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POSITION DESCRIPTION

1. POSITION TITLE:
 HR Generalist/People Development Business Partner
2. WORK UNIT:
 People and Workplace Team 
3.
RESPONSIBLE TO: 
National Manager, People and Workplace 
3. LOCATION:

National Office, Canberra or Melbourne Office
4. PURPOSE
Partner with the organisation to implement effective People and Workplace strategies, plans and projects to drive performance excellence that supports Engineers Australia’s broader strategic priorities. 
5. DUTIES

Strategy and Business Plan Development

· Contribute to the delivery of the People and Workplace strategies and business plan.

· 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 

· Be the interface between the People and Workplace team and assigned internal customers [managers/stakeholders/team members] to provide high-quality human resources’ support and advice in a generalist capacity, covering all aspects of human resources management (including recruitment, health and safety, performance management, employee relations, building staff engagement, remuneration management, assisting with developing learning and development plans, managing change, managing all forms of termination of employment etc).

· 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. 

HR Project Management

· Manage People and Workplace projects such as the annual performance appraisal process and the annual salary review process.

Employee Engagement

· Implement employee engagement and retention initiatives, encompassing effective culture and communication strategies, leadership, team development and where appropriate, metrics.
· Facilitate focus groups and People and Workplace awareness training to increase employee engagement.

Undertaking Workplace Investigations

· Manage workplace investigations and grievances as required.

Recruitment Process Management

· Undertake recruitment and selection related activities including interviews, job offers, relocation assistance (if applicable), induction and on-boarding, probation and employment confirmation. 

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. 

· 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 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 by the National Manager, People and Workplace.

6. WORK HEALTH & SAFETY (WHS) OBLIGATIONS

As an employee with 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. EXPECTED BEHAVIOURS

	Stakeholder Focus


	· Actively seeks to build relationships by taking the opportunity to build rapport and understand stakeholder needs.

· Listens, identifies and provides advice to internal and external stakeholders that adds value and creates solutions to help them address stakeholder needs.

· Acts as a role model for positive working relationships by involving others and drawing on team strengths.

	Change Agent


	· Promotes and endorses change efforts.

· Draws upon a range of sources to implement new ideas and solutions.

· Determines course of action despite a lack of clarity.

	Effective Collaborator


	· Communicates in meetings with confidence.

· Actively listens to and actively explores others views and perspectives

	Delivers Excellence


	· Consistently delivers projects on time, on budget and to desired quality.

· Project lead, drawing on resources and skills to manage workload.

· Monitors progress and gains buy-in to the project.

· Contributes to the development of work plans and team goals.


9. SELECTION CRITERIA

· Tertiary Qualifications in related discipline

· You will have demonstrated ability coaching senior leaders and driving the performance of HR within a context of change
· Ability to manage multiple priorities and manage customer expectations
· Demonstrated generalist experience in a commercial organisation
· Demonstrated experience working within a fast-paced environment
· Exceptional written and verbal communication skills
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