

	POSITION DESCRIPTION

	JOB DETAILS:
	Position Title:
	ADMINISTRATION & HR OFFICER (PART TIME) 

	Position reports to: 
	Director of Finance and Operations

	Location: 
	Sydney CBD

	Version History
	Position Description – June 2026

	JOB PURPOSE:  

	Suicide Prevention Australia Administration & HR Officer is appointed by and accountable to the Director of Finance and Operations.
The Administration & HR Officer is responsible for assisting the Director of Finance and Operations with the following:
· Human Resources Administration (including recruitment, on-boarding using Suicide Prevention Australia’s Learning Hub, off-boarding and payroll support)
· Office Management (including office supplies, asset register, facilities, office events & rosters) (Shared responsibility)
· Process Admin and Compliance (including processes & procedures, process mapping, improvements, process compliance, policy creation – operations)
· Backup to EA to support CEO diary management
· Back-up assistance to Exec, Board Committee reports and minutes
Suicide Prevention Australia is the lead national organisation engaging with member organisations, governments, businesses, researchers, practitioners and those with lived experience seeking to reduce the impact of suicide on the community. As such its focus is multi-faceted and complex.
The Administration & HR Officer is delegated the authority from Director of Finance and Operations for the day to day business operations related to the above areas of responsibility.

	ABOUT SUICIDE PREVENTION AUSTRALIA  

	Suicide Prevention Australia is the national peak body for the suicide prevention sector. We exist to provide a clear, collective voice for suicide prevention, so that together we can save lives. We believe that through collaboration and shared purpose, we can work towards our ambition of a world without suicide. We work to build a stronger suicide prevention sector, a more aware and engaged community, and a more effective regulatory and funding environment. Suicide Prevention Australia engages with Member organisations, governments, businesses, researchers, practitioners and those with lived experience seeking to reduce the impact of suicide on the community. 





	KEY RESPONSIBILITY AREAS (In order of importance)

	Key Position Accountabilities

	% of Role
	Key Activities:

	Outputs: 

	Measures: 


	Human Resources Administration
	40%
	· Managing the end to end recrutiment process in conjunction with the CEO/Leadership team 
· Engagement of new team members including letters of engagement, staff reviews, variations and other paperwork as required
· Onboarding and offboarding staff
· Policies and Procedures 
· Coordinate training register and staff related Learning Hub content
· Carry out staff wellbeing initiatives in line with leadership approval eg. EAP
· Manage HR inbox
· working closely with Administration & Finance Officer re HR/payroll process. Monitoring and record keeping of staff movement (contract starting/ending dates, pay rise etc)
	· Oversee the recruitment lifecycle in collaboration with the leadership team to secure top talent
· Professional letters of engagement and variation, ensuring executed documents are received and filed/distributed appropriately
· Coordinate seamless onboarding and offboarding processes for staff
· Ensure operational policies and procedures are in place (HR and WHS), up to date and legally compliant
· Ensure training register and Learning hub is up to date
· Wellbeing initiatives coordinated
· Timely management of HR inbox
	· Staff employed and on-boarded in a timely and professional manner
· All HR documents filed appropriately
· Timely completion of onboarding and offboarding tasks, ensuring all necessary documentation, systems access, and exit procedures are completed within set timeframes.
· Operational policies and procedures are reviewed and updated annually
· Training register and Learning Hub up to date
· Positive staff feedback from wellbeing initiatives 
· All HR emails and queries responded to in a timely and professional manner


	Office Management
	40%
	· Act as the secondary point of contact between the organisation and the office building landlord, providing support and assistance with tenancy-related matters as required
· Ordering and maintaining office supplies, furniture asset register, facilities 
· Manage internal events for SPA employees
· Manage vendor relationships
· Maintain office WHS standards
· Fire Warden duty
	· Maintain effective collaboration with the office building landlord
· Well-stocked office 
· Successfully planned and executed office events
· Ensure quality & cost-effective vendors
· Ensure the office meets all WHS standards 
· Attend 6 month Fire warden Training training
	· Ensure communication is documented and actioned efficiently
· Inventory restocked in timely manner
· Positive feedback and adherence to budget and timeline
· Vendor cost efficiency
· Regular review of WHS standards 

	Process Admin and Compliance 

	10%
	· Processes & procedures (process mapping & improvements) 
· Process compliance
· Policy creation – operations
· Stakeholder collaboration
· Implementation & communication
· Monitoring & compliance (backup)
· Assist with annual audit process
	· Draft best practice policies and procedures
· Updated and revised policies
· Stakeholder feedback
	· Policies reviewed and updated frequently – as per Governance requirements
· Implementation success
· Stakeholder Satisfaction – clarity, usefulness and effectiveness of policies
· Audit findings: no or minimal non-compliance

	Backup to EA, to support CEO diary management, and  Exec and Board


	5%
	· CEO Diary Management
· Coordination and scheduling meetings both face-to-face and online
· Update CIVI CRM with CEO external meetings information
· Board Committee reports and minutes
	· Provision of high level secretarial support to the CEO
· Co-ordination and support of meetings is well planned and executed
· Accurate and professionally formatted documents
· Tasks completed accurately and promptly
	· Demonstrates agility, the ability to manage multiple tasks and to facilitate effective time management
· Documentation is well prepared and accurate
· Manages all meetings and events so that workflow occurs smoothly and maximises the efficiency of the CEO at all times
· 

	Other Duties 
	5%
	· Other duties may be assigned based on the needs of the organisation as determined by the DFO and the employee’s available time. 
· Attend internal and external meetings as required by the responsibilities of the role or for the benefit of SPA or as required by the DFO or the EGM.
· Ad-hoc reporting as required.
	· Competent management of additional assigned duties.
	· As required.







