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Description






	Position Title
	Human Resources Coordinator

	Group/Portfolio
	Business Partnering 

	Classification
	HEW 6

	Position Number
	000064164

	Reports To
	 HR Business Partner

	Employment Type
	Fixed Term



1.0	Position Purpose
       The Human Resources Coordinator position works closely with the Senior HR Business Partners and HR Business Partners to provide responsive, high-quality and proactive HR coordination and advisory support to staff and leaders, contributing to the effective delivery of people management processes, workforce planning activities, position and establishment management, and annual HR programs. Working with a level of independence within established frameworks, the role applies sound judgement to interpret policies, procedures, Enterprise Agreement provisions and relevant legislative requirements, identify risks and compliance issues, and provide practical guidance and recommendations that support consistent, compliant and client-focused HR service delivery.
2.0	Eligibility Requirements

· The occupant will possess relevant tertiary qualifications and subsequent work experience.
3.0	Key Responsibilities

· [bookmark: On_the_recommendation_of_the_Vice_Chance]Provide timely, accurate and practical HR advice and guidance to staff and leaders on operational HR matters, applying sound judgement in the interpretation of University policies, procedures, Enterprise Agreement provisions and relevant legislative requirements, and escalating complex or higher-risk matters as appropriate.
· Review and monitor employment arrangements, including fixed-term contracts, to support compliance with legislative, policy and Enterprise Agreement requirements; identify emerging risks, assess incumbent arrangements and provide proactive guidance on extension, conversion, renewal or cessation considerations in consultation with HR Business Partners and relevant stakeholders.
· Maintain, analyse and report on position, establishment and workforce data to support workforce planning, position management, data integrity, workforce movement monitoring, vacancy tracking, fixed-term contract oversight and evidence-based decision making.
· Review recruitment and position-related requests to confirm relevant position, financial, approval and workforce information is complete, accurate and aligned with established requirements, identifying discrepancies or risks and liaising with managers, Finance, Talent Acquisition and HR stakeholders to resolve issues prior to progression.
· Coordinate and contribute to position classification and reclassification processes, including reviewing position documentation for completeness and consistency, guiding managers on process requirements, liaising with stakeholders, monitoring workflow progression and identifying issues requiring escalation or specialist advice.
· Coordinate and provide advisory, procedural and administrative support for annual HR and workforce processes, including Academic Promotions, Academic Studies Program applications, Engagement Survey action planning and other cyclical people-related programs.
· Provide coordination and procedural support for HR case work, including performance, conduct, injury management and workplace change matters, ensuring documentation is accurate and timely, actions and deadlines are monitored, risks are identified, and matters progress in accordance with agreed process requirements.
· Build effective working relationships with HR colleagues, client area contacts and key service areas, including Payroll, Workplace Relations, Health, Safety and Wellbeing, Finance and relevant central services, to support responsive, solutions-focused and customer-oriented HR service delivery.
· Contribute to the review, refinement and continuous improvement of HR coordination processes, templates, workflows, reporting practices and guidance materials to improve consistency, compliance and service effectiveness.
· May be required to take on other responsibilities, commensurate with the expectations of a role at this level, which contribute to the overall objectives of the work unit.
· Maintain compliance with relevant legislation and University policies and procedures, including equity and health and safety obligations, and demonstrate good practice in relation to same.
· Be a leading example of the principles and values embodied in the University’s Code of Conduct, and behave, act and communicate at all times to reflect fairness, ethics and professionalism.
4.0	Key Capabilities

Griffith University identifies the attributes of resilience, flexibility, creativity, digital literacy and entrepreneurship as critical to our graduates’ success, in the rapidly changing future world of work. We have established a Griffith University Capability Development Framework to provide a common language of some of the non-technical organisation skills that will support our staff to thrive now and into the future. The Capability Development Framework will assist you to understand the current skill level of this position in the non-technical but critical skill domains that are increasingly important in a changing workplace context. 

To read about some of the non-technical organisation skills for this position, please see the Leads Self section of our Capability Development Framework.
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