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People & Culture Senior Business Partner



A. POSITION SUMMARY

	Position Title
	People & Culture Senior Business Partner

	Reporting to
	Chief Executive Officer

	Reports
	1 – People & Culture Administrator

	Status
	Full time

	Location
	Hybrid
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B. ORGANISATION OVERVIEW
	Woodville Alliance is a medium-sized, community-based organisation with services and programs in disability, mental health, family and youth support, community development and early childhood education and care. Our work is underpinned by a commitment to social justice. Our head office is in Villawood, and we work across Western Sydney. 

	Our Vision: Social justice and fairness for all, and improved quality of life for people in Western Sydney.
Our Mission: We listen to our clients and the Western Sydney community to deliver community services that strengthen wellbeing, resilience and independence, and achieve impactful outcomes.
Our Values: Compassion. Connection. Diversity. Social Justice. Brave.
Our Culture Statement: We serve the community through respecting and valuing all people. We always put clients first, act with integrity, and keep our promises. We care about each other. We support each other. We’re a team of diverse, passionate, engaged and capable people, committed to being responsive and making an impact.



C. ROLE OVERVIEW
	The People & Culture Senior Business Partner is the lead advisor and subject matter expert on all human resources (HR), work health and safety (WHS), and employee relations matters at Woodville Alliance. This role partners closely with senior leaders to provide HR leadership and operational support, ensuring best-practice people management and compliance with relevant legislation and regulatory frameworks.
Key responsibilities include overseeing core HR functions such as workforce planning, policy development, recruitment, onboarding, performance management, and employee engagement. The role also supports managers with employee relations issues, manages industrial matters, ensures compliance with WHS and employment legislation, and drives continuous quality improvement aligned with standards including those of the NDIS Quality and Safeguards Commission.
In addition, the role plays a central part in organisational change and workforce capability development. This includes implementing strategic initiatives such as workforce planning aligned to the organisation’s strategic goals, introducing new HR and rostering systems, and leading key projects such as Respect@Work, leadership development, and the rollout of a capability framework.



D. RELATIONSHIPS
	Internal
	External

	CEO
Executive Managers
Senior Managers
All Staff

	Recruitment Agencies, Seek, Ethical Jobs, 
Jobs Australia – Employment Advisory service
Nominated employment lawyers
EML (Workers Comp Insurer)
Mindfit at Work – EAP provider
iCARE
Rehab Provider
Unions
Training Providers



E. JOB REQUIREMENTS

	1. Generalist HR

	Key Tasks
· Recruitment, Selection and Onboarding: Oversee end-to-end recruitment to attract the best quality candidates to the organisation offering a positive experience to all candidates where possible, ensuring adherence to EEO principles and organisational values; promote a positive employer brand; organise new starter induction and onboarding.
· Training & Development – In line with the approved budget, develop an annual Training & Development Plan; support staff and manager capability development through in-house and external training; ensure compliance with relevant accrediting bodies.
· Remuneration and Benefits management – Undertake annual salary benchmarking for ‘above-award’ roles.
· Management of Personnel files and associated staff data.
· Staff engagement survey, Pulse Surveys and Action Plans.
Key Outcomes
· HR Workforce plan and priorities are developed and aligned with Strategic Plan.
· Quality audit requirements are completed on time and as per the ISO 9001 standard.
· NDIS and ACECQA accreditation requirements are met, with no major non-compliance.
· Senior Managers feel confident in the delivery of services, and advice and support provided.




	2. Industrial Relations and Performance Management

	Key Tasks
· Performance Management – Support managers with performance issues and development of performance improvement plans. Ensure due process, document control, and best practice in line with legislation.
· Ensure HR policies and procedures comply with current legislation and best practice.
· Ensure induction, appraisals and supervision occurs regularly and in accordance with WA policy.
· Stay up to date with any relevant changes in employment law within Australia.
· Provide management with sound advice and support on HR matters as well as risk mitigation strategies.
· Award interpretation and policy advice to managers and staff.
· Oversee and manage disputes, grievances, complaints and unfair dismissal applications; undertake investigations.
· Support organisational change initiatives.
Key Outcomes
· Managers are trained in performance management, dispute and issue resolution, and have clear and best practice procedures to follow.
· Managers complete performance evaluations on time.
· Managers are skilled at undertaking critical conversations.
· Managers are aware of their obligations with regards to relevant awards and other industrial instruments.
· IR matters are dealt with fairly and in a timely manner with the best possible outcomes.
· Advice to managers is well prepared and gives confidence ensuring risk to WA is reduced.
· Employment contracts are compliant with various industrial instruments.




	3. Employee Wellbeing, WHS and Workers Compensation

	Key Tasks
· Management adherence to the WHS management system including consultation. 
· Education and reporting of incidents, near misses and risk assessments to senior management team.
· Respond to complaints both internally and externally.
· Ensure the Health and Safety Committee are engaged and educated in their role and responsibilities.
· Management of non-work medical conditions.
· WHS induction and ongoing training for accreditation and legislated requirements.
· Return to Work coordination management and management of Workers Compensation.
· Advise Senior Managers on WHS matters.
Key Outcomes
· Accreditation requirements are met through the auditing process. 
· Workers Compensation administration completed accurately and on time and injured employee supported throughout the process.
· Managers are briefed on WHS matters affecting the workplace.
· Employee Engagement Survey results are over 75% with regards to wellbeing and health and safety practices.




	4. General

	· Agree to and demonstrate commitment to our Code of Conduct.
· Agree to and demonstrate commitment to our policies and procedures.
· Agree to and demonstrate commitment to the outcomes of the position description.
· Adhere to working conditions as described in the employment contract.


F. RECRUITMENT CRITERIA
	Qualifications

	· Tertiary qualifications in human resources, psychology, or a related field, and/or relevant experience.

	Experience – Essential 

	· Minimum 5 years’ experience as a HR professional.

	· Strong ER, IR and WHS skills, with a good knowledge and understanding of legislative and statutory requirements.

	· Demonstrated knowledge of WHS legislation, workers compensation, injury management and return-to-work. 

	· Strong verbal and written communication skills, including ability to write Board papers, CEO reports, Policies, Procedures etc.

	· Strong business partnering skills and ability to apply HR expertise within a business setting.

	· Strong stakeholder engagement skills and an ability to communicate effectively at all levels of the organisation.

	· Ability to lead and manage a small team.

	· Demonstrated experience to manage change.

	Personal Attributes and Skills

	· Good Project management skills, with demonstrated ability to oversee and manage HR projects.

	· Good understanding of social services sector and workforce challenges within the sector will be highly regarded.



G. OTHER REQUIREMENTS
	· Promoter of a person-centered culture of choice, inclusion and empowerment. 
· Committed to the principles of quality assurance and continuous improvement.
· Committed to the creation of a speak-up, ethical culture.
· Solutions Driven.
· Collaborative.




I acknowledge having read and understood the requirements of my position.

	Employee Name

	Employee Signature and Date
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