	KEY RESPONSIBILITY AREAS – GENERAL

	Areas
	Detail

	Communication
	Works with Suicide Prevention Australia staff in line with Suicide Prevention Australia communication strategy to:
· work collaboratively and regularly communicate with Suicide Prevention Australia staff regarding overall project directions, strategy and management as well as key activities and opportunities;
· build and maintain external relationships with potential funders, stakeholders, and supporters and others as appropriate to the Administration & HR Officer role. 

	Administration
	The Administration & HR Officer is responsible for:
· maintaining appropriate records in accordance with the Suicide Prevention Australia quality assurance policies and procedures and as directed by the Director Operations and Partnerships.

	Reporting
	The Administration & HR Officer is responsible for reporting to the Director Finance and Operations by:
· keeping accurate records and reporting regularly and in a timely, agreed manner on the outputs of the Operating Plan;
· contribute to bi-monthly Executive Reports and other required meetings to give updates of strategic, planning and development activities;
· identification of any issues arising for which decisions are required;
· performance with respect to implementation of organisation goals, targets and related new initiatives.

	Adherence to Policy and Procedures
	Suicide Prevention Australia internal operations are guided by a comprehensive Policy and Procedures manual that sits alongside and complements employment agreements for all staff.  
It is the expectation of all Suicide Prevention Australia staff and a condition of their employment that they adhere strictly to these internal policy documents.






	
SKILLS, KNOWLEDGE & EXPERIENCE:

	Qualifications: what minimum educational, technical or professional qualifications required to competently perform role
	· Required: Cert IV (completed), or Tertiary qualification (currently studying) in Human Resources, Business Administration, Management, or a related field.
· Desirable: in Human Resources, Business, or a related discipline.

	Experience & skills:
	Required
· Demonstrated experience in an administrative role with responsibility for HR-related functions.
· Sound understanding of employment legislation, awards, and HR best practices. 
· 3 years’ Experience in recruitment, onboarding, employee record management, and HR administration. 
· Strong organisational skills with the ability to manage multiple priorities and meet deadlines. 
· Excellent written and verbal communication skills. 
· Proficiency in Microsoft Office Suite and HR/payroll systems. 
· Knowledge of Work Health and Safety (WHS) requirements.
· High level of attention to detail and accuracy. 
· Ability to handle confidential and sensitive information with discretion.
· Sensitivity to people who have been affected by suicide Demonstrated ability to work both collaboratively as part of a team and independently with minimal supervision
Desirable
· Experience working in the not-for-profit, healthcare, community services, or disability sectors. 
· Experience using Civi CRM or other CRM/LMS
· Membership of, or eligibility for membership with, a professional HR body such as the Australian HR Institute. 
· Experience with performance management, employee relations, and policy development. 
· Management of operational policies and procedures
· Experience with Xero
· Experience with diary management
· Experience working in a dynamic environment


	Personal Attributes, Capabilities and Skills:

	Attribute or Capability
	Level or depth required
	Why is it required?

	Personal Attributes
	
	

	Innovative
	Finds ways to work better and smarter
Generates options and ideas 
	In an often busy work environment process improvements and smarter working processes and options create more effective program and project delivery.

	Analytical
	Reviews arguments and presents clear and logical case for support
Takes a systematic approach when building toward improvements
	The Administration & HR Officer often has a significant amount of information to deal with and must apply analysis and good judgement in determining the right course of action.

	Ethical
	Has integrity and principles
Is transparent and honest
Exercises good judgement
	The Administration & HR Officer is a role model in acceptable organisational culture and behaviour.

	Self-Disciplined
	Manages own time to achieve key outcomes.  
Manages competing demands
	Set tasks and areas of responsibility require good time management and application skills 

	Flexible
	Adapts to changing circumstances in the workplace. 
Prioritizes work and addresses what is most important.
Takes advantage of new and emerging opportunities 
	Priorities change within the fast paced and busy Suicide Prevention Australia office.

	Collaborative
	Works with others to achieve common goals.
Engenders a spirit of teamwork.
Inspires trust.
	Will require the support external stakeholders to be successful in the role.  Part of the Programs and management team, and a key member of the broader staff team.

	Resilient
	Recovers from setbacks
Overcomes obstacles and impediments
Learns from experience and identifies areas for self-development
	Program, project and processes quality improvement are essential to the role.

	Supportive
	Encourages others to attain targets and achieve
Listens actively and inspires confidence
Demonstrates empathy when confronted with adversity
	The Administration & HR Officer is a role model in acceptable organisational culture and behaviour.



