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Position Description 
 

Position number 30109 
APS Level APS Level 6 
Branch & Section Corporate Services Branch, People & Culture Section 
Position title Senior HR Advisor, Wellbeing and Employee Relations 
Job Role Human Resource Managers/Advisers (210402) 
Location Parkes, ACT 
Status Ongoing; Full-time 
Security designation Baseline 
Salary range $99,734 to $111,701 pa plus 15.4% superannuation 

Contact Officer Emma Develin, Assistant Director,  
Emma.Develin@naa.gov.au 

About the role 
The Corporate Services Branch oversees the efficient, effective and ethical management of the 
National Archives’ resources. This is done in accordance with the Commonwealth’s financial, 
procurement, employment, security and property legislative and policy frameworks. The Branch 
supports the workforce, facilities and culture it requires to deliver its strategic priorities and remain 
sustainable. 

The People & Culture Section is responsible for developing and implementing policies and 
strategies to ensure the National Archives' workforce and workplace has the tools and capabilities to 
achieve our key roles and responsibilities. The section administers employment arrangements under 
the National Archives Enterprise Agreement and key services including payroll, recruitment and 
performance management. The section also oversees work health and safety arrangements, 
workforce planning and the delivery of professional development opportunities and frameworks. 

 
The Senior HR Advisor, Wellbeing and Employee Relations, supports the Assistant Director 
Wellbeing and Employee Relations to deliver a high level of service to National Archives. The role is 
responsible for the management of the National Archives’ Performance Management program and 
wellbeing and employee relations matters. 

 
Under limited direction the main duties of the role are to: 

• Support the management of wellbeing and employee relation cases including rehabilitation, 
performance management, dispute resolution, review of actions and grievance and code of 
conduct investigations. 

• Provide advice and support to managers and employees on the National Archives 
Performance Management Policy. 

• Coordinate and manage the implementation of the Performance Management program, 
providing ongoing support and guidance to manager and employees regarding the 
performance management cycle and completion of Individual Work Plans (IWP). 

mailto:Emma.Develin@naa.gov.au


The National Archives has a skilled and diverse workforce. We value our people, performance, integrity and service, 
and we encourage applications from Aboriginal and Torres Strait Islander people, people with a disability and people 
from every cultural and linguistic background. For more information see Inclusion and diversity | naa.gov.au 
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• Provide reports to Senior Management of IWPs for their branches. 
 

• Deliver regular corporate information sessions on the performance cycle. 
 

• Manage the implementation of the SES Performance Leadership Framework. 
 

• Assist in the development and implementation of HR initiatives, policy and process 
improvements. 

• Assist with drafting and developing executive briefs, committee papers and Questions on 
Notice. 

• Provide secretariat support to the National Archives Workplace Relations Committee. 
 

• Develop and maintain effective, professional relationships with relevant internal and external 
stakeholders. 

• Identify and deliver developments and innovations to enhance service delivery and the 
customer experience. 

• Take responsibility of a self-managed workload by meeting deadlines, making decisions 
within parameters and escalating complex issues as necessary. 

• Apply the principles of APS Values, Code of Conduct, workplace diversity, work health and 
safety and participative management within a work and team environment. 

• Promote and apply the National Archives’ Vision, Mission and Commitments as expressed in 
Strategy 2030 and Our Values. 

 
Who we are 
National Archives provides leadership in the best practice management of the official record of the 
Commonwealth and ensures that Australian Government information of enduring significance is 
secured, preserved and available to government agencies, researchers and the community. 

Our vision: National Archives is committed to being a world-leading archive and strives to strengthen 
Australia's cultural identity and democracy by connecting people with the evidence of Australian 
Government activities and decisions. 

We operate in a complex, challenging and changing environment requiring professional and robust 
risk management. We support a positive risk culture where risks are discussed regularly and either 
accepted or actively managed to prevent or reduce their impact. 

National Archives endeavour to meet the future needs of government and expectations of the 
Australian public in our rapidly changing digital environment. Underpinning the transformative 
strategies to enable, secure, connect and innovate is a drive for comprehensive digital capability and 
service delivery. Through Our Values, the National Archives is committed to: 

• Innovation 
• Collaboration 
• Inclusion 

 
National Archives is also committed to developing the capability and expertise of our staff, we offer a 
Studies Assistance Program that supports staff to achieve individual goals as well as increasing their 
capacity to help achieve the National Archives’ strategic objectives. Our Health and Wellbeing 

https://www.naa.gov.au/about-us/employment/inclusion-and-diversity
https://www.naa.gov.au/about-us/who-we-are/accountability-and-reporting/strategy-2030-transformed-and-trusted-national-archives
https://www.naa.gov.au/sites/default/files/2023-07/Our-Values-Poster.pdf


The National Archives has a skilled and diverse workforce. We value our people, performance, integrity and service, 
and we encourage applications from Aboriginal and Torres Strait Islander people, people with a disability and people 
from every cultural and linguistic background. For more information see Inclusion and diversity | naa.gov.au 
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Program encourages and supports a healthier workplace and healthy lifestyle choices for all 
employees. 

 
Are you eligible? 
To be eligible for the role you must be an Australian citizen. If you are selected, you will be required to 
successfully undergo a police record check and be able to obtain and maintain a security clearance at 
a Baseline clearance level. 

 
 

How to apply 
You need to apply through our e-recruitment system in PageUp. 

 
Your application will need to include: 

• the names and contact details of at least two referees, one of whom should be a current 
supervisor 

• your current resume 
• a 500-word statement describing how your skills, knowledge, and experience/qualifications 

would enable you to perform the duties of the role taking into account the Performance 
Expectations at the relevant classification and the National Archives’ Vision, Mission and 
Commitments as expressed in the Strategy 2030 and Our Values. 

https://www.naa.gov.au/about-us/employment/inclusion-and-diversity
https://www.naa.gov.au/about-us/employment/how-apply/performance-expectations
https://www.naa.gov.au/about-us/employment/how-apply/performance-expectations
https://www.naa.gov.au/about-us/who-we-are/accountability-and-reporting/strategy-2030-transformed-and-trusted-national-archives
https://www.naa.gov.au/sites/default/files/2023-07/Our-Values-Poster.pdf
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