

POSITION DESCRIPTION
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	Classification
	APS5

	Position Title
	P&C Coordinator

	Group
	ENTERPRISE GOVERNANCE AND CORPORATE OPERATIONS

	Section
	People & Culture

	Reporting Manager 
	Senior P&C Advisor 

	Location
	All Locations

	Status 
	Full-Time or Part-Time, Ongoing/Non-ongoing



The Aged Care Quality and Safety Commission (the Commission) was formed on 1 January 2019. The role of the Commission is to protect and enhance the safety, health, wellbeing and quality of life of people receiving aged care.
The Commission is the national end-to-end regulator of aged care services and the primary point of contact for consumers and providers in relation to quality and safety. Our vision is to support a world-class aged care system driven by empowered consumers who enjoy the best possible quality of life.
We aim to build confidence and trust in aged care, empower consumers, promote best practice service provision, promote quality standards and hold providers to account for their performance against the expected standards of care. We seek to promote an aged care system that develops safer systems of care, inculcates a culture of safety and quality, and learns from mistakes, while providing the oversight that can assure the community that aged care services are operating as they should, including working on continuous improvement.
Employee Relations:
The People & Culture (P&C) section delivers high quality workforce services to meet the current and predicted demands of the Commission. More specifically, the Employee Relations team are involved in managing internal employee complaints, the enterprising bargaining process, People & Culture projects, policy and procedure revision and development, and responding to a variety of complex employee/industrial relations matters. 

[bookmark: _Hlk118104342]Purpose of position:	
The P&C Coordinator, Industrial Relations will work closely with the Senior P&C Advisor, ER to assist with administrative processes associated with both employee relations, and broader People & Culture programs. This may include activities during Enterprise Bargaining and agreement development, union consultation & correspondence, employee complaints including investigations, and general ER queries.


[bookmark: _Hlk118104389]Key Accountabilities 
1. Managing the Employee Complaints and P&C Services mailbox. Handle and/or refer telephone enquiries regarding complaints and other P&C-related services matters.
1. Provide administrative support to the Industrial Relations team and the broader P&C Services business unit.
1. Design and produce professional correspondence to internal & external stakeholders
1. Research (legislation, industrial instruments, industrial bulletins, media and internet) to provide information on current industrial issues/trends.
1. Planning of meetings, setting agendas and taking minutes of meetings.
1. Assist in the implementation of a range of workplace initiatives and IR/ER projects contributing to the Commission’s Operational Plan and the People Strategy.
1. Actively maintain, update, store and navigate records and data management systems including project plans and reports.
1. Demonstrate accuracy and efficiency, with the ability to prioritise and manage own workload.
1. Provide high level administration by utilising technology applications and systems confidently to deliver efficient and effective service. Applications include relevant P&C Systems, SAP and MS Office/Teams.


Key Capabilities 
1. Experience in, or knowledge of, Human Resources and/or Industrial Relations roles and functions.
1. Demonstrated experience in administration, or similar transactional roles, including the ability to maintain a sustained level of concentration in processing activities to ensure accuracy.
1. Developed computer literacy skills, including the capacity to effectively learn and utilise Microsoft Office/Teams and other professional applications.
1. Advanced Microsoft Excel skills.
1. Problem solving skills, including the capacity to interpret procedures, and exercise initiative, judgement and discretion, when appropriate.
1. Strong analytical and problem-solving skills.
1. Demonstrated ability to work effectively both independently and collaboratively as part of a team with limited supervision. 
1. Strong attention to detail with confident and diplomatic writing acumen.
1. Excellent communication skills at all levels and working as part of a team. 
1. Strong organisational, time management, and planning skills.

Key Relationships: 
Internal: 	Assistant Director, Employee Relations.

External: 			Stakeholders as required.

ILS Capabilities:	The APS ILS Framework applies to this position (refer to APS5 Capability Summary link). 
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