	Capabilities 
People working at this level take a leadership role; they may supervise the work of others and/or provide leadership through their technical or specialist skills.
	Area
	Description

	Community and external relations
	Community 
	Advances organisational objectives and champions important issues with key stakeholders

	
	Networks, Stakeholders
Partnerships and Collaboration
	Creates and sustains networks
Builds partnerships and opportunities

	
	Knowledge of Community
	Maintains awareness and advocates for sector and current issues

	Professionalism 

	Time Management
	Prioritises work; delegates appropriately demonstrating an understanding of organisational, team and individual priorities and capacities and ensures that key requirements are met

	
	Taking Responsibility
	Accountable for outcomes and delegates to achieve outcomes

	
	Problem Solving
	Implements systems to address adverse events and improve efficiency and outcomes

	
	Initiative and Enterprise
	Creates opportunities and looks for way to work more dynamically

	Communication 
	Verbal
	Provides informed, meaningful and relevant messages when communicating with various stakeholders

	
	Advocacy
	Articulates clear and confident messages about key issues when advocating or negotiating for organisational issues

	
	Written
	Writes quality submissions and documents for funders, Board and other stakeholders

	
	Public Speaking
	Makes convincing presentations, using a range of media, to communicate key issues

	Resources, Assets and Sustainability
	Financial Management
	Prepares program and complex project budgets and reviews financial performance

	
	Sustainability
	Identifies and manages financial risks and plans for future

	Leadership and Teamwork 
	Vision
	Champions vision and mission and maintains focus on the organisations strategy

	
	Stategic Focus
	Develops team goals linked to strategic plan

	
	People and Culture
	Actively engages staff across the organisation to develop a positive and effective workplace that encourages success
Provides leadership and direction
Motivates and guides team members
Celebrates success

	Program management and Policy development 
	Achieving Results
	Clarifies roles and responsibilities of staff and project teams and achieves necessary support for outcomes

	
	Contract Management
	Monitors contracts and checks that contractual obligations of both parties are met

	Change and Responsiveness

	Technology
	Promotes the use of new technologies to strengthen the organisation and improve business practice

	
	Change Management
	Keeps informed of changing political, economic and social context and responds to changing needs

	
	Multi-skilling
	Designs jobs and teams with an emphasis on multi-skilling and opportunities for shared learning

	Governance and Compliance
	Strategy
	Establishes and reviews systems to support strategic plan and achieve organisational goals

	
	Legislation and Compliance
	Manages work practices to comply with relevant legislation and licensing requirements

	
	Risk Management
	Manages risk and encourages staff to manage opportunities



	Technical Skills
	
	

	Microsoft Office and other publishing applications
	High level of skills required, including particular use of MS Excel, word, nitro, zoom and other relevant software
	

	Not for Profit Governance
	Understanding of the Not-for-Profit governance processes and structures.
	



	
KEY WORKING RELATIONSHIPS: Who is this role is expected to interact with on a regular basis?

	Internal   Who is this role expected to interact with on a regular basis within Suicide Prevention Australia?

	Role the position  interacts  with
	Frequency 
	Purpose/Nature of contact

	Director Finance & Operations
	Daily
	Review of performance, guidance and issues discussion

	EA
	As needed
	Assisting with tasks

	CEO
	Leave cover
	Within team meetings or as needed

	Executive Team Directors
	Weekly
	Within team meetings or as needed





	DECISION MAKING AND ADVICE: 

	Decisions this role makes alone 
What types of decisions does this role decide without seeking approval?  
	The Administration & HR Officer is the operational decision-making role for day-to-day HR, office and IT operations. Decisions should generally be taken on the basis of recommendations from colleagues in areas where they have direct operational responsibility. The Administration & HR Officer will exercise good judgement and decision-making within this context.

	Advice/ recommendations 
What types of advice or recommendations does this role provide to other roles to enable those other roles to make decisions?
	This role provides advice and recommendations to the Director Finance and Operations on strategic and financial structures and targets.
The Administration & HR Officer makes recommendations to the Director Finance and Operations on expenditure outside of approved budget parameters. 

	Delegation of Authority
	The Administration & HR Officer has delegated authority from the Director Finance and Operations to manage the day-to-day operations of the organisational costs within the approved budget parameters. 



	SCOPE:

	Financial accountability:  Does this role have accountability for or influence on budget/revenue/assets

	Direct accountability ($)
	N/A

	People responsibility:  Does this role have any direct reports or indirect reports (through direct reports)

	No. of direct reports
	N/A
	
	









	ADDITIONAL INFORMATION:  is there any additional information that needs to be understood to explain this role?

	This is a part-time position (21 hours per week) with no paid overtime. Any additional agreed hours may be taken as time in lieu or through negotiated changes to part-time hours.  
The office is well served by public transport. Attendance in the office is required two days per week.
Duties will be those outlined in this position description.  
Direct costs incurred in the course of your prescribed duties, such as mileage (other than to / from work) & parking will be reimbursed upon presentation of required documentation.
You will be paid on a fortnightly basis into your nominated bank account retrospectively.



Administration & HR Officer 
Suicide Prevention Australia
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