Position Description 



	Position Name
	Human Resources Coordinator

	Employee Name
	

	Start Date
	


	1. Purpose of the Role

	To coordinate human resources activities including recruitment & induction, workforce planning, training & development, performance monitoring & management, termination, WHS and to undertake the role of return to work coordinator.




	2. The Dimensions

	The Human Resources Coordinator is required to work 38 hours per week.

Some non-standard hours are required from time-to-time, as is being contactable during non-work hours. 




	3. The Environment

	The Human Resources Coordinator is based in the head office at Lobethal, and requires occasional travel between stores. 



	4. Reporting Relationships

	The position reports to the Operations Manager.
 


	5. Major Accountabilities

	The role is accountable to ensure human resources are appropriately maintained throughout the stores and to manage timely return to work for injured employees. 



	6. Major Job Functions

	The major functions of the job are to:

Work, health & safety
· Adopt work practices that support Work Health and Safety and Environmental programs, and take reasonable care for themself and other people’s health and safety in the workplace.
· Be the return to work coordinator.

· Ensure injury and incident reports are completed and filed for all incidents and near misses in the stores. 

· Educate the store management team about work, health and safety principles, and how to follow injury and incident procedures. 

· Maintain all WHS records
Recruitment
· Respond to applications in a timely manner, and maintain application files. 
· Coordinate and undertake the interview and selection process in consultation with the store manager. 

· Issue documentation to applicants relating to the recruitment and selection process, including contracts, letters of offer, position descriptions. 

Induction, Training & Probation
· Undertake all staff inductions according to the set procedure. 
· Maintain and update induction paperwork. 

· Provide paperwork to payroll, and submit Tax Declaration Forms to the Australian Tax Office. 

· Maintain staff training register and coordinate training requirements. 

· Coordinate the probationary review process. 

Staff Records

· Maintain personnel files according to legislative requirements. 

Performance Management and Development

· Facilitate performance management, and employee counselling processes as required.

· Assist managers in identifying key staff and ensuring they receive appropriate training and up skilling to assist with succession planning. 
· Coordinate annual employee of the year award.  

· Provide support and advice to store managers in managing and developing their staff. 
Ending Employment

· Undertake termination procedures as required.

· Accept letters of resignation.

Industrial Relations
· Ensure compliance with industrial relations.

· Provide IR advice to senior management. 

Policy Maintenance
· Review and update company HR / WHS policy as required. 
General
· Fulfil staff uniform orders, order uniform items. 
· Maintain a “Starters/Leavers” register and issue to senior management monthly.
· Maintain a Staff Phone Numbers register and issue to store management and administration monthly.



	7. Challenges and Problem Solving

	Major challenges currently facing the position include:

· Managing appropriate staffing levels at each store. 
· Succession planning for full-time roles throughout the store. 

· Attracting and maintaining high-performing staff. 



	8. Contacts and Critical Relationships

	The Human Resources Coordinator will be in contact with senior management on a daily basis; it is important that positive relationships are maintained. 

To be successful, the Human Resources Coordinator will need to work closely with Store Managers and Department Managers to achieve company goals.  
Positive relationships will need to be built and maintained with all staff at all levels. 



	9. Skills and Attributes

	The Human Resources Coordinator will demonstrate:

· At least three years experience working in a Human Resources role;

· Demonstrated experience in effective coaching, leading and motivation of employees;

· General computer skills and knowledge of Microsoft applications (work, excel, outlook);
· Training course in Return-to-Work coordinator. 



Employee Signed: _________________________                                          Date:__/__/____

Manager Signed: _________________________                                            Date:__/__/____
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