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	POSITION DESCRIPTION


	Position Title
	Manager, People & Culture 


	Position Details

	Reporting to
	CEO

	Liaises with internally
	All Cram Staff

	Liaises with externally
	General Public
Other Agencies

Suppliers

Legislative and Governing bodies

Unions

	Purpose of the Position
	The Manager, People & Culture works as part of the Senior Leadership Team as a thought leader and key influencer.  The role will develop, consult, advise and lead compliant and culturally aligned people practices across Cram, spanning all facets of HR and oversight of the payroll and workforce planning functions.


	Why Cram?
	Cram has a rich local history spanning 88 years of providing services to people living with complex disabilities and health support needs. This role represents a rare opportunity to lead, influence, shape and drive cultural change at an Executive level through a strong operational set of HR capabilities. Without question, your actions, leadership and visibly will make a difference every day.
The role will enjoy access to:

· A focus on outcomes; hours and location carry flexibility

· Autonomy, ambition and challenge

· Competitive remuneration and salary packaging (PBI)

· Meaningful work

· Access to onsite parking

· Spectacular views of Lake Illawarra

· Employee Assistance Program (EAP)

· Fee annual flu vaccination

· A great bunch of people

Opportunity:

Shape the Workforce & People Function ‘Fit for the Future’;

License to transform;

Innovative organisation with contemporary leadership;
Work closely with CEO and collaborative leadership team;
Shape quality service innovation in purpose driven sector;

Strong career prospects: In Australia healthcare and social assistance are the largest single industry, accounting for over 12% of the total workforce; with numbers likely to increase. 
The disability sector receives the second largest federal government spend after Medicare.



	Selection Criteria

	Essential Criteria
	· Relevant tertiary qualification (or equivalent) and experience in the management of human resources and organisational change;
· People orientated, and results driven;
· Competence to build and effectively manage interpersonal relationships at all levels of the organisation;
· Proven capacity to operate both strategically and operationally in development and execution across a range of human resources, organisational and cultural change programs;
· Demonstrated commitment to teamwork and the construction of a supportive, collaborative work environment with the ability to lead, supervise, mentor and develop employees;
· Excellent collaboration and interpersonal skills with the ability to work in partnership with senior leaders, managers and staff to implement organisational improvements;
· Demonstrated ability to critically analyse issues and develop and implement effective strategies and solutions that support Crams goals and values;
· Excellent communication and presentation skills including the ability to prepare high quality written reports, policies, action plans correspondence and other documentation as required.
· Strong working knowledge of industrial relations legislation and practice, with a constructive track record with union dealings.

	Desirable Criteria
	·  Knowledge of Human Resources systems and databases
·  Knowledge and experience in MYOB

	Behaviours Required
	Teamwork

Client focus

Solution Driven
Innovative

Honesty and Integrity


Task and Responsibilities
For the Workplace

· As a member of the Senior Leadership Team, contribute to driving a person-centred culture through the identification, delivery, advocacy and role modelling of change initiatives

· Adhere and model human resources policies including the Code of Conduct and equity, bullying and harassment policies;

· Adhere and model workplace health and safety policies and proactively contribute in maintaining a safe and clean work environment;

· Model the behaviours expected of all team members, in line with the Vision and Values of the organisation;

· Implement WHS initiatives within the workplace;

· Display a positive attitude and be an active member of the team;

· Lead the development and review of People policies and procedures ensuring compliance and good practices are embedded
· Attend and participate in all staff meetings and educational sessions as requested;
· Treat others with respect;

· Proactive focus on person centred services and quality client outcomes is reflected in cultural working practices and HR initiatives

For the Job

Selection and Onboarding:

· Manage the recruitment and selection process ensuring job advertisements are well written and placed to attract talent
· Role clarity and performance expectations are achieved through current job descriptions and performance review processes

· Ensure compliance of the recruitment, offer, probation and exit processes with oversight of checklists and interview data
· Drive consistency of the employee onboarding experience, reinforcing employment expectations, organisation values and Cram being a great place to work.

· Make data informed recommendations and decisions
Development and Learning:
· Assess training needs to identify, recommend, coordinate, deliver and monitor the effectiveness of training programs;

· Coordinate and drive the delivery of strategic learning initiatives across the business

· Find ways to measure, and monitor the effectiveness of learning initiatives 

· Identify and take action toward remedial learning opportunities in response to issues

· Recommend appropriate and cost effective delivery options for training

Reporting and Governance
· Deliver key projects for the CEO or board;
· Ensure HR Board reporting (KPI) is submitted on time allowing quality checking to take place

· As a member of the Remuneration Committee, ensure stakeholders are well informed

· Identify risks and mitigations, and manage issues in a structured manner

· Ensure key stakeholders are well informed of any risks or issues including actions or recommendations

· Ensure Records Management of employee files is compliant and maintained.
· Manage and coordinate the Workers Compensation Claims process including return to work plans and liaison with third parties

· Ensure the payroll and superannuation process is effectively executed
· Manage Parental Leave process including communications with the employee, Centrelink or other agencies and coordinating re-induction into the workplace programs;

· Take action on all complaints or grievances in a timely manner
· Ensure outcomes of any investigations or grievances including improvements are acted upon 

Business Partnership:

· Work with and through the Leadership Team to educate, influence, lead and drive change
· Regularly (ie. weekly) attend Cram locations to connect with staff, support Leaders, influence and identify practical application of people practices and processes
· Support and coach Team Leaders/Managers in employee performance management processes;

· Enable leaders to have effective conversations with staff by assessing and developing individual leader capability

· Act as a custodian of Cram culture, influencing, educating and role modelling the desired behaviours
· Implement human resources initiatives aligned with the business strategy;

· Support current and future business needs through the development, engagement, motivation and retention of talent
Key Performance Indicators

· Compliance with all employment related legislation

· Pay is correct and on time

· Leadership capability is developed – leaders feel confident in their knowledge and ability to have improved performance conversations with staff

· Grievance / complaints handling is consistent and timely

· Staff report favourably on HR and Leadership support onsite

· Underperformance is addressed in a timely manner

· Ensure all registers, data bases and documents are kept current;
· Comply with deadlines;
· Achieving Strategic Performance Objectives;
· Maintaining workplace processes and documentation compliant to legislation and regulations and standards; and
· Effectively lead and monitor employee relations and management systems.
· Union relationships are managed constructively.
· Remuneration Committee (sub group of Board members) are engaged in a regular and well-informed manner (no surprises).
I hereby understand the requirements of the position and will fulfil the obligations required of the tasks, responsibilities and needs of The Cram Foundation.
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