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Position Description
	Job Title
	People & Culture Business Partner

	Location
	Canberra, ACT

	Manager
	CEO

	Direct Reports
	N/A

	Salary
	SCHADS Award Level 6 /7 (part-time 4 days a week)


About ADACAS
[bookmark: _Health_Economics_Division][bookmark: _Corporate_Services_Division]ADACAS (ACT Disability Aged and Carer Advocacy Service) is a leading individual advocacy service in Canberra and regional NSW. ADACAS provides individual and systemic advocacy to people with disability, older people and their family carers and also delivers other project activity consistent with our vision and mission. We are passionate about asserting, promoting and protecting human rights and speaking up on behalf of people who cannot speak up for themselves. Our vision is a world in which everyone can exercise their rights and responsibilities, lead lives of value and dignity and pursue their dreams. ADACAS has a strong reputation as a human rights organisation and participates in a range of opportunities, both locally and nationally to influence change on behalf of our client groups.
Position Summary
Reporting to the CEO and working with the Executive Team, the Human Resources Manager will lead both strategic and operational HR functions, supporting ADACAS to be an employer of choice.
Reflecting on our current HR practices and with a passion for continuous improvement this role will be involved in supporting middle management and staff through the provision of contemporary HR practices with a strong focus on wellbeing, ongoing good organisational culture, accountability and professional development.
There is also the exciting opportunity to provide guidance and advice towards our Employer Confidence program that supports mainstream businesses to employ people with disability.
This is a role for a confident and experienced HR practitioner who wants to be part of a dynamic and culturally diverse organisation that supports many of the most vulnerable members of our community.  You can guarantee that every day will be different and rewarding.


Key responsibilities
· Partners with the leadership team to understand and execute the organization's human resource and talent strategy particularly as it relates to current and future talent needs, recruiting, retention, and succession planning.
· Provides support and guidance to, management, and other staff when complex, specialized, and sensitive questions and issues arise; may be required to administer and execute routine tasks in delicate circumstances such as providing reasonable accommodations, investigating allegations of wrongdoing, and terminations.
· Manages the talent acquisition process, which may include recruitment, interviewing, and hiring of qualified job applicants, collaborates with departmental managers to understand skills and competencies required for openings.
· Analyses trends in compensation and benefits; researches and proposes competitive base to ensure the organization attracts and retains top talent.
· Creates learning and development programs and initiatives that provide internal development opportunities for employees.
· Oversees employee disciplinary meetings, terminations, and investigations.
· Maintains compliance with National, state, and local employment laws and regulations, and recommended best practices; reviews policies and practices to maintain compliance.
· Maintains knowledge of trends, best practices, regulatory changes, and new technologies in human resources, talent management, and employment law.
· Maintain the up-to-date records of personnel files of staff across ADACASs for all payroll, and contractual compliance requirements.
· Work with management in dealing with staff disciplinary action, complaints and grievances, staff wellbeing and upholding strong Work Health Safety.
· Preparing job descriptions and managing the employment process.
· Implementing systematic staff development procedures including regular review of HR policies and procedures.
· Supports an open and transparent culture focused on staff wellbeing, accountability, quality and continuous improvement.

Business, People & Culture
Working with the CEO and Management Team:

· Ensure the HR elements of the business continuity plan is operational and fit for purpose
· Ensure all HR and Work, Health & Safety policies and practices are operational and fit for purpose
· Support HR functions, including employment contracts and staff induction
· Support with the HR elements of accreditation standards
· Develop and implement initiatives required for sustainable capacity planning, personnel management and professional development for staff
· Analyse and evaluate current practice and provide recommendations for continuous improvement
· Performs other duties as directed by the CEO.

Skills, Attributes and Experience
· A suitable qualification in Human Resources Management or similar workplace experience with demonstrated outcomes
· At least 3 years management experience
· Strong, demonstrable experience in working with people of all agers and cultures and demographics, in complex situations to achieve desired outcomes.
· Experience working with people with complex needs
· Outstanding communication skills – written, verbal and active listening
· High level of proficiency in Microsoft Office Suite applications including Word, Excel, Outlook, PowerPoint and online government portals for reporting purposes.
· Must keep up to date with changes within industry
· Personal values align with those of a Human Rights organisation
· Consistently enthusiastic, energetic and conscientious
· Shows positive leadership qualities, takes responsibility
· Demonstrated attributes to support a culturally diverse workforce

Qualifications
· Tertiary qualification in Human Resources Management or a similar qualification; or equivalent work experience
· Police check?



ADACAS is an EEO employer and we value diversity within our organisation.
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