POSITION DESCRIPTION – ADMINISTRATIVE SUPPORT (Human Resources)
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Position Description
ADMINISTRATIVE SUPPORT

Human Resources

(Full-time)
The content of this position description is based on the current anticipated needs of the new Albury Wodonga Health (AWH) entity.  However, changes to this position description may be required in the near future to accommodate the evolving requirements of the new entity.  Prospective employees must be accepting of this requirement.
Designation:
HUMAN RESOURCE ASSISTANT

HSUA Administrative Officers Vic Public Sector Multi Employer Certified Agreement 2009-2011
(Classification:  HS1)
Program/Unit:
Corporate Support - Human Resources
Purpose of Position:

· Responsible for the provision of administrative support services for the Human Resources (HR) stream.
Organisational Environment/Reporting Relationships:

· Human Resources provides a full range of Human Resources, Employee Relations and Occupational Health and Safety services for approximately 1600 staff covering 7 geographical locations in the Albury Wodonga and Wangaratta locales.

· Responsible to the Director of Human Resources

Supervisory Responsibilities:

· This position has no supervisory responsibilities

Primary Responsibilities:

1. Provide a professional customer relations service for the HR stream.
2. Ensure that all enquiries are handled promptly and efficiently.

3. Develop and maintain efficient office systems and procedures.
4. Data collection, data entry and preparation of statistical information as appropriate/required.

5. Preparation of high quality word processing, presentations, publications and basic spread-sheets as required.

6. Monitor and order stationery and office supplies for the HR stream.

7. Process and coordinate HR related forms and documents.

8. Maintain the Prox Card (Security Swipe Card) system and ID Photo system.

9. Provide organisational assistance to the HR stream.

10. Assist with the processing of job applications in accordance with the recruitment processes in place at the time, including the provision of general recruitment advice to applicants or potential applicants.

11. Assist with the managing of incoming calls and the scheduling and management of appointments and meetings for the Director Human Resources (HRD).
12. Undertake a professional development program as agreed with the HRD.

Specific Delegations:

· NIL
Performance Appraisal:

· Review of performance within six months after commencement and annually thereafter.  
Signature of employee
.......................................................
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.......................................................
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Annexes:



Other Relevant Information:


References:




Contact Point:


Director of Human Resources
Committee:





Approving Committee:
Executive Committee.


Responsible Committee:



Date Approved/Reviewed:



Date for New Review:



Computer File Identification:



File Location:


SELECTION CRITERIA
KEY SELECTION CRITERIA

KSC 1
Highly developed computer and keyboard skills using the Microsoft Office suite of products especially Outlook, Word and PowerPoint.
KSC2
Well developed organisational and time management skills with the ability to prioritise and manage multiple tasks simultaneously.
KSC3
Well developed interpersonal and communication skills, including telephone and reception skills.
KSC4
Ability to provide excellence in customer service to all internal and external customers.
KSC5
Ability to work autonomously and as part of a team.
KSC6
Flexibility to operate in an environment of change and continuous improvement.

KSC7
A thorough understanding and respect for confidentiality.

KSC8
Previous experience in an HR or OH&S environment would be well regarded.
KSC9
Demonstrated ability to use initiative while acting within the scope of their role.

NOTES:

A current National Police Check should be provided at time of appointment.

AWH is the principal regional health care provider in the event of disaster and emergency.  The occupant of this position understands and acknowledges that he/she may be required to work as assigned if requested to meet the Health Service’s responsibilities in the event of a disaster or emergency situation.
While this position description reflects the current duties and responsibilities, it is not to be interpreted as all inclusive.  It may be subject to review from time to time.







