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JOB DESCRIPTION
 HRIS Delivery Assurance Lead

ABOUT UNITING

Our purpose:	To inspire people, enliven communities and confront injustice. 
Our values:      	As an organisation we are imaginative, respectful, compassionate and bold.

At Uniting, we believe in taking real steps to make the world a better place. We work to inspire people, enliven communities and confront injustice.  Our focus is always on the people we serve, no matter where they are at in their life.

Our services are in the areas of aged care, disability, child and family, community services, and chaplaincy and we get involved in social justice and advocacy issues that impact the people we serve. As an organisation we celebrate diversity and welcome all people regardless of disability, lifestyle choices, ethnicity, faith, sexual orientation or gender identity. We commit to respecting children and take action to keep them safe.

Uniting is the services and advocacy arm of the Uniting Church NSW & ACT and as such Uniting leaders understand, support and can express the mission and purpose of the Uniting Church.

ABOUT THE ROLE

The Delivery Assurance Lead is a key role within the HRIS Transformation program, reporting directly to the Head of People Transformation. The position plays a pivotal role in ensuring the effective management and delivery of the program by combining PMO expertise with hands-on project management skills. This individual will collaborate closely with the other four leads on the program, providing support in various domains critical to program success.



ROLE KEY ACCOUNTABILITIES
You will be an integral member of the HRIS program through the following:
· Leadership: Act as the 2IC to the Head of People Transformation, assisting in strategic decision-making, design and delivery issue resolution, resource allocation and day-day operations of the program.  
· Program scheduling and tracking: Building and maintaining an integrated project plan across the program, working with our partners and internal groups to identify key milestones and critical path. Reporting on milestone, progress, variations. 
· Stakeholder and project meetings: Organising, attending, and participating in project meetings. Ensuring content is available prior to relevant meetings. Documenting and following up on important actions and decisions from meetings. 
· Reporting and tracking: Monitoring project progress and project status reports and metrics. Preparation of presentation materials including Steerco packs. Providing administrative support as needed.
· Issue and Risk Management: Working with the workstreams to collate and maintain the program issues and risk log. Assess project risks and issues and provide solutions where applicable. Following up on mitigation tasks and ensuring reporting is accurate and timely.   Chair RAID meeting, facilitating discussions and resolution strategies.  Collate data points for inclusion in regular reporting to stakeholders. 
· Program Governance: Ensuring projects adhere to frameworks and all documentation is maintained appropriately for each project. Managing project management documents such as the project plan, budget, schedule, or scope statement, as directed by the program leads. Support the provision of information as requested by Audits teams or other Governance bodies.
· Team Support and Collaboration: Foster cross-team collaboration to help project team members complete project tasks and produce deliverables. Participate in your team’s operating rhythm and provide progress updates through agreed forums and channels.
· Executive Support:  Act as a support to the Head of People Transformation, attending Steer Co meetings and providing necessary assistance.  Step in to fulfil leadership responsibilities in the absence of the Head of People Transformation. 
Please note this list is indicative, and not an exhaustive list of your key accountabilities


ABOUT YOU IN THE ROLE
Your classification:      		Non-Award
Your directorate:     	 	ITSC
You’ll report to:    Head of People Transformation  
Your key relationships: 
Program Sponsors, Business Managers, Project Managers, Business Subject Matter Experts, End users, Project Team, Internal Communications Team, Customer Experience, Vendors, Business end users.

As a staff member of Uniting, you will celebrate diversity and welcome all people regardless of lifestyle choices, ethnicity, faith, sexual orientation or gender identity.



YOUR KEY CAPABILITIES

· Leadership: Act as the 2IC to the Head of People Transformation, assisting in strategic decision-making, design and delivery issue resolution, resource allocation and day-day operations of the program.  Take on leadership responsibilities in the absence of the Head of People Transformation, demonstrating readiness for increased leadership roles.
· Prior HRIS Experience: Leverage prior HRIS/HCM experience to provide insights and guidance on the implementation of HRIS systems within the organisation.  
· Communication and Collaboration skills: Excels in interpersonal and communication skills, enabling effective collaboration with cross-functional teams, technical and non-technical stakeholders, and technical teams. Ability to interact with different individuals such as project managers, project sponsors, stakeholders and the project team.
· Owning the job: Takes ownership for all responsibilities and honours commitments within their own role and strives to achieve goals with a "can-do" attitude to levels of excellence. Demonstrate a proactive approach to problem-solving, drawing from previous HRIS functionalities to meet evolving business needs. 
· Problem-solving skills: Identifies potential problems, analyses problems, seeks input from relevant people and then takes appropriate action to implement the most effective solution in a timely manner. Works with others and offers suggestions to find ways of doing the job more effectively.
· Change management skills: Experience and focus on the core project fundamentals and ensuring control are in place, to be able to identify and raise variations to scope, schedule, and budget. 
· Organisational skills: strong organisational skills such as time management, delegation, planning, goal setting and decision-making are essential to keep across the program and the many activities that need to be completed. 


QUALIFICATIONS & EXPERIENCE
Qualifications:
· Bachelor qualification in a relevant field or equivalent experience.
Experience:
Typically, this role will require 15 or more years’ experience in your field of expertise.  You will have excellent written and verbal communication skills, be organized, systematic, thorough, accurate and disciplined.  You will be continuing to develop in your area of expertise and be expected to provide innovative ideas to solve problems in your discipline.  It is expected that you will be developing good skills at navigating a complex organisation, forging relationships, and managing through influence rather than direct authority as required.

· Proven experience in a PMO or project management role, preferably within large-scale transformation programs.
· Strong understanding of program governance, risk management, and reporting practices.
· Experience in HR process and systems in a mid-size or complex organisation, preferably involved in or leading the transformation of HR. 
· Excellent organizational and communication skills.
· Proficient in project management tools and software.
· Ability to work collaboratively in a team environment and build positive relationships with stakeholders.
· Demonstrated ability to manage complex schedules and critical paths.
· Experience in scheduling and managing integrated and complex project schedules using standard tools like MS Project and Jira
· Excellent communication skills and highly service oriented
· In-depth knowledge of project delivery methodologies (Agile, Waterfall)
· Proven relationship management and influencing skills
· Skilled at navigating a complex organisation, forging relationships, and managing through influence rather than direct authority as required 
· Ability to work within a highly functional project team, juggling multiple complex tasks to ensure on-time delivery against objectives
· Flexible and adaptable; able to work in ambiguous situations
· Able to work effectively at all levels in an organisation
· Must be a team player and able to work collaboratively with and through others

Even better:
· Graduate or post graduate studies in a related field
· Experience with large scale enterprise or transformational efforts
· Agile Certification 
· Foster delivery discipline and transparency by leveraging Project management tools like JIRA etc. 
· Experience in implementing change and IT systems across a broad geographical area.
· Experience in effective use of the suite of Office365 tools and their implementation across diverse business scenarios
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