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	Position Description:  People and Culture Manager



Position Details	
Position Title: 		People and Culture Manager
Classification: 		Management / Non-Award
Employment Type: 	Part Time 0.8 FTE
Location: 		Mornington (travel across SE Melbourne service locations as required)
Contract: 		Ongoing

Organisation Overview
Mentis Assist is a community-managed, not-for-profit organisation providing mental health and wellbeing supports to people across the spectrum of mental health challenges - from mild and moderate concerns to severe and complex needs, including those with psychosocial disabilities. 
Our purpose is to work alongside people to build on their strengths, values and goals, supporting improved health and wellbeing, independence, social participation and meaningful relationships. We embrace a recovery-oriented, person-centred approach that recognises people with lived and living experience as experts in their own recovery. 
Established in 1986, Mentis Assist has evolved to deliver flexible, evidence-informed supports that promote choice, dignity and inclusion. We are committed to the principles of the Mental Health and Wellbeing Act 2022, including supported decision-making, cultural safety, and human rights. 
Our vision is for all people to have the opportunity to live a contributing and meaningful life. We value diversity and actively include the voices of people with lived experience, Aboriginal and Torres Strait Islander peoples, and people from all cultures, abilities, and LGBTIQA+ communities. 
All employees are expected to uphold Mentis Assist’s values of Inspiration, Creativity, Empathy, Support and Collaboration in their daily work and interactions.
Conditions of Employment 
· In accordance with the National Employment Standards and relevant award: Social, Community, Home Care and Disability Services (SCHADS) Award 2010 (which is incorporated in the Mentis Assist Enterprise Agreement 2018), Health Professionals and Support Services Award 2010, or Nurses Award 2010 or non- award depending upon position. Generous salary packaging tax exempt benefits in accordance with ATO guidelines and Mentis Assist policies. 
· Satisfactory pre-employment screening checks including National Criminal History Check, International Police Check/Statutory Declaration (if required), Working with Children Check (if required), Qualification Check, Employment History and Referee Check.
· Mentis Assist encourages people with a disability to apply and encourages full disclosure of illness or disability.
· We actively encourage the voices of, and value the unique perspectives of all staff including those with lived experience, peers, Aboriginal and Torres Strait Islander, all cultures, LGBTIQ+ communities. 
· Mentis Assist is a smoke free workplace.
· Right to work in Australia.

Qualifications and Requirements
Essential
· Bachelor qualification in Human Resources, Employment Relations, Business, Psychology, or related discipline
· Minimum 5 years’ generalist HR experience
· Experience in managing employee relations issues
· Knowledge and experience interpreting awards and enterprise agreements
· Current Victorian Driver Licence.
Desirable
· AHRI certification
· SCHADS Award expertise
· Certificate IV in Training and Assessment
· Return to work coordination qualification or experience
· Experience in community health, disability, mental health, or not-for-profit sectors.

Position Overview 
The People and Culture Manager provides strategic and operational leadership across the full People and Culture function. This role is responsible for delivering contemporary human resource management, employee relations, workforce governance, organisational development, employee wellbeing, learning systems, and workplace compliance that support a safe, engaged, and high-performing workforce.

The role oversees the full employee lifecycle and acts as the organisation’s subject matter expert on workforce matters including employee relations, modern awards, enterprise agreements, performance and conduct management, workplace investigations, remuneration governance, workforce planning, psychosocial safety, injury management, and organisational culture.

The position works in close partnership with the Director of Operations & Business Development, Executives, and the Manager of Finance to ensure workforce governance, payroll compliance, remuneration integrity, and employment-related controls are accurate, legally compliant, and operationally effective.

Legislative Framework
The role requires demonstrated working knowledge of and compliance with relevant legislation, employment instruments, and regulatory obligations, