoiding 
duplication, managing crunch-points, and identifying potential issues                                                                            

o Sharing knowledge, learning from and supporting one another as a peer group, 
and contribute advice relating to their area of expertise or responsibility.  
 

Key Management Competencies  

The key areas of management responsibility are enabled by the following management specific 
competencies as developed in January 2018 by the OW Managers, supported by Donella Roberts 
from Plum Consulting. These competencies are clustered by four components of management:  
self-leadership, interpersonal leadership, team management, strategic leadership.  
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