
 
 
 

 
 

 

 

 

Position Description 
 

 

Position Title:  Human Resources Specialist 
 

 

 

 

 

Location:  135 Kepler Street, Warrnambool  

 

Award / Classification: Level 8, Pay Point 1 Social, Community, Home Care and 

Disability Services Industry Award 2010  
 

Reports To:   Executive Directors / CEO 

 

Supports: People & Well-being Manager and Quality Risk & Compliance 

Officer 

 

Hours of Work: Full-time, Mondays to Fridays, 6-month contract, subject to 

funding with possibility of extension 

 

 

 

Historical background 

The Gunditjmara Nation starts at the South Australian border then goes to the foothills of the 

Grampians, to Pirron Yallock and Gellibrand; this covers the coastlines within these areas. There 

are many tribes within the Gunditjmara Nation; each tribe had their own identity, which was 

knowing where their boundary lines were on country. These were often recognised by creeks, 

rivers and small hills. 

 

Gunditjmara people established permanent settlements thousands of years ago, revealing a 

deep, enduring connection to the land. The Gunditjmara people used the land's natural 

topography and features to establish permanent settlements and villages along the lava flow 

near creeks and lakes. 

Gunditjmara people gathered food including eels from the rivers and shellfish from the ocean. 

Places such as Lake Condah, Tower Hill, Budj Bim, Deen Maar and the Framlingham Mission 

areas all significant cultural sites for Gunditjmara people that tell the story of our ancestor’s 

way of life, culture and history.  

 

 

Organisational background 

Incorporated in 1982, Gunditjmara Aboriginal Cooperative is an Aboriginal Community 

Controlled Health Organisation (ACCHO) that provides a range of holistic community health 

and social support programs, principally to the Aboriginal community and other residents in 



Warrnambool and outlying areas. We work in close partnership with local government and 

other health service providers including other Aboriginal Community Controlled Organisations 

in the Western District of Victoria, liaising regularly on the provision of primary health service 

and community services. 

 

 

Overview of the position 

Together with the Executive team, the Human Resources Specialist is responsible for 

contributing to further establish a robust Human Resources service for Gunditjmara Aboriginal 

Cooperative (GAC). This includes developing: 

• A Strategic Workforce Plan  

• Workcover Preventative strategies  

• A Transition to Retirement Strategy 

• Robust supporting Policies and Procedures 

• A Renumeration Strategy  

• Integration and embedding of Gunditjmara’s new Organisational Branding strategy 

and execution 

• Lead and oversee quality improvement within the organisation  

 

 

Key responsibilities 

Strategic Operational and Workforce Planning 

1.  Develop an operational plan aligned to the organisations current Strategic plan in 

conjunction with Executive Team 

2. Develop a workforce plan that is aligned to meeting the needs of the business and ensures 

appropriately skilled and qualified individuals are attracted and appointed to vacant positions 

at GAC. This includes the following: 

- Strategies for retention, recruitment, training, coaching and knowledge management, 

vacancy forecasting & change management 

 

Workcover preventative strategies 

• Provide specialist accurate, consistent and timely information and advice to the GAC 

Executive team on WorkCover related issues 

• Inform, educate and advise the Executive in the application and implementation of 

procedures, processes and the interpretation of policy and legislation 

• Identify opportunities and develop initiatives to further support and improve staff health 

and wellbeing. 

 

Transition to Retirement Strategy 

• Establish a policy and procedures to enable GAC to successfully transition staff to 

retirement outlining options for staff and the organisation to consider 

 

Develop robust Policies and Procedures 

• Review, amend and develop existing GAC Human Resources policies  

• Conduct a policy review gap analyses and provide recommendation to executive  

 

Renumeration strategy 

• Review current Awards in use at GAC and provide advice to the Executive around their 

relevance ensuring the best outcomes for both staff and the organisation 



• Develop a remuneration strategy in line with GAC strategic plan to ensure that 

Gunditjmara in the future remains an employer of choice and prides itself staff equity 

and fair compensation in relation to roles and responsibilities outlined in staff PDs 

• Explore and provide a recommendation and plan to the executive regarding or 

considering developing an Enterprise Bargaining Agreement (EBA) 

 

Organisational Branding strategy and execution 

• Align and integrate the existing Branding strategy across the entire organisational 

documents, social media and events. Develop a policy and guideline outlining 

directions, roles and responsibilities for staff in using the organisational branding.  

• Ensure all communications and advertising is on brand according to brand guidelines 

and style guide 

• Investigate media consumption and consumer behaviour applicable to GACs brand 

 

Quality, Risk & Compliance 

• Lead and embed best industry quality improvement practises within the 

organisation 

 

 

Other duties 

• Participate in a six monthly (post-employment) and then annual performance reviews 

with the CEO, and develop a work plan for the next twelve-month period 

• Participate in and attend Gunditjmara organisational meetings as directed by the CEO 

• Be accountable for the effective and efficient achievement of the key responsibilities 

of the position 

• Be familiar with and abide by the Gunditjmara policies and procedures including 

Occupational Health and Safety, the Code of Conduct and Child Safety policies 

• Participate in the Continuous Quality Improvement and Risk Management programs, 

and promote compliance with legislation and Gunditjmara policies 

• Participate in Gunditjmara Aboriginal cultural awareness training   

• Assist with and support internal and external audit processes 

• Contribute to monthly newsletter as required 

• Provide regular reports on the activities and outcomes of work undertaken, including 

internal reporting requirements 

• Undertake professional development to increase skills and knowledge 

• Other relevant duties within the scope of this role, as directed by the CEO 

 

 

Essential skills, knowledge, qualifications and experience 

• Extensive experience in the not for profit sector 

• Prior experience in developing strategic workforce plans 

• Sound knowledge and experience in developing Workcover Preventative strategies 

• Extensive experience in the establishment and review of robust workplace Policies and 

Procedures 

• Experience in developing renumeration strategies 

• Experience in developing an organisational branding strategy 

 

 



 

 

 

 

Child safety 

Gunditjmara is a Child Safe Organisation and is committed to the safety of children and 

protecting children from abuse. Pre-employment checks include: 

• undergo and attain a satisfactory police check 

• be in possession of a current Victorian Working With Children Check card 

• be able to attain two satisfactory employment references that attest to your suitability 

to work with Aboriginal and non-Aboriginal children 

 

 

Other position related information 

• A current Victorian Drivers Licence is required 

 

 

Guidelines for Submitting Applications  

Application deadline is Sunday 11 October 2020. Specific queries about the position should be 

directed to Julieanne Crow, Executive Director Primary Healthcare, 0438 606 072. Queries and 

applications to Elizabeth Pinson, People and Wellbeing Officer, 0467 777 396. Applications must 

include your resume, 2 references, a covering letter and how you meet the knowledge, skills 

and aptitude required of the position (see above).  

 


