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Description automatically generated]	Position Description 
HR Generalist


Our Vision: Self-Determined Community Controlled Health and Wellbeing Services to the Eastern Metropolitan Melbourne Community.
About Us:  At Oonah Aboriginal Health and Community Services, we strive to uphold a Culturally respectful approach that includes and strengthens all peoples, traditions, stories, and Culture, now and for future generations. The Corporation and its members are committed to providing a central point of contact for Community members to access our service and programs across Eastern Metropolitan Melbourne.
Position Summary: The HR Generalist will be responsible for providing support, guidance, and advice on all HR related practices across the business. You will be expected to perform a variety of duties including talent management, people development and engagement activities, coaching and training while working closely with the CEO to accurately resource business requirements.
The role is also responsible for ensuring staff are sourced and onboarded correctly, with an understanding of Oonah’s Policy’s and processes.
	          Reports to: CEO

	Duties

	Task
	Key Performance Indicators

	Key Responsibilities: 
· Managing day to day Human Resources
· Employee Relations – including managing any staff complaints or issues.
· Support management in the enforcement and delivery of disciplinary actions
· Conduct employee reviews in collaboration with managers
· Record keeping (paper and digital)
· Recruitment, inductions, and continued training under direction
· Maintain and book staff training
· Ensure all policies and procedures reflect legislation and update/communicate when required
· Conduct weekly catch ups with key personnel according to hierarchy, regarding any staff issues or areas key personnel require support in
· Provide updates and changes to awards
· Conduct research / keep abreast of market pay rates
· Maintain all records of qualifications and licenses
· Assist with return to work and act as liaison with insurers on RTW actions when instructed
· Assist in researching potential products/systems to improve operations.
· Compile reports, contracts, offers of employment as requested
· Work with key personnel on determining measurable KPI’s – and tracking KPI’s
· Review Annual Leave accumulation quarterly
· Review Personal Leave accumulations
	
· Monthly reports completed
· Employee reviews completed
· Records are managed and maintained
· Employee contracts meet award conditions
· Employee annual leave is reviewed quarterly
· Employee relations managed effectively

	Compliance: Ensure you comply with: 
· Oonah Code of Conduct, values, policies and procedures, directives, and communications.
· All Occupational Health and Safety regulations within the workplace including reporting hazards, incidents and near misses and taking care of your own health and safety and the health and safety of others. 
· Identification of positive feedback and proactive suggestions for improvement. 
· Ensuring that all program initiatives operate in accordance with the Oonah Protecting Children policy. 
· Maintain client confidentiality and privacy in line with legislative requirements and organizational Policy & Procedure.
	
· Demonstrates the Oonah values during all activities, including respectful interactions with all parties. 
· Complete mandatory training in a timely manner. 
· Complaints, incidents, hazards, near misses, feedback and improvement suggestions reported according to internal procedures.
· Client information is kept confidential.
· Undertake a police check every three years.
· Undertake screening for suitability to work with children, youth and people experiencing vulnerability and comply with relevant state legislative requirements
· Participate in Quality Improvement Activities across the Organisation

	Other Tasks: 
Other tasks as required. 
	· Participation in other tasks as required. 

	Professional Development: 
· Maintain and update professional knowledge to ensure contemporary practice.  
· Commitment to on-going self-development via appraisals to identify training needs 
	
· Actively participate in professional development as appropriate.  

	Qualifications

	Essential 
· Current government mandated vaccinations
· Demonstrated competency in using databases and Microsoft Office programs (Word and Excel)
· Right to Work in Australia
· Experience in communicating and engaging with the Aboriginal Community and families.
· Current Working With Children Check or ability to obtain before commencement
· Current Police Check or ability to obtain before commencement
· Current Drivers Licence

	Essential Skills & Attributes

	· A qualification in relevant discipline such as Human Resources or progression towards completion of a qualification.
· Relevant experience in a HR Officer/Coordinator/Advisor role.
· A willingness to learn and develop your skills and abilities.
· Knowledge of relevant human resource legislation & regulatory requirements.
· Proven ability to understand, assess, and meet customer needs while managing stakeholder expectations
· Excellent relationship management skills and the ability to deal with a diverse, and often competing, range of expectations and Community needs.
· Well-developed problem solving, conflict resolution and decision making abilities.
· Energetic, innovative self-starter who can work well as part of a team, and work independently when required with a genuine interest in how best health and Community services can meet the needs of the Aboriginal Community. 
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