PEOPLE AND TRAINING OFFICER

V1 - 02/04/2026

Aquatic and Leisure City of

KINGSTON

Head of Business Services

Health and Safety Support Officer

PACE Health Management

Days Per week: Part time (0.8 FTE). Monday — Friday

Hours/Day: Flexible 8:30am — 5:30pm. A typical shift is 7.36 hour days worked within
these hours

*Additional hours outside these times may be required as per facility requirements
(mornings, nights and weekends)

Breaks: 30 minute lunch. 2x10 minute breaks (1x morning, 1x afternoon)

Cheltenham Office — Kingston City Council

Organisation specified - Functional Task Analysis
objectives of this analysis - Pre-Employment Functional Screening Assessment Creation
Task Modifications Available | - Assistance from colleagues
- Physical - Trolleys (load reduction)
- Lighter duties

- Reduced work rate
- Increased breaks

Task Modifications Available | - Ability to work independently
-Cognitive - Ability to work in teams
- Remote support
Task Modifications Available | - Ability to rotate work within teams
-Environmental - Ability to change tasks depending on environment

Most prevalent workplace
injuries:

Repetitive strain injuries
Musculoskeletal injures
Refer to Occupational Health and Safety Report

Most prevalent workplace
injury incidents/tasks:

Prolonged sitting
Prolonged computer based work

- Slips, trips, falls
- Refer to Occupational Health and Safety Report

Description and primary The People and Training Officer role is an administrative role that supports the aquatic and leisure facility
purpose of role: Coordinators with the planning, scheduling and delivery of internal training programs for staff. Supported by the
Corporate Services Coordinator, the role will engage with internal business units and Council’'s People and Culture
Department, to ensure the aquatic and leisure team is aware of all recruitment, training and development
opportunities, and updates to organisational policies and procedures.

The role will also support recruitment activities and maintaining training schedules and qualification registers,
providing feedback to Coordinators that will help to guide an efficient and well-developed training and development
programs, that foster an environment of continuous learning.
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ENVIRONMENTAL FACTORS | Description

Temperature - Indoor: Temperature controlled office environment (onsite and offsite)
- Vehicle: Temperature controlled personal or work vehicle

- Hot or heated environment: Pool deck ~28-40 degrees Celsius

- Combination indoors, vehicle, and pool deck: split 90%, 5%, 5%

Noise - Nil
Vibration - Nil
Personal Protective Equipment o Nil
Machinery/Tools - Laptop
- Laptop bag
- Headphones/headset
Uneven Terrain - Pool deck

- Building stairs
- Curbs and footpaths

Wet/slippery - Pool deck
- Spills in the kitchen/bathrooms/changerooms
- Curbs and footpaths

PACE ratings: - - - -

Slow Pace Medium Fast Pace Self-Paced Externally Paced

Manual Handling Physical Demand Rating Classification Guide:

Physical

. Tick Weight/Force Exerted to Push or Pull Items Weight Lifted or Carried
Demand Rating

v

Exerting less than 4.5 kg of force occasionally, negligible force to push objects >4.5 kg occasionally,

Sedentary needed to push or pull objects. 1-3 kilograms frequently to lift or carry objects.

Exerting up to 9 kilograms occasionally and 4.5 kilograms frequently or negligible | Exerting 4.5-9 kg occasionally,
amounts of force constantly to push or pull objects. 3-4.5kilograms frequently to lift or carry objects.

Exerting up to 9-23 kilograms occasionally and or 4.5-11 kilograms frequently or >9-15 kg occasionally,
4.5kg force constantly to push or pull objects. 4.5 -11kg frequently to lift or carry objects.

Exerting up to 23-45 kilograms occasionally and or 11-23 kilograms frequently or | >15-20 kg occasionally,
4.5kg force constantly to push or pull objects. 11-16kg frequently to lift or carry objects.

Exerting up to >45 kilograms occasionally and or >23 kilograms frequently or 9kg | 20kg+ occasionally,

Sy Ll force constantly to push or pull objects. 16+ kg frequently to lift or carry objects

Cardiovascular Physical Demand Rating Classification Guide:

Physical

Demand Rating Cardiovascular Demand

A role predominantly involving sitting with occasional standing and walking.

Low level force and slow movements required occasionally.

