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POSITION DESCRIPTION

People & Culture Administrator 
Organisational Context

Gateways mission is to empower and support children and adults with a disability / additional need and their families to maximise their:

· Quality and enjoyment of life

· Potential

· Positive relationships within the community

Gateways is committed to providing quality, safety and wellbeing to every person who uses our services. We have rigorous recruitment policies and procedures in place promoting the safety and protection of all vulnerable people we support.

Core Values

The following organisational values apply equally to relationships with children / adults with a disability / additional need, their families, staff, volunteers and other organisations and the broader community.

Commitment and Cooperation

Opportunity and Openness

Respect and Reliability

Excellence and Empathy

Gateways People, Culture & Resource Objectives

1. To provide excellent service in: 

· assisting and responding to staff

· meeting industry compliance requirements

· workplace relations, human resources and industrial relations advice

2. To support an organisational culture that will:

· ensure all staff are ethical, competent and accountable

· provide a motivating, safe and supportive environment for all staff 
· provide a culture of learning and development
3. Enhance community understanding of the needs and abilities of people with disabilities and their families and to promote a high level of awareness of Gateways contribution and role within the community.

Reporting Arrangements and Accountability

The Gateways Board of Management is responsible to service users, funding bodies and the community for all aspects of service provision and management of the organisation.  This responsibility is delegated through the Chief Executive Officer to staff. The People & Culture Administrator reports to the People & Culture Coordinator. The accountability structure is as follows: 
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Duties and Responsibilities

People & Culture Administration

· Prepare letters of offer and employment contracts

· Processes all employment checks including police and NDIS Worker Screening checks and Carer’s Register forms
· Prepare termination forms for exiting staff
· Action amendment forms and ICT Requests 
· Enters and records training certificates
· Assistance to the Training Administrator for all staff training documentation, as required

· Manages the hr email inbox
· Records, scans and files probationary reviews and appraisals and training completed
· Assists during peak periods with creating new employee personnel files (hard copy and electronic) and enters relevant information into Chris21
General Administration

· Administration support to CEO, managers and program staff as requested
· Word processing of letters, reports, minutes and other documents
· Preparation of spreadsheets
· General administration duties as directed by the People & Culture Coordinator or other staff
· Other general administrative duties
Agency and Program Development

· Participate in relevant team meetings.

· Participate in training activities as required.

· Report to the People, Culture & Resources Manager any risks that may potentially impact on the organisation.
Selection Criteria

1. Extensive experience including:

· Demonstrated experience in human resource administration
· Word processing letters, reports minutes
· Preparation of spreadsheets and entering client data

2. High level communication and people skills including:

· Experience at a busy reception desk
· Ability to present a positive image of the organisation to clients, other organisations and the public.

· Well-developed verbal and literacy skills
· Ability to contribute positively to the culture and values of the organisation
3. Extensive computer and information technology experience including:

· Experience in HRIM software 
· Experience using client databases is desired

· High level computer literacy in Outlook, Word and Excel
4. Personal attributes including:

· A professional and flexible manner
· Demonstrated attention to detail and accuracy
· Demonstrated ability to prioritise tasks
· Effective team player
· Drive and enthusiasm
· Excellent presentation
· Ability to work effectively in a challenging and changing environment
Terms and Conditions of Employment

Location

12-14 Thompson Road, North Geelong. 
Conditions 

As per the HSUA & Gateways Support Services Inc Disability Services Sector Certified Agreement 2005.
Classification and salary 

Equivalent to a Social and Community Services Employee Level 3 in the Social Community Home Care and Disability Industry Award
Hours

Full time, 38 per week 
Superannuation

9.5% of the cash salary
In order for Gateways to fulfil funding and duty of care obligations, the position includes ongoing requirements that must be met by the employee by designated dates. These requirements include mandatory training, updating a police checks and providing a copy of your driver’s licence. Failure to meet these requirements will result in disciplinary action. 
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