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POSITION DECRIPTION:    PEOPLE AND CULTURE MANAGER

	Employment Type 
	Permanent Part-Time (FTE 0.8)

	Location 
	Ashgrove 

	Reports To 
	Chief Operating Officer

	Direct Reports 
	People and Culture Advisor

	Internal Relationships 
	Member of the Operations team
Collaborates with the Executive Leadership Team, Managers and employees to facilitate effective delivery of people, culture, safety and wellbeing programs

	External Relationships 
	WorkSafe Qld, WorkCover Qld, benefits providers, recruiters, legal and HR advisors. 


__________________________________________________________________________________

Position Scope
The People & Culture Manager is responsible for leading and delivering the full spectrum of human resources, workplace health and safety (WHS), and workplace rehabilitation functions across Hear and Say. 
Reporting to the Chief Operating Officer (COO), the People & Culture Manager provides strategic and operational leadership, supports organisational capability, ensures compliance with relevant legislation, and drives continuous improvement in people‑related systems and practices. With employees across diverse clinical and non‑clinical disciplines, this role ensures the organisation attracts, develops, and retains high‑quality staff while fostering a safe, inclusive, and values‑driven culture.

Key Responsibilities 
Human Resources Leadership
· Drive HR strategy, policy development, and continuous improvement.
· Advise leaders and staff on performance, conduct, workforce planning, and employee relations.
· Lead recruitment, onboarding, and retention across multiple sites.
· Oversee performance development, capability building, and succession planning.
· Manage investigations, grievances, disciplinary matters, and conflict resolution.
· Ensure compliance with industrial instruments and Fair Work legislation.
· Support organisational change, restructures, and cultural initiatives.
Workplace Health & Safety (WHS)
· Lead WHS systems aligned with Queensland legislation and healthcare requirements.
· Oversee risk management, incident reporting, and corrective actions.
· Coordinate WHS audits and safety training.
· Promote a proactive safety culture through education and engagement.
· Maintain effective emergency management and site‑specific safety procedures.
Workplace Rehabilitation & Return to Work
· Manage workplace rehabilitation in line with workers’ compensation legislation.
· Guide managers on injury prevention, early intervention, and safe work practices.
Organisational Development & Culture
· Champion organisational values and a positive, high‑performing culture.
· Lead engagement, wellbeing, and recognition initiatives.
· Oversee training and development to build capability and ensure compliance.
Systems, Reporting & Compliance
· Oversee HRIS, LMS, and WHS systems for accurate data and efficient processes.
· Prepare workforce reports for the COO and Executive Team.
· Ensure compliance with employment, WHS, anti‑discrimination, and privacy legislation.
· Manage HR and WHS documentation, audits, and accreditation.
Leadership & Team Management
· Lead, coach, and develop the People & Culture Advisor.
· Build strong relationships with managers to support consistent people practices.
· Model ethical, transparent, values‑aligned leadership.

Our Values
Model and uphold Hear and Say’s values through consistent behaviour, decision-making and leadership:
· Communicate with respect
· Connect as one team
· Achieve excellence

Key Performance Indicators
Agree reasonable, measurable and specific KPIs with the COO, such as:
· Recruitment timeliness: Average time‑to‑fill roles maintained at or below organisational benchmark (e.g., 30–45 days).
· Performance management: 100% of staff have up‑to‑date performance plans and annual reviews completed on schedule.
· WHS training compliance: 95–100% completion of mandatory WHS training 
· Training delivery: Annual training calendar delivered with >90% attendance for mandatory sessions.
· Culture initiatives: At least 2–3 organisation‑wide culture or wellbeing initiatives delivered annually.
· Stakeholder satisfaction: Positive feedback from managers and executives regarding P&C support and responsiveness.

Requirements for the position
· Tertiary qualifications in Human Resources, Business, Industrial Relations, or related field.
· Professional membership (AHRI or equivalent) desirable.
· Demonstrated experience in a senior HR generalist role, ideally within healthcare, community services, or the NFP sector.
· Experience managing WHS and workplace rehabilitation programs.
· Excellent interpersonal, negotiation, and communication skills.
· Ability to build trust and influence at all levels of the organisation.
· High level of discretion, integrity, and commitment to ethical practice.
· Strong analytical and problem‑solving skills.
· Ability to balance strategic thinking with hands‑on operational delivery.
· Eligibility to clear probity checks, including Yellow Card, Blue Card, and criminal history screening.

Acknowledgement
I have reviewed the position description and understand that this provides an outline of the scope of my role and responsibilities, and that this may change over time. 

	Employee name 
	 

	Employee signature 
	 

	Date 
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