Sedentary Heart Rate <40% maximal Heart Rate or 4/10 effort

Arole involving frequent standing or walking with occasional bouts of sitting. Physical tasks in this role are light in nature, completed at
a slow pace and could be sustained throughout the working day without noticeable increase in breathing rate or levels of exertion.
Heart Rate 40-55% maximal Heart Rate or 4-5.5/10 effort

Arole involving frequent to constant walking and standing with occasional bouts of sitting. Some physical tasks in the role are light to
. moderate in nature, completed at a moderate pace and could not be sustained for periods of greater than 20 minutes at a time, the
Medium participant will have a noticeable increase in breathing and exertion rate but is still able to say a sentence before requiring to take a
breath. Heart Rate 55-70% maximal Heart Rate or 5.5-7/10 effort

Arole involving frequent to constant walking and standing with rare bouts of sitting. Most physical tasks in the role are moderate to
heavy in nature, completed at a moderate to fast pace and could not be sustained for periods of greater than 10 minutes at a time,
Heavy the participant will have a noticeable increase in breathing and exertion rate and will require to take a breath every few words. Heart
Rate 70-90% maximal Heart Rate or 7-9/10 effort

Arole involving frequent to constant walking and standing with rare bouts of sitting. Most physical tasks in the role are heavy in
nature, completed at a fast pace and could not be sustained for periods of greater than 5 minutes at a time, the participant will have
a noticeable increase in breathing and exertion rate and will be puffing and panting. The heavy work may be interspersed with short
periods of rest.

Heart Rate >70% maximal Heart Rate or 9+/10 effort

Very Heavy
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Health Monitoring Considerations

CRITERIA Yes/No
Exposure to hazardous noise No
Exposure to manual handling as part of normal activities Yes
Exposure to hazardous chemicals No
Exposure to hazardous manual handling No
Exposure to biological waste No

HAZARDOUS MANUAL HANDLING

Manual handling tasks are assessed in accordance with the WorkSafe Victoria Compliance code: Hazardous manual
handling. Use this checklist to identify if a manual handling task is considered as hazardous. If any boxes are selected,
the task involves hazardous manual handling.
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Work/Task r g a h 2 oS T S55 08 L 8 2 | Ifyes, provide details
Computer based work No
Stationary delivery No
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PHYSICAL DEMAND MATRIX
SUSTAINED POSTURES AND MOBILITY REQUIREMENTS

: Rarely O: Occasionally 1-33% or <2.5hrs/shift F: Frequently 33-66% or >2.5-5 hrs/shift C: Constant 67-100% or

>5-8 hours of shift OH: Occasional High Frequency (Posture/Movement repeated/held for 3 + minutes at a time)
Posture required R|o|F|c| oH Typical Maximal | ¢ ;00| Holding Time
Holding Time
Standing
X 40 minutes 1 - 20 minutes
Sitting
X 120 minutes 30 - 60 minutes
Computer based work
X 120 minutes 30 - 60 minutes
Writing/Typing
X 40 minutes 1 - 20 minutes
Walking
X 20 minutes 1 - 5 minutes
Unilateral Kneel (one knee)
X 5 minutes 30 seconds - 1 minute
Bilateral Kneel (two knees)
X 5 minutes 30 seconds - 1 minute
Reaching Overhead
X 1 minute 30 seconds
Reaching forward
X 1 minute 30 seconds
Reaching Shoulder height
X 1 minute 30 seconds
Climbing Stairs
X 5 minutes 1 - 2 minutes
Crouching
X 2 minutes 30 seconds - 1 minute
Stooping or bending
X 2 minutes 30 seconds - 1 minute
Squatting
X 5 minutes 1 - 2 minutes
Driving
X 45 minutes 20 minutes
Twisting
X 5 minutes 1 - 2 minutes
Turning
X 5 minutes 1 - 2 minutes
Looking up/Down
X 2 minutes 30 seconds - 1 minute
Balancing/Uneven ground
X 20 minutes 1 - 5 minutes
Scanning
X 5 minutes 1 - 3 minutes
Push/Pull
X 5 minutes 1 - 3 minutes
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MANUAL HANDLING DEMANDS

: R: Rarely
>5-8 hours of shift

: Occasionally 1-33% or <2.5hrs/shift

: Frequently 33-66% or >2.5-5 hrs/shift

: Constant 67-100% or

: Occasional High Frequency (Posture/Movement repeated/held for 3 + minutes at a time)

Force Exerted

Description

Sedentary

Exerting less than 4.5 kg of force occasionally, negligible force to push objects needed to push or pull objects.

