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1. Purpose of the Role

	As the people and culture assistant you will work closely with our people and culture manager and payroll team. Have exceptional time management, attention to detail, enjoys administrative work as well as being a people person to help in supporting our team members.

2. Work Schedule

The role is part-time. Hours and roster are by negotiation/discussion with the People & Culture Manager.  Some non-standard hours are required from time-to-time, as is being contactable during non-work hours.

3. The Environment

Within our stores and head office working closely with our team members.		

4. Reporting Relationships

The position reports to the People & Culture Manager.

5. Major Accountabilities

The role is accountable to assist the people and culture and payroll function of Klose’s.  Consisting of work, health and safety requirements, training, onboarding of new team members, administrative duties and back up payroll.

6. Major Job Functions
The major functions of the job are:

· Assist with work health, & safety requirements, checks and training 
· Metcash training platform, onboarding and reporting
· Reffs management of new team members and assistance with incident report management and WH&S checks 
· Team member onboarding via Roubler
· Uniform ordering
· Management and ordering of our sanitary items for our wellbeing program
· Weekly birthday and work anniversary posts via Roubler
· Undertake payroll when required
· Assist with the management of team member training including but not limited to first aid training, fire warden training, etc.
· Assist with team member monthly reporting
· Assist our marketing coordinator with team member milestones
· Manage our team members perks programs 
· Support the people and culture manager in confidential administration when required

7. Challenges & Problem Solving
Major challenges currently facing the position include:

· Managing training and support to all team members. 
· Succession planning to develop and retain team members by offering development opportunities.
· Consistency with our training and procedures amongst all stores.
· Consistency with our level of customer service amongst all stores.

8. Contacts & Critical Relationships
To be successful, the incumbent will need to work closely with the people & culture manager and support team members.

Positive relationships will need to be built and maintained with all team members, at all levels.

9. Skills & Attributes
The incumbent will demonstrate:

· Experience in effective coaching, leadership and motivation of team members.
· Experience with training and development in a retail environment (desirable).
· Interest in retail and the development of people.
· General computer skills and knowledge of Microsoft applications (Word, Excel, Outlook).
· Training course in Return-to-Work Coordinator (desirable).
· Ability to build a strong rapport with others.
· Self-motivated with the ability to manage multiple projects and priorities.

10. Klose’s Way
The “Klose’s Way” means we work together as a team, have high integrity, think innovatively, effectively lead our teams and focus on our customers. 

The three pillars of The Klose’s Way are:

· Customer - exceptional customer service, fresh products, quality and great values.

· People – the right people in our teams, the right roles, customer engagement, employing locals, training, and support.

· Community – supporting local communities, clubs and charities. To use local growers, suppliers and service providers where possible.

All Klose’s team members work within The Klose’s Way and our behaviours and capabilities framework. By joining the Klose’s team, you are agreeing to work in line with The Klose’s Way ensuring we maintain our culture and standards. 

11. Policies & Procedures

It is everybody’s responsibility to know and understand Klose’s policies and procedures. 

Following reading and thus, understanding your Position Description please sign below to demonstrate your understanding of your workplace performance criteria.


Accepted for and on behalf of the team member:

Team Member Name:			 ___________________________

Team Member Signature: 		___________________________

Date:					___________________________
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