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Workplace Relations Specialist
Primary Purpose of the Role
The Workplace Relations Specialist is a key role within the Education and Care Workplace Relations Support Service, directly assisting members within the Community Managed, Not for Profit and small for-profit providers of education and care services access funding under the ECEC Worker Retention Grant. 
This role supports the delivery of the ECEC Worker Retention Grant Engagement Program, a funded program to deliver government funded wage increases to early childhood educators. The Grant Program also funds the Education and Care Workplace Relations Team.  The role provides information and supports and enables applications by providers to join the multi-employer agreement (MEA). The Workplace Relations Specialist plays an important role in safeguarding the data and confidentiality of the work undertaken.
This is a key role in ensuring seamless service delivery through communication with stakeholders, processes, content, systems and operations, serving as a vital link between team members and external stakeholders. The role focuses on effective use of systems, quality control of data, consistency of messaging, and effective engagement while delivering administrative and operational support for the team. The role also provides support, training, mentoring and day to day supervision for administrative and project team members. 
All roles at CELA are responsible for continually developing trusted relationships; and contributing to and building CELA’s reputation as the source of truth for the Early Childhood Education and Care sector. All roles share responsibility for delivering effective and expert support for members, amplifying the voices of community based and small providers, and contributing to the delivery of CELA's member values, placing children, equity and strong governance at the centre of our work.
Key Responsibilities 
Client Communication and Engagement 
Respond to Grant related enquiries and provide direct support to providers by phone and email on technical Grant matters including their compliance obligations with workplace relations legislation. 
Liaise with legal providers for advice, and translate this into easy-to-understand actions for providers 
Develop and internally distribute up to date and accurate, fit for purpose communications that are clear, targeted and professional, to support client engagement with the ECEC Worker Retention Grant (‘Grant’)
Manage timing and consistency of client communication to ensure ongoing engagement
Explore service providers' needs and current state, using rapport, active listening and targeted questioning to identify opportunities for improvements tailored and targeted for that service, sharing insights and actions taken
Support the development of written materials, including pay tables, reports, and other content to facilitate communication about services, prices, and changes to Fair Work and Award information
Actively engage with members and stakeholders, responding to enquiries in a timely, helpful and professional manner and sharing insights gained with the CELA team
Actively engage and collaborate with other Grant agencies including It Takes A Village (ITAV). 
Capability Framework focus: Pillar 6 - Stakeholder Engagement and Relational Skills (Specialist).
Behaviours for success: Approachable, clear communicator, responsive, rapport-building.

Grant applications and workplace relations processes 
Work with the Director of the Workplace Relations Team to collect accurate information to use in the drafting of workplace relations matters and Grant applications
Check and review the accuracy and completeness of documents provided by clients 
Engage with the Fair Work Commission (FWC) on MEA matters and prepare forms for approval processes 
Contribute to the management of systems to ensure effective workflow and timeliness of application processes. 
Liaise and communicate with clients, supporting them with information and materials throughout the Grant and other workplace relations application processes. 
Coordinate formal voting processes and liaise with external providers for clients requiring employee votes on Agreements
Support the renegotiation of MEA
Provide practical and targeted advice for providers on Award and agreement interpretation 
Communicate changes to workplace legislation, WRP grant program, Fair Work industrial instruments and awards to providers
Communicate in practical terms and in a manner that means changes can be implemented by providers. 
Capability Framework focus: Pillar 3 - Advisory and Consultancy (Foundational) and Pillar 4 - Advocacy and Policy (Specialist).
Behaviours for success: accuracy, solutions-focused, listening.

Systems and Data Quality Control
Collect workplace relations team project data and ensure that it is accurately uploaded / reflected in systems
Monitor and maintain the accuracy and consistency of workplace relations data across internal systems
Identify and address discrepancies or issues with information and data and escalate internally as necessary
Contribute to systems and processes audits and review to ensure smooth operation and compliance
Contribute to the set up and delivery of the CRM system
Ensure all member and stakeholder contact data and information are added to the CRM.
Capability Framework focus: Pillar 4 - Advocacy and Policy (Specialist).
Behaviours for success: accuracy, solutions-focused, listening.

Team Engagement
Support, train and mentor administrative staff as required to ensure correct and accurate collection of data and reporting
Foster trust-based working relationships across the team and member organisations
Work in a collaborative manner, proactively sharing insights, knowledge and information
Identify continuous improvement opportunities and proactively engage with colleagues on these matters when implementing.
Capability Framework focus: Pillar 8 - How We Work at CELA.
Behaviours for success: Collaborative, inclusive, adaptable, reliable, organised, trustworthy, approachable, clear communicator, responsive, proactive, curiosity, learning agility, change agility, accountable.
 
Administrative Support
Contribute to the preparation of reports, correspondence, and materials for workplace relations projects and initiatives
Positively contribute to the management of the timely flow of information between member services, workplace relations consultants, team Director and other internal stakeholders
Track issues raised by team members, identify patterns, and seek advice or potential resolutions as needed
Provide administration assistance across other CELA projects as required. 
Capability Framework focus: Pillar 8 - How We Work at CELA (Employee).
Behaviours for success: Collaborative, inclusive, adaptable, reliable, organised, trustworthy, approachable, clear communicator, responsive, proactive, curiosity, learning agility, change agility, accountable.

Projects
Actively participate in team and organisational projects and meetings, contributing operational knowledge and a continuous improvement mindset to shared goals
Support transformation projects that improve member experience, reduce manual work, and strengthen organisational capability
Explore and apply appropriate use of AI, automation, and digital tools to improve training, learning & development and resource development activities, as well as general efficiency, quality, consistency, and reporting
Actively participate in Education and Care Workplace Relations Team projects.
Capability Framework focus: Pillar 8 - How We Work at CELA.
Behaviours for success: Inclusive, collaborative, adaptable, reliable, organised, trustworthy, approachable, clear communicator, responsive, proactive, curiosity, learning agility, change agility, accountable.
Qualifications, Knowledge and Experience
Minimum of 2 years’ experience in administration or similar role
An understanding and familiarity with Australian workplace relations, Fair Work Commission processes, regulations, compliance requirements and legislation
Experience using digital platforms, including CRM,  and adopting emerging technology
Experience with Microsoft Office, with high level proficiency in Excel
An understanding of ECEC modern awards and relevant enterprise agreements.
Desirable
Research skills
Experience working within a peak body, not-for-profit or membership-based organisation
Experience managing or supporting a call centre or support service.
Skills
Demonstrated high level of interpersonal and rapport building skills
Demonstrated strong verbal communication skills, including listening skills and the willingness to call stakeholders
Ability to clearly articulate the member or stakeholder need identified and the solution/s proposed to a range of stakeholders 
Demonstrated highly developed written communication skills 
Demonstrated ability to effectively advise, consult and influence a broad range of internal and external stakeholders
Ability to work effectively with ambiguity and adapt to shifting priorities in a fast-paced environment 
Demonstrated organisational and time management skills: the ability to prioritise tasks, manage conflicting priorities and meet agreed timeframes
Project management skills, including managing multiple concurrent projects and client engagements
Attention to detail
The ability to translate and communicate complex employment relations matters into practical language and actionable insights
The ability to effectively engage and interact with members, non-members, all levels of team members and stakeholders
The ability to negotiate and influence 
The ability to balance own workload, identify competing priorities early and manage the tension effectively.

The above aspects of this role are indicative only and in no way limit CELA in allocating additional accountabilities (specific tasks, projects or related activities) to the employee, within the scope of the employee’s level of competence, experience, knowledge and qualification.
The KPI may be updated annually and will be communicated by email or through discussion
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