Exerting up to 9 kilograms occasionally and 4.5 kilograms frequently or negligible amounts of force constantly to
push or pull objects.

Exerting up to 9-23 kilograms occasionally and or 4.5-11 kilograms frequently or 4.5kg force constantly to push or

Medium pull objects.
Exerting up to 23-45 kilograms occasionally and or 11-23 kilograms frequently or 4.5kg force constantly to push or
Heavy pull objects.
_ Exerting up to >45 kilograms occasionally and or >23 kilograms frequently or 9kg force constantly to push or pull
objects.
Typical
DI Maximal Typical
Physical Demands Metrics (Tasks) |R|O|F|cC | OH Io(an:iertr:'s\sl)ed SRy WTEEE | wipe] |l
Yy Load | Load (kg) | Reps/Hr | Sustained
or number .
of (kg) for (min)
stairs/rungs
Laptop bag
; L Stationary items
Lift floor to waist: Small office X <50m 5kg 1-3kg 1-10 <5
deliveries
Laptop bag
Lift below the knee Stationary items
to waist: Small office 2 <50m Skg 1-3kg 1-10 .
deliveries
. . Stationary
Lift waist to . :
T |terlns/a.1dm|n X <10m 5kg 1-3kg 1-10 <5
deliveries
] - Stationary
Lift waist to . :
I —— |terlns/a.1dm|n X <10m 2kg 1-2kg 1-10 <5
deliveries
Carry bilateral Laptop
(two arms): Delivery boxes X <50m Skg 1-3kg 1-10 <5
Unilateral Carry - Laptop
(one arm): X <50m 5kg 1-3kg 1-10 <5
Furniture (room
Push load: arrangement) X <10m Light Light 1-10 <5
Trollies
- Furniture (room
Pull load: arrangement) X <10m Light Light 1-10 <5
- Trollies
- Steering wheel
- Computer mouse
Grasping - Stationary X - Light | Sedentary - -
- Laptop
- Phone
Pinchin © Stationary X : Light | Sedenta . :
9 - Writing 9 ry
e £ - Typing
Fine finger/ Hand - .
Coordination - Writing X - Light Sedentary - -
- Computer mouse
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PSYCHOSOCIAL MATRIX

>5-8.hours of shift

: Rarely O: Occasionally 1-33% or <2.5hrs/shift F: Frequently 33-66% or >2.5-5 hrs/shift C: Constant 67-100% or
: Occasional High Frequency (Posture/Movement repeated/held for 3 + minutes at a time)
Frequency
Experienced
Attribute Explanation during General examples
typical
day
Making good anq timely decisions that keep the Problem solving using procedures and
department moving forward guidelines
Makes sound decisions, even in the absence of Ability to n%anage o i and e
Decision cRc;TpIete information , , organise work while responding to
: ies on a mixture of analysis, experience, and service demands.
makln_g/ judgement when making decisions CotsE il Assessing information and analysing
reasoning Considers relevant factors and uses appropriate data to inform decisions.
decision-making criteria and principles Understanding and considering the
Recognises when a reasonable solution will Signiﬁcance and impact of decisions on
suffice in a timely matter individuals and the organisation
Following industry guidelines, codes and
legislation.
Following Council Policies and
procedures.
Complying with risk management policy
and procedures.
Rul('e - Follows policies and procedures in place to ensure Gonstanty Maintaining an awareness of changes to
following business operations are consistent internal and external policies, systems
and processes that may impact aquatic
and leisure facility staff and operations.
Supporting recruitment and training in
alignment with Council policies,
procedures and relevant legislation.
Reading and understanding written
information in English.
Written and oral communication skills
- . . . and ability to communicate effectively
Literacy - An ability to understand wrltt.enllnformapon, to with a wide range of stakeholders.
- evaluate arguments about this information and Constantly L . .
skills 5 . Maintaining good administrative systems
ormulate necessary written or verbal response.
and processes to support successful
communication and training programs.
Reading, interpreting and creating
reports for leadership and managers.
Collecting data and information to inform
decision making and ensure compliance.
Numeracy - The ability to understand numerical information as Frequent] Processing accurate purchase orders
skills well as the ability to make logical conclusions a Y and invoices.
Maintaining accurate records of training
and qualifications.
Good computing skills including

Anticipating and adopting innovations in Microsoft Office 365, and industry

department / building digital and technology specific software.

