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POSITION DESCRIPTION

1. POSITION TITLE: 
HR Business Partner
2. WORK UNIT: 
People and Workplace
3.
RESPONSIBLE TO: 
Senior HR Business Partner
3. LOCATION: 

Canberra, ACT
4. PURPOSE: 
To partner with customers across the organisation to provide effective HR generalist support, services and advice in order to drive performance excellence that supports Engineers Australia’s broader strategic priorities. 
5. DUTIES

Duties and responsibilities include:
Generalist Human Resources 
· the provision of sound HR advice and services based on policies, procedures, contractual documentation, industry best practice and legislation;

· Be the interface between the People and Workplace team and internal customers [managers/stakeholders/team members] to provide high-quality human resources’ support in a generalist capacity, covering all aspects of human resources management including:
· internal recruitment;

· health and safety

· onboarding and exit activities;

· development and distribution of contractual documentation as required;

· employee relations; 

· building staff engagement;

· the coordination of learning and development;

· assisting with performance management processes;

· assisting with employee benefit programs and remuneration management;

· assisting with the organisation’s annual performance appraisal and salary review process; 

· managing change;

· managing all forms of termination of employment; and

· policy and procedure interpretation and development.

Strategy and Business Plan Development

· contribute to the delivery of the People and Workplace strategies and business plan; and
· work with the People and Workplace team to ensure the effective implementation and management of People and Workplace policies, practices, and procedures that provide an optimal working environment and promote a culture of performance excellence across all parts of the Engineers Australia workforce.
Servicing Internal Customers 
· build strong partnerships and provide counsel, advice and coaching to managers to enhance the performance and capability of their teams and to address a range of workforce issues, responding to enquiries in a professional and timely way. 

HR Policy Development
· research, understand and interpret relevant workforce legislation and People and Workplace policies/procedures in order to provide ‘expert advice’ to assigned client groups to ensure compliance and mitigate risks for Engineers Australia and its employees. 

Employee Engagement
· implement employee engagement and retention initiatives, encompassing effective culture and communication strategies, leadership, team development and where appropriate, metrics; and
· facilitate focus groups and People and Workplace awareness training to increase employee engagement.

Undertaking Workplace Investigations
· manage workplace investigations and grievances as required.

Learning and Development
· identify organisation-wide learning and development/training needs and develop appropriate plans to address the identified needs.

Health and Safety Management
· contribute to the development and implementation of Workplace Health & Safety policies and practices; and
· report and administer any worker’s compensation claims and undergo full consultation process with employee and insurer to ensure the employee’s return to work in a safe and productive environment.

Team Member of the People and Workplace Team
· work co-operatively within the People and Workplace team, exchange information and assist other team members to achieve team objectives and work outcomes. 

Other Duties
· undertake other duties as requested.

6. WORK HEALTH & SAFETY (WHS) OBLIGATIONS

As a worker for Engineers Australia, you must:
· Take reasonable care for your own health and safety in the workplace
· Take reasonable care that your acts or omissions do not adversely affect the health and safety of others in the workplace
· Cooperate with your employer about matters of health and safety

· Comply with any reasonable instruction and cooperate with Engineers Australia’s WHS policies and procedures

· Familiarise the broad meaning of ‘workplace’ in health and safety legislation and Engineers Australia WHS policies and procedures.
7. COMMUNICATION AND RELATIONSHIPS

· Partner with the all employees in your client groups at Engineers Australia by building strong relationships and provide effective and timely HR advice and coaching.

· Liaise with external agents, facilitators and organisations to deliver on People and Development activities.

8. OUR VALUES
[image: image2.png]FOCUS ON
CCUSTOMERS

EMBRACE
PROGRESS





[image: image3.png]FOCUS ON CUSTOMERS

We are committed to delivering exceptional products, services and experiences for our
members and customers.

We do this by:

« caring about our members and customers, listening to them and seeking to understand their needs
« helping our customers achieve their goals

« providing service excellence

« using our member's funds prudently and in a sustainable way

ACHIEVE TOGETHER

We are at our best when we collaborate and use our collective expertise.
We do this by:

« working inclusively as ‘One Team' to create a positive and enthusiastic culture

« valuing everyone's contribution, respecting the uniqueness of individuals
« sharing information and ideas openly and broadly

o encouraging and supporting others to do their best

EMBRACE PROGRESS

We actively seek out ways to improve through adopting ideas from our colleagues, customers
and the world around us.

We do this by:

« staying informed in our ever changing world

« being agile and adopting new and simpler ways of working

« actively coaching, mentoring and encouraging creative thinking
o accepting mistakes can happen and learning from them

ACT WITH INTEGRITY

We eam trust by being authentic and accountable.

We do this by:

« doing the right thing, even when itis not easy

« giving and expecting our best, always

« keeping our promises, saying what we mean and doing as we say

* communicating openly, honestly and respectfully, being mindful of impact





9. SELECTION CRITERIA
· tertiary qualifications in Human Resources or a related business discipline;
· you will have demonstrated ability coaching senior leaders and driving the performance of HR within a context of change;
· solid and recent experience in a busy HR generalist role, preferably within a not for profit or commercial organisation;
· a proven ability to manage multiple priorities and manage customer expectations;
· demonstrated experience working within a fast-paced environment;
· exceptional written and verbal communication skills with a high attention to detail; and
· a keen focus on being responsive and accessible to the needs of your internal customers with a real drive to deliver the best quality service to stakeholders in the most efficient and effective way possible.
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