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POSITION DESCRIPTION

Position: 3611 Workplace Relations and Business Partnering Coordinator

Work Area: People and Culture

Classification: Level 6

Supervisor: 6572 Associate Director, Workplace Relations and Business Partnering
OUR VISION

To create a better tomorrow.

OUR PURPOSE

To transform lives through learning and knowledge in every place we operate and with every community we
serve.

OUR VALUES
Integrity, community, sustainability.

For further information about UniSC, visit us online: usc.edu.au/about

OVERVIEW OF PEOPLE AND CULTURE

People and Culture is a strategic partner supporting the University by providing skilled advice and quality services
to attract, develop, motivate and retain a diverse workforce. We do this with an emphasis on engagement based
on consultation and communication with the university community and we provide leadership in creating an
inclusive, supportive and healthy work environment to enhance the quality of work life for all employees.

PRIMARY OBJECTIVES OF THE POSITION

1. Support the Workplace Relations and Business Partnering team through the coordination and administration
of workplace relations, employee relations and business partnering activities.

2. Provide a central point of contact for workplace relations and business partnering enquiries, ensuring timely
triage, coordination and stakeholder support.

3. Contribute to the effective delivery of workplace relations, organisational change, workforce management
and people initiatives through project coordination, reporting and administrative support.

4. Maintain workplace relations systems, records, reporting, governance processes and resources to support
compliant and consistent people management practices across the University.

NATURE AND SCOPE OF POSITION

Under the general direction of the Associate Director, Workplace Relations and Business Partnering, the
Workplace Relations and Business Partnering Coordinator supports the delivery of workplace relations and
people partnering services across the University.
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As a member of the Workplace Relations and Business Partnering team, the role contributes to the coordination
and administration of employee relations case management, organisational change activities, workforce
management initiatives, position classification processes, reporting, governance and stakeholder support
activities. The position works closely with Workplace Relations staff, People and Culture Business Partners and
leaders across the University to ensure the effective delivery of people services and the consistent application of
policies, procedures and industrial instruments.

The role contributes to the development and implementation of workplace relations initiatives, systems and
processes and provides a key coordination function supporting operational and strategic People and Culture
activities. In addition, the role also coordinates critical operational and governance processes for the Workplace
Relations and Business Partnering function, including committee reporting, financial administration, contract
management and procurement support.

KEY ACCOUNTABILTIES OF THE POSITION

1. Actas a key contact for workplace relations and business partnering enquiries, providing information,
responding to routine matters and triaging enquiries to the appropriate team member.

2. Coordinate the intake, tracking and administration of employee relations matters, including complaints,
grievances, conduct matters, organisational change processes and other workplace relations activities.

3. Provide administrative and coordination support for various activities such as workplace investigations, case
management requirements, meetings, exit interviews, legal matters and related workplace relations
processes, including preparing correspondence, reports, records and documentation.

4. Assist the Workplace Relations and Business Partnering team with the administration of Public Interest
Disclosure, Crime and Corruption Commission and other statutory assessment and reporting requirements.

5. Collaborate with Workplace Relations specialists, People and Culture Business Partners and broader People
and Culture teams to support integrated people services, stakeholder engagement activities, training,
communications and operational initiatives.

6. Maintain workplace relations systems, records, case management information, intranet content, templates,
procedures and other resources to support efficient and compliant service delivery.

7. Assist with the review, implementation and communication of workplace relations and People and Culture
policies, procedures, guidelines and associated resources to support effective and compliant people
practices.

8. Coordinate workforce reporting, position classification and organisational design activities through the
collection, analysis and maintenance of workforce information, benchmarking data and organisational
documentation.

9. Coordinate operational administration activities for the Workplace Relations and Business Partnering team,
including cyclical reporting, committee papers, governance documentation, invoice and purchase order
processing, contract administration, procurement activities and liaison with relevant University business
units.

10. Review, assess and process conflict of interest declarations and support other governance-related activities
using designated University systems, policies and procedures.
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12.
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Ensure the accurate maintenance, integrity and confidentiality of workforce, employee relations and
governance information in university systems, records and reporting processes.

Contribute to a positive and safe work environment for you and others, by modelling and promoting conduct
that is culturally capable, inclusive, respectful, and ethical.

KNOWLEDGE SKILLS AND EXPERIENCE NECESSARY

Applicants need to demonstrate they meet the following Selection Criteria:

1.

10.

11.

A relevant degree qualification in Human Resources or a related discipline, together with subsequent
relevant experience; or an equivalent combination of education, training and relevant experience.

Experience providing high-quality coordination, administrative and operational support within a human
resources, workplace relations, employee relations or similar professional services environment.

Demonstrated knowledge of, or ability to develop knowledge of, Australian employment legislation,
industrial instruments, workplace relations principles and contemporary people management practices.

Proven ability to coordinate multiple activities and competing priorities, maintaining a high level of accuracy,
attention to detail and responsiveness in a complex organisational environment.

Experience maintaining records, systems and databases, with demonstrated ability to ensure data integrity,
confidentiality and compliance with organisational requirements.

Demonstrated ability to gather, analyse and present workforce, operational or business data to support
reporting, decision-making and continuous improvement activities.

Well-developed written communication skills, including the ability to prepare professional correspondence,
reports, briefing materials, procedures and other business documentation.

Strong interpersonal, customer service and stakeholder engagement skills, with the ability to establish
productive working relationships across a diverse range of internal and external stakeholders.

Demonstrated initiative, sound judgement and problem-solving skills, including the ability to identify issues,
assess priorities and contribute to practical solutions within established frameworks and procedures.

High-level proficiency in contemporary business systems and software applications, including the Microsoft
Office suite, database or case management systems, and the ability to learn and adapt to new technologies.

Demonstrated commitment to fostering an inclusive, respectful and culturally capable workplace, and
contributing positively to team and organisational objectives.

Additionally, in accordance with UniSC’s Staff Code of Conduct — Governing Policy, all staff are expected to display
professional behaviour, communicate respectfully, and perform their duties responsibly.

A position description is not intended to limit the scope of a position but to highlight the key aspects of the position.
The requirements of the position may be altered in order to meet the changing operational needs of UniSC.

UniSC is committed to creating a work and study environment that values diversity, facilitates equitable access
and full participation.

Reviewed by: People and Culture University of the Sunshine Coast | CRICOS: 01595D
Title: Workplace Relations and Business Partnering Coordinator Page: 3 of 3