Technical applications Readily Iegrning and adopting new
literacy Anticipates the impact of emerging technologies Constantly technologies, software, systems and
and makes adjustments operating procedures.

Readily learns and adopts new technologies Accessing and referencing knowledge
data base, compliance codes and
national training providers.

Responding responsibly and effectively

Works productively in a high-pressure environment to difficult queries.

Coping with Responds reasonably to difficult situations Adapting to changing priorities, varying
pressure and Balances the demands of work life and personal Frequently levels of workload, and time sensitive
setbacks life projects.

Handles criticism well and learns from it Handling conflict from internal and
external stakeholders.
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Making sense of complex, varied quantity, and
sometimes contradictory information to effectively
solve problems

Asks questions to accurately analyse situations

Demonstrating problem-solving skills,
and identifying when to escalate issues
as required.

Manages Acquires data from multiple and diverse sources Frequently Ensuring good work processes are
complexity when solving problems implemented and maintained.
Uncovers root causes to pr0b|ems Ablllty to revigw and assess systems and
Evaluates pros and cons, risks, and benefits of processes to identify areas for
different solution continuous improvement.
Opfrgtmg ?rl:fectlvelfy, eveg yvhent trlungs B lel Asking questions to find a suitable
G, (CIFUALS WEh/ MINIETGR] 5 IS (LT outcome for all stakeholders.
Deals comfortably with the uncertainty of change Problem solving using guidelines
Manages Effectively handles risk ) professional knowledge or experi,ence.
Ambiquit Can decide and act.wnhout the total plcture . Frequently Problems are occasionally complex or
guity If] calm and productive, even when things are up in technical, with new situations requiring
the air creativity
Deals COI']StI’UCtiVe|y with problems that do not Recognising, accepting and adapting to
have clear solutions or outcomes ever changing needs and services.
Ability to manage own time and to
Comfortable working in isolation for prolonged orgar):ise eI \?vhile responding to
Ability to periods of time without the company of others: service demands.
work in Ps"fiStls in ac;con:gliszing objectives despite Frequently Ability to work towards set objectives and
isolation obstacies andiSeibacks targets.
Self-led to achieve results Ability to adapt to changing office space
environments.
Providing support and guidance to staff.
Emotional Stay composed and forward-thinking when faced . ’ ?emj'”!?hg c;]alﬂw and Iev$I htgzaded when
ot il dElleneine cRvEfems requently aced with challenging situations.
stability ging Engaging with unpredictable, individuals,
groups or information.
Managing workload based on
interruptions and priority changes.
. Has the ablllty to maintain a broad, reCeptiVe Ensuring accurate record keeping and
Concentration attention to a variety of demands. CotsE il attention to detail.
Analysing data and information correctly
with attention to detail.
The ability to accept obstacles, discouragement, Working through unforeseen obstacles,
distraction, or stressful situations discouragement, distraction or stressful
q i i i ituations.

Persistence Stay committed when faced with adversity Constant| Situa )
Persevere in pursuit of short and/or long-term y Seeing a task through to a conclusion.
goals Engaging with unpredictable individuals,

groups or information.
A(r:]tlve:y Ii?rmng througlh exp«;rlme.ntattljor:hand Learning from past experiences, failures,
;vu;lsasi;slggdnfe;i\iuﬁ?s EIEYALSIOIRO and mistakes, and adopting new
. ° L strategies.
Nlml?le Learns when facing new situations Frequently Identifying problems, suggesting
learning Experiments to find new solutions solutions and making improvements.
Takes on the challenge of unfamiliar tasks Ability to think laterally to find new
Extracts lessons learnt from failures ad mistakes solutions.
Appropriately follows instructions from others g\fs Z:tgntgh ;: ;TJT)ggll'lticttrl]%ndae'jlilLeppn?;tﬁgof
Ability to without unnecessarily challenging authority T

follow and Ezléogstop;%iz%ﬁzs SLClRRlicsS Seeking clarity on and interpreting

: compl(_ate Arri\f)es unctually for work and meetings Constantly UnelEET IS s,

instructions c ¥ p ith | Y | obliqati P ?t Ensuring legislative, industry and safety

given omplies th ;atg:]a o | igations and safety obligations are met.
SIS @ UiS (Rl Following reasonable direction set by
leadership and the organisation.
The ability to document key pieces of information - )
that are frequently relied upon to perform Writing for external and internal
workplace tasks communication.

