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Position Profile 
 

Position Title: Human Resources (HR) Support Officer 

Classification: APS 5 

Position Number: 61231 

Tenure: Ongoing / Non-ongoing 

Duration: Permanent/ Specified Term  

Section: People Services 

Group: Finance and People Services Group 

Division: Policy and Corporate 

Location: ACT 

Immediate Supervisor: Executive Level 1 

Security Classification: ENTRY ONLY 

 

Agency  

 

IP Australia supports and encourages innovation, investment and international competitiveness. IP 

Australia administers Australia’s IP rights system, specifically patents, trademarks, designs and plant 

breeder’s rights. The agency also undertakes programs to educate and promote an awareness of 

intellectual property (IP), provides IP policy input to Government develops legislation to support the IP 

system and contributes to bilateral and multilateral negotiations to improve IP protection internationally. 

 

Section Responsibilities 

 

The People Services Section/ HR team provide specialist strategic and operational HR expertise to support IP 

Australia’s employees in driving an innovative and high performing culture. Working to the Chief HR Officer 

(CHRO), the HR team provides the full range of human resource services and advice aimed at achieving and 

supporting a professional, highly skilled and committed workforce that is able to improve IP Australia’s business 

performance and meet the organisation’s current and future business needs. 

 

 

Job description / Context of the role 

 

Occupants of the Human Resource (HR) Support job role deliver high quality and integrated human resource 

services, advice and support to internal and external stakeholders across a broad range of HR disciplines. HR 

Support roles collaboratively support the five sections of HR functions within IP Australia: Workforce Planning, 

Insight and Reporting, Recruitment, Workforce Design and Diversity and Inclusion, People and Organisational 

Development, People Support and Employee Relations. 

IP Australia is looking for HR generalists to join a team of HR professionals operating in an integrated HR service 

delivery model, in a workplace that is flexible, adaptable and agile.  We are focused on: 

 

• working together and building our capabilities to be professional and trusted in our HR advice and 

guidance  

• being agile in our mindset and HR practice 

• being connected with shared purpose to the business  

• working ethically – ALWAYS!  

• delivering collaborative innovative HR solutions  
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Job Specific duties 

 

The functions of the five HR teams include the provision of services and advice across a broad range of human 

resource management areas including:  

 

• Workforce Planning, Insight and Reporting 

o Workforce Planning 

o Workforce Reporting 

o HR Systems  

o Strategic and Operational Workforce Planning 

o Succession Planning 

o HR Data 

 

• Recruitment, Workforce Design, Diversity and Inclusion 

o End to end Recruitment and Onboarding 

o WorkforceDesign (Job design / Workforce design) 

o Diversity and Inclusion 

 

• People and Organisational Development 

o Learning and Development offering 

o ACHIEVE 

o Organisational Learning Management 

o Induction 

o Leadership Program 

o Just in time training solutions 

o Manager Capability Program 

 

• People Support 

o Work Health and Safety 

o Case Management including Early Intervention 

o Safety Culture 

 

• Employee Relations 

o Industrial Framework and supporting conditions 

o Tier 1 Helpdesk support 

 

The successful candidates will be excellent communicators with a demonstrated ability to build productive 

working relationships, strong strategic thinking and analytical skills, agile and innovative problem solvers and a 

good attention to detail. 
 

For this role you will need experience in HR and delivering results in a fast-paced environment. You will need to 

demonstrate the ability to meet deadlines, manage projects and think creatively.  
 

Key capabilities: 

o Experience in the delivery of HR projects and services 

o Ability to work flexibly and display adaptability  

o Ability to work well in a team-based environment  

o Ability to work across multiple projects with a strong eye for detail and excellent written skills 

o Self-awareness, resilience and responsibility for development and continuous learning.  

o Ability to work in accordance with the APS Values, Code of Conduct and the IP Australia Capability 

Framework at the APS5 level (see attached) 
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All Areas 

• Demonstrates attitudes and behaviours responsive to workplace change (including participates in and 

encourages others to participate in change and contribute to successful outcomes). 

• Improves organisational performance through effective engagement with and management of risk within 

relevant sphere of influence. 

• Establishes clear expectations and creates an environment to achieve stated goals and objectives, takes 

ownership and honours commitments. 

• Maintains an understanding of their/worker responsibilities under the Work Health & Safety Act 2011 

(WHS Act) and a commitment to promoting a healthy and safe workplace. 

 

Job Specific Responsibilities 

 

The HR Support role will have the following key responsibilities: 

 

• Collaboratively provide administrative support to five core sections within the HR function in an agile 

manner.  

• Deliver high quality and integrated human resource services, advice, and support to internal and external 

stakeholders across a broad range of HR disciplines. 

• Provide support, advice, and resolution to enquires, escalating as required to Subject Matter Experts  

• Liaise with internal and external stakeholders on policy, project, or operational issues. 

• Contribute to the development, implementation and evaluation of HR policies, practices, and services. 

• Provide advice and interpretation within own technical or professional area. 

• Assist with risk assessment and risk management activities for HR related matters.  

• Maintain knowledge of best practice HR and apply within IP Australia context.   

• Set priorities for own work to deliver agreed outcomes.  

Eligibility qualifications / Knowledge required 

 

Mandatory: At least two (2) years of demonstrated experience working in a HR client focused environment  

Desirable: Certificate IV in Human Resources or other HR qualification 
 

Contact officer 

 

For further information about this position please contact Gorana Gardiner on 02 6283 2602 or 

gorana.gardiner@ipaustralia.gov.au. 

 

Please note: Applicants are encouraged to refer to the attached Capability Framework documentation which 

outlines agency wide behavioural descriptors for the five core capabilities at this classification. 

 

 

mailto:gorana.gardiner@ipaustralia.gov.au
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Working at IP Australia  

IP Australia recognises the importance of employees balancing their work and personal lives by offering staff 

access to an ongoing series of health and wellbeing programs, flexible work-life policies and a range of 

professional development programs. IP Australia is a breastfeeding friendly workplace and has an onsite childcare 

facility with priority enrolment for IP Australia employees. 

The IP Australia office in Canberra provides high quality accommodation and facilities.  These include: an on-site 

café, conference, meeting and training rooms; limited on-site parking for cars and motor cycles available on a 

rotational basis; the provision of undercover bicycle racks; excellent shower/change facilities for staff choosing to 

walk or ride to work; and the advantage of all staff being co-located in the one building. 

 

 

 
 

 

 

Working in the APS 

Australian Public Service (APS) Values guide us through our working lives, setting expectations for shared 

behavior that keep our workplace harmonious and productive. The values are also a promise to the people of 

Australia that we can be trusted to act with integrity, in their service and in accordance with the Public Service 

Code of Conduct. 
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•Uses, interprets and explains relevant standards, frameworks, policies, guidelines, and/or 

legislation. 

•Uses effective, current techniques and practices.  

• Identifies, interprets and applies relevant information and sound evidence when investigating 

an issue or topic. 

•Seeks, adapts or develops new methods to explore or analyse data or information. 

•Uses relevant expertise and knowledge to effectively support a recommendation or position.  

•Assists others to locate relevant technical knowledge.  

 

*The above does not apply to IPRD Trainees. For Trainee expectations refer to IP Rights Learning 

and Development Manual  

 

 


