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Position Description 		SA Water
[bookmark: _Toc148940614][bookmark: _Toc216665672]Delivering trusted water services for a sustainable and healthy South Australia
	Position title 
	People Central Coordinator

	Business Group 
	People & Safety
	People leader


	Manager, People Central

	Business Unit 
	People Operations
	Direct report(s)
	N/A



Purpose
	To enhance employee and people leader experience through the provision of high-quality customer service and generalist advice, accurate and timely processing of transactional tasks, and effective operation of HR technology and systems.
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Key accountabilities
Success in this role will be evaluated on the following key accountabilities: 
	Key accountabilities
	Accountability details

	Providing high quality customer service
	Actively contribute to creating a culture of service excellence.
Respond to employee and people leader queries to resolve issues in a timely and professional manner.
Assess and anticipate the complexity of enquiries and approach each situation with tact that befits the circumstance. 
Manage stakeholder expectations by ensuring that customers are informed of expected turnaround times for requests.
Prepare accurate professional level employee correspondence, contractual paperwork, and other documents related to the employment lifecycle.
Monitor and maintain probity checks of an ongoing nature ensuring that they are conducted in a timely manner to maintain compliance. 
Provide navigational and limited superuser support with supported systems; escalating to Technology for troubleshooting as and when required. 
Ongoing maintenance of Position Description Central (PD Central). 

	Providing generalist advice and consultation for people-related matters
	Understand people-related policy/procedure and relevant industrial instruments with the aim of guiding stakeholders on how to interpret and apply them consistently in their day-to-day activities. 
Maintain accurate case notes and records to ensure a smooth experience for users.
Provide generalist advice in relation to people-related matters and escalate to People Adviser/ specialist teams as required with the aim of first time resolution. 
Consult and work collaboratively with Technology and/or the Integrated Systems and Insights team to develop custom reports.
Coach stakeholders across the business on how to navigate people systems and educate them on people-related processes that are required to fulfil their needs. 
Create, maintain, and retire (as appropriate) knowledge articles and material that maintains the business continuity requirements of the team. 

	Continuously improve processes and systems that drives efficiency and productivity
	Have a sound understanding of people systems and their configuration to leverage untapped functionality to better meet business and customer needs.
Build and maintain a comprehensive understanding of People Operations processes with the view of continuously optimising them in line with changing business demands. 
Continuously review forms, templates, and workflows to ensure they are appropriate and optimised for the business.
Contribute to various projects that aim to achieve process improvements through simplification and automation. 

	Building and maintaining sound working relationships and support networks
	Act in a manner that maintains the integrity of the business unit and broader business group by ensuring that a high standard of service is maintained.
Work collaboratively with other business units within the business group to ensure that the chosen service delivery model is operating in line with the business strategy and to share knowledge.
Leverage and share knowledge from other teams, business units, and groups, to enhance tacit knowledge within the team and mitigate siloed activity.
Be open to feedback and seek to better understand customer pain points with a view to feed these insights back into the review of people-related processes and workflows to ultimately enhance the employee experience.



Skills, knowledge, experience, behaviours, and attitudes
Key selection criteria: 
	Specialist skills/knowledge, qualifications, licences and/or tickets, and/or equivalent experience, attitudes and/or behaviours critical to the success of this role
	Essential/Desirable

	Tertiary Qualifications in Human Resources, Business, Psychology, Law or other related fields, or equivalent experience   
	Essential

	Critical thinking skills and a demonstrated ability to think innovatively and explore new ideas
	Essential

	Excellent written and verbal communication skills and ability to communicate with various stakeholders across the business
	Essential

	Excellent organisational and administrative skills with strong attention to detail
	Essential

	Strong problem solving and decision-making skills
	Essential

	Highly computer literate with capabilities in Microsoft Office suite of tools and HR related technology platforms
	Essential

	Ability to work autonomously to strict deadlines
	Essential

	Advanced knowledge of contemporary HR principles, practices, and legislation
	Essential



Key stakeholder relationships
Stakeholder relationships critical to the success of this role: 
People Operations
People Culture and Capability
Technology Support
Various stakeholders at all levels across the business

Special conditions
Flexible hours, across a rotating roster and some after hours as required.
To ensure your safety in performing the inherent requirements of the role, you will be required to undergo initial and subsequent medical clearances in addition to some immunisations as relevant to your position. 
Depending on the role you will be required to undergo initial and/or subsequent clearance checks to ensure your ongoing suitability for the role.  These may include a criminal police check, traffic check, Working with Children and/or Working with Vulnerable People checks.
Maintain the integrity of the Corporate Compliance Framework by adhering to all organisational and legal obligations. These include, but are not limited to, Legislation, Regulations, Codes of Practice, Licences, Policies, Processes, and Work Instructions – for example this includes the Work Health and Safety Act 2012 and its Regulations, the Code of Ethics for the South Australian Public Sector, our Fair Treatment, Anti-Discrimination and Harassment procedure and Ethical Standards procedures and the State Records Act 1997.

The Position Description outlines what the requirements of the role are.  The behaviours you demonstrate are equally as important, and form part of the inherent requirements of the role.
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We value We do work We keep Our work We are future
our people that matters it real has impact focused
| can bring my whole self to work. We are purposeful. We care We do the right thing. We We are proud to deliver for our We look ahead.
My opinions matter. We value for our environment. keep each other safe. customers and communities. We We embrace change.

each other. We act safely. Everyone contributes. We look out for each other. make every dollar count. We are resilient.
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