Short term The ability to transfer information from one source Transferring information from one source

focus and/or to another and apply it Constantly to another and applying it.

attention to
detail

The ability to focus on a priority task with
distractions present

Able to quickly decipher the importance of number
of tasks and prioritise accordingly

Ensuring accurate record keeping and
attention to detail.

Analysing data and information correctly
with attention to detail.
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Frequency
Experienced

Attribute Explanation during General examples
typical
day
Being able to prioritise appropriately
without immediate guidance.
The ability to follow your own approach and while Ability to manage own time and to
Autonomy making informed, uncoerced decisions and remain Frequently organise work while responding to
motivated when working autonomously service demands.
Managing own workload and activities to
achieve goals and objectives.
Interacting effectively with colleagues
face-to-face, and via mobile and

Building partnerships and working collaboratively Microsoft Teams as required.

with others to meet shared ObjeCtiVeS Maintaining Strong cross Council

Works cooperatively with others across the department relationships and support

Ability to organisation to achieve shared objectives aquatic and leisure team.

work with Represents own views while being respectful to Skilled in the administration of people
others Constantly s

colleagues/ . and training related systems and
team Partners with others to get work done processes.

Credits others for their contributions and Ability to provide support and guidance

accomplishments to staff and team members.

Gains the trust and support of others Communicating people and training
related information to internal business
units.

Anticipating and balancing the needs of multiple . . L

customers/stakeholders/clients Respectfully mteracﬁmg with |qd|V|duaIs

Understands internal and external from all demographics (e.g.: different

customers/stakeholders/client requirements, Iang d?;éﬁglltjireasr;c?tlglil;gfsN,act:iﬁrl;sDén g

ili expectations, and needs ’ . .

Ability _to Xpectat ; - LGBTQIA+, people with accessible

work with Considers the interests of multiple Frequently needs and older adults)

consumers customers/stakeholders/cl|‘ents Ability to communicate effectively with

Considers cultural and ethical factors relevant to .

the situation internal and external stakeholders.

. L Ability to provide support and guidance

Acts reasonably despite cqnfhctmg demands of to staff, and members of the public.

customers/stakeholders/clients

Understanding the effective and efficient Maintaining an awareness of industry

processes to get things done, with a focus on trends, guidelines, codes and legislation.

continuous improvement Managing work activities to meet KPI's
Productivity Identifies and follows the processes necessary to and service standards.

Demands get work done Constantly Ensuring staff are appropriately qualified
Organises and prioritises activities into efficient and producing reports accordingly.
workflow Allowing for adequate time for internal
Seeks ways to improve processes processes.

Rebounding from setbacks and adversity when Providing support and guidance to staff.

Resilience/ facing difficult situations Actively seek advice, support and
Ability to Manages pressure F " guidance from managers to assist with
manage Handles and manages issues effectively TEEUE) ek £ mEeeleEl
stress Remain productive despite adversity Identifying and utilising support

Learns from workplace challenges mechanisms to manage self.

Handling. conflict s!tuations effectively Demonstrating problem-solving skills,

Ability to Works with all parties to reach an agreement and escalating issues to leadership as

manage settles disputes equitably Frequently required.
conflict Integrates diverse views and finds common Managing and actioning concerns and
ground and/or acceptable alternatives complaints that arise.

Adapting approach a.nd demganoyr in real time to Readily adjusting personal behaviour to

match demands of different situations audiences, situations and stakeholders.

Readily adapts personal and interpersonal Understanding when to escalate

Situational behaviours F " situations when a reasonable solution
adaptability Understands that different situations may call for TEEUE) cannot be met.

different approaches
Can act differently depending on the
circumstances

Ability to embrace, additional and
changing tasks and expectations at short
notice.
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