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Position Description 
	Position Title
	People and Culture Administrator
	Reports to
	Manager, People and Culture 

	Reporting directly to this role 
	This position has no direct reports

	Budget Responsibility
	No Budget Responsibility

Purpose of the Role
A concise summary of the primary purpose of the role, answering the question: ‘Why does this role exist?
	The People and Culture Administrator:
Provides general administrative support to the People and Culture department. 
Provides advice to ATSICHS Brisbane staff on People and Culture related administrative matters. 
Undertakes primary administrator duties in relation to the Human Resources Information System. 
Undertakes reporting and audits as required. 
First line response for the People and Culture inbox. 

Qualifications, Experience, Knowledge, and Skills
	Qualifications/Experience

	Essential
	☒ To perform this role, it is essential that the person is an Aboriginal or Torres Strait Islander person. It is therefore a genuine occupational requirement under section 25 of the Anti-Discrimination Act 1991.


	Desirable
	Previous experience in a similar administrative support role.
Certificate IV in Human Resources. 
Experience working in a complex and changing organisation.


	Key Knowledge or Skills

	Essential
	
Effective time management skills. 
Ability to work accurately in a fast-paced environment. 
A good standard of written and verbal communication and comprehension skills. 
Problem solving capability. 
Ability to build rapport with People and Culture Service users. 
Ability to use a range of computer applications. 
Ability to operate independently with limited supervision and guidance.
	Desirable
	Ability to work in a complex and changing organisation. 



	Additional Requirements

	Essential
	☒ National Police Certificate
☒ Blue Card
☒ Driver’s License
☒ Immunisations Category D
☒ Evidence of Work Rights
☒ Travel between work sites on a regular basis

	Desirable
	Nil 


Key Accountabilities
	Key Accountabilities [maximum of 8 key accountabilities]
	Responsibilities [maximum of 3- 4 responsibilities for each key accountability]
	Indicator [ only 1 indicator related to the key accountability -optional related 
to role]

	General Administrative Support 	Monitor the People and Culture in box, respond or escalate to relevant team member. 
Review and approve employee profile documents as directed. 
Take minutes, and prepare documents as required.
Provide coordination support for projects as required. 
Other general administrative support as directed. 	Effective monitoring of the People and Culture in box occurs. 

	Provide advice 
	Provide advice to ATSICHS Brisbane staff on People and Culture related administrative matters. 
	Advice in relation to People and Culture related administrative matters is provided. 

	Primary Administrator of the Human Resources Information System (HRIS). 
	Undertake primary administrator duties of the HRIS e.g. 
· Allocate / move employees correctly within the structure. 
· Allocate access to the HRIS. 
· Utilise the data and analytics function. 
· Update position lists. 
· Guide others in navigating the HRIS. 
	Primary administrator duties undertaken. 

	Quality and continuous improvement. 
	· Undertake reporting and audits as directed. 
· Assist with the development of administrative processes and standard operating procedures as directed. 
	Reports and audits are undertaken as directed. 

	Project Delivery
	Contribute to projects using the guidance set out in the Project Management Framework.
Create and maintain project documentation as required including recording of risks and issues.
	Achieve 95% of assigned Project tasks on time, and within scope and budget.

	Service Delivery and Customer Service
	Provide service delivery in line with your team’s Service Level Agreement (SLA) with a key focus on customer service.
Support the Corporate Services approach to holistic service delivery.
	Achieve 95% of SLA targets.
Achieve an average 4 out of 5 customer service score.




Core Capabilities 
Legend
   Level 1
Follow and assist
Level 2
Apply and enable
Level 3
Engage and influence
Level 4
Inspire and impact

	Group
	Capability
	Level

	Build Relationships
	Put Community First
Provide care and service to our community commensurate with our culturally inherent and globally recognised rights.
	Level 1
	
	Work Collaboratively
Develop and maintain professional relationships with colleagues, clients and community, based on mutual trust and respect.
	Level 1
	
	Communicate Effectively
Communicate and respond with understanding and respect, ensuring that our care and services reflect ATSICHS Brisbane values and needs of the community.
	Level 1
	Show Values
	Act with Cultural Integrity 
Act in an ethical and professional manner, upholding and promoting our values, and commit to respecting Aboriginal and Torres Strait Islander cultures and communities.
	Level 1
	
	Value Diversity
Demonstrate inclusive behaviour by showing respect for the diverse backgrounds, experiences, and perspectives of all individuals within our community.
	Level 1
	
	Grow Self
Show motivation and a commitment to professional development and learning to provide services to community
	Level 1
	Get Results
	Deliver Quality
Provide quality, holistic, and culturally responsive services that are aligned with the needs of the community.
	Level 1
	
	Demonstrate Accountability
Take responsibility for your actions, uphold our cultural values, and follow policies and procedures with integrity.
	Level 1
	
	Data Mindset
Use data sources to improve quality of service delivery and decision-making that aligns with the needs and priorities of our community.
	Level 1
	Deliver Solutions
(optional related 
to role)

	
	Build Digital and Technology Literacy
Understand and use available technologies to maximise efficiencies across ATSICHS Brisbane.
	Level 1
	
	Lead Change
Support, promote and champion change, and assist others to engage with change.
	Level 1


By signing below, you confirm that you have read and understood the details of this position description. You also acknowledge that, in addition to the responsibilities outlined in this document, you are obliged to perform any duties as lawfully and reasonably directed by your supervisor or manager.
	Employee Name
	Signature
	Date

	[Jaylanee Connelly]
	[Jaylanee Connelly]
	[07/07/2025]



	Manager Name
	Signature
	Date

	[Insert name here]
	[Sign here]
	[Insert date here]
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