[image: A red and white logo

Description automatically generated]


JOB DESCRIPTION 
	Position Title:
	Human Resources Officer 

	Work Unit: 
	Human Resources 

	Reports To:
	Human Resources Manager

	Direct Reports: 
	None

	Award / Agreement:
	Aboriginal Community Controlled Health Service

	Classification: 
	Administrative Grade 4, Level 1


Organisation Overview 
Yura Yungi Medical Services (YYMS) is a proud Aboriginal Community Controlled Health Organisation providing holistic and culturally safe healthcare to the people of Halls Creek and surrounding communities. 
For over 40 years, we have been committed to caring for our people from children and families to Elders through services that recognise the importance of culture, language, Country and connection. 
Mission 
To deliver high-quality, culturally safe, and holistic health and wellbeing services that meet the needs of our people at every stage of life supporting healing, strength, and connection across community and Country. 
Vision 
Strong, healthy people and communities, grounded in culture and supported through holistic care. 
Values 
	Our Values 
	What it Means to Us

	Quality Care 
	We deliver safe, high quality, culturally responsive care in everything we do.

	Holistic Wellbeing 
	We support physical, social, emotional, and spiritual health.

	Respect and Self Determination 
	We listen, partner and support community led decision making.

	Teamwork 
	We work collaboratively, support each other and our communities to achieve shared goals. 

	Integrity 
	We are reliable and act with honesty, transparency and accountability in all that we do.

	Learning and Growth 
	We encourage continuous learning, personal development, and organisational improvement. 

	Community Voice 
	We listen to our community and shape our services around their needs. 





Position Summary 
The HR Officer – Recruitment & Compliance provides operational human resources support to the HR Manager, focusing on recruitment, compliance, documentation, and reporting. The role ensures efficient, compliant, and culturally safe HR practices across the organisation.
Key Responsibilities 
Human Resources
· Assist with end-to-end recruitment and selection processes for all YYMS and YYMN roles, including advertising, screening, interview coordination, reference checks, and documentation.
· Prepare employment contracts, variations letters, performance review documentation, and HR reports as directed. 
· Maintain accurate HR records in both digital and physical formats, ensuring compliance with organizational policies and legislative requirements. 
· Ensure all positions have an up-to-date Job Description Form (JDF) uploaded to Employment Hero and LOGIQC.
· Support administration of the HRIS (Employment Hero), including troubleshooting, updating employee data, and supporting staff training and onboarding to the system. 
· Monitor staff leave balances, training completion, and compliance requirements; maintain the staff training register and provide regular updates to the CEO and Senior Management Team (SMT).
Induction & Orientation 
· Coordinate staff induction and onboarding activities, ensuring new employees receive a smooth and culturally safe transition into the organization. 
· Schedule and track mandatory and non-mandatory training for all staff. 
· Maintain training registers, compliance records, and document version control.
Selection Criteria 
Essential:
· Certificate in Business, Human Resources, Communications, or related disciplines (or equivalent relevant experience).
· Sound, practical understanding of HR operations, with working knowledge of current employment legislation and industrial instruments.



· Demonstrated ability to interpret and apply Fair Work legislation, regulations, Award/Agreements, and organizational policy.
· Strong stakeholder engagement and customer service skills, with the ability to build trust, respond to diverse needs, and manage competing priorities. 
· Effective interpersonal skills, including conflict resolution, negotiation, and the ability to handle sensitive or confidential matters discreetly. 
· Strong time management, attention to detail, analytical ability, and report-writing skills. 
· Confidence using HRIS platforms (particularly Employment Hero) and Microsoft 365, with the ability to support and train others in new systems and processes. 
· Commitment to culturally safe practice and the ability to work respectfully and effectively with Aboriginal and Torres Strait Islander peoples. 
· Demonstrated behavioural competencies including initiative, problem-solving, a positive “can-do” attitude, flexibility, and resilience. 
· Current “C” Driver’s Licence
· Current National Police Clearance (or ability to obtain)   

Desirable: 
· Experience working in an Aboriginal Community Controlled Health Service (ACCHS) or community health setting. 
· Familiarity with LOGIQC (or similar quality management systems) and with AHPRA credentialing processes. 
· Graphic design and layout skills (e.g., Canva, Adobe Creative tools) and basic video/photo editing capability. 
· Knowledge of legislation relevant to ACCHS operations, data privacy, and not-for-profit governance. 
· Aboriginal and/or Torres Strait Islander people are strongly encouraged to apply. 

Organisational
· Promote and implement the philosophy, aim and objectives of YYMS. 
· Be an active team member and support a service-based work culture showing commitment to the organisation’s strategy, mission, vision and values.
· Ahere to all YYMS Policies and Procedures.
· Actively participate in the organisation’s Quality Management System – LOGIQC.
· Identify and participate in continuous quality improvement activities and apply quality improvement principles to all duties performed. 
· Actively participate in staff meeting and professional development activities. 
· Actively support a productive team approach to primary health care services provided by YYMS. 
· Take all reasonable steps to support the employment, professional development and promotion of Aboriginal people across all parts of YYMS.
· Other duties as required within the scope of your skills and experience if requested by management. 

Work Health & Safety (WHS) Responsibilities 
· Take reasonable care for your own health and safety and for the health and safety of anyone else who may be affected by your acts and omissions in the workplace.
· Follow all safety procedures and contribute to a safe work environment. Work in accordance with YYMS’ WHS policy, the WHS Act, Regulations and Code of Practices. 
· Identify and assist to reduce Work Health & Safety hazards and risks.
· Ensure WHS non-conformances or incidents/injuries are reported. 
· Follow the reasonable direction of Work Health & Safety representatives. 

Privacy & Confidentiality 
According to the YYMS Code of Conduct, all staff must protect the confidentiality of information acquired in the course of their work including any patient information. A staff member should not use of disclosing any personal or sensitive information to any other person without specific authority to do so. You must comply with relevant privacy and information about acts and regulations. This confidentiality agreement remains in force while you are in your current position and after you leave the organisation. 

KPI’s
	Key Result Area 
	Key Performance Indicators 

	Induction & Onboarding
	100% completion of staff induction within the first week of employment.

	HR Records & Compliance 
	All personnel files, contracts and JDFs maintained accurately and kept up to date.

	Reporting 
	Monthly HR Communications reports submitted on time.









Certification 
The details contained in this document are an accurate statement of the duties, responsibilities and other requirements of the position.
Name:              Brenda Garstone
Position:       Chief Executive Officer  

Signed:________________________

Date:                 _____/______/________


	Name:                                                                  Signature:


	Date appointed to position:	








Staff may not smoke while in uniform or when they are acting in an official capacity off site. 
Smoking is prohibited in and around all buildings, vehicles and grounds.
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