



UNIVERSITY OF SOUTH AUSTRALIA

HUMAN RESOURCES UNIT

POSITION DESCRIPTION

Position:
Consultant: HR Services
Level:
Linked classification HEO7/HEO8, Continuing full-time

Location:
Human Resources Unit
Reports to:
Senior Consultant, HR Services
Date:
2005
Information on Linked Classifications

This position has been identified as a role that has the potential to become more complex and undertake higher level duties and responsibilities. It has been designated a linked classification position. This means that the position covers two classification levels to meet the workforce requirements of the organisational area. It also provides the incumbent with the opportunity to develop into the higher level role. 
This is a hybrid position description which covers both levels of the position to identify the major duties to be undertaken at each classification level. The selection criterion outlines the essential requirements for candidates to perform successfully in this position at the lower classification level, with additional essential criteria for the higher classification level.

The Human Resources Unit

The Human Resources Unit provides strategic HR leadership to encourage best practice in the management of the staff of the University of South Australia. It supports a distributed human resources environment through leadership, policy development, senior operational services, consultancy and advice.

Position Environment

The position reports to the Senior Consultant: Human Resource Services and is a member of the HR Services Team and more broadly the Human Resources Unit (HRU).
The position provides an internal consultancy service to senior managers and HR professionals in the Divisions, central HRU staff, and other key stake holders. The position will work closely with members of the HRU to ensure delivery of services and advice that meet the objectives of the team and to ensure alignment with broader HR objectives.
Purpose of the Position

The Consultant Human Resource Services provides high quality advice and project management related to the strategic work of the HRU. This includes advice and support to senior managers and HR staff within the Divisions across a broad range of contemporary human resource services such as performance management, policy development and implementation, recruitment and selection, performance improvement, staff development and project management.
The position may also undertake internal consultancies in any of the HRU’s strategic activities.

The Consultant role is also required to provide leadership across the HRU.

HEO7 duties include:

1. Provide expertise and high quality advice on human resource initiatives and issues to the senior staff of the HRU and within the University in an internal consultancy environment.
2. Provide support and advice to clients operating in a distributed human resources environment.
3. Operate as an effective change agent within the University through planning, developing and supporting clients.
4. Assist in policy development research to support human resource initiatives.
5. Manage the progression of the University’s redeployees, facilitating the provision of career counselling advice, when necessary.
6. Implement policy and guidelines across the University as directed.
7. Project management including preparation of project outlines, costing, briefings and project plans.
8. Identify and implement initiatives that continually improve the delivery and efficiency of service to customers, including policy review.
9. Participate in committees and working groups, and undertake any follow up and research action after meetings.
10. Establish professional networks internally and externally.

HEO8 duties include:
1. Provide high level strategic advice on human resource initiatives and issues to senior staff of the HRU and within the University.

2. Utilise broad professional knowledge and experience together with understanding of the environmental context, to provide support and high level human resources advice to clients operating in the Divisions.

3. Liaise with and coach Division line supervisors and HR staff to facilitate effective and efficient case management.

4. Manage the Youth Employment Scheme in collaboration with senior managers who have overall responsibilities for objectives in their area.

5. Undertake coaching and mentoring activity with trainees and their supervisors operating across the University.

6. Provide leadership in the development, implementation, improvement and dissemination of Human Resource policies, procedures and processes within the University.  Liaise with devolved HR staff to ensure that adherence to University policy. 
7. Lead the coordination of performance management for staff in the Divisions, including implementation, coaching, training needs analysis and delivery of associated training and development activities through devolved HR staff.
8. Co-manage the implementation of the Indigenous Cadetship program, in collaboration with the Consultant HR Services, Indigenous and Employment Schemes.

9. Proactively identify and implement initiatives that continually improve the delivery and efficiency of service to customers, including policy review, human resource systems, process and standards for Divisions.
10. Balance the competing demands of a diverse client group through prioritisation, communication and expectation management.

HEO7 Essential Selection Criteria

1. Tertiary qualifications in human resource area or equivalent skills and knowledge. Equivalent skills and knowledge would equate to significant relevant work experience in core areas of human resource management.

2. Experience in understanding organisational culture and implementing change through human resource strategies.

3. An understanding of human resource principles and proven experience in their application to balance both individual and organisational objectives.

4. Research skills aligned to, and appropriate for, policy analysis, review, development and implementation.

5. Proven experience in the provision of internal consultancy services on a range of high-level sensitive management issues.

6. Demonstrated high-level written and oral communication skills.

7. Capacity to design, cost, implement and manage projects.

8. Demonstrated experience in managing a personal workload in a busy environment with conflicting demands.

9. Demonstrated commitment to customer service and continuous improvement.
10. Experience in the use of Microsoft desktop products such as Word, Excel, and Outlook.
HEO8 Additional Essential Selection Criteria

1. Tertiary qualifications in human resource management supported by significant relevant experience.  Equivalent skills and knowledge would equate to work experience as a senior human resource practitioner encompassing core areas of human resource management.

2. A detailed knowledge of, contemporary human resource strategies and substantial experience in the implementation.

3. Extensive experience in understanding organisational culture and implementing change through the development and/or implementation of human resource strategies.

4. Substantial experience in complex case management with a proven ability to deal with conflict situations in a rational and constructive manner.

5. Proven experience in the provision of internal consultancy services on a range of high-level sensitive management issues. This will include the demonstrated capacity to act with high levels of autonomy and authority under very broad direction and guidance.
6. Proven leadership and negotiation skills to influence internal clients in HR matters.
7. Highly developed coaching and mentoring skills to all levels of staff.

8. Sound knowledge and application of principles of equal opportunity and anti discrimination.
Desirable Selection Criteria:

1. Knowledge of the tertiary education sector in Australia and of the University of South Australia in particular.
University requirements for all staff

Comply with any direction or instruction aimed at protecting the occupational health, safety and welfare of University staff.

Cooperate and consult with management and colleagues in the promotion of occupational health, safety and welfare matters.

Use safe operating procedures to maintain healthy and safe working conditions and to avoid adverse effects on the health and safety of other staff.

Take responsibility for own safety as well as that of other staff, students and visitors to the University.

Comply with University equal opportunity, affirmative action and diversity initiatives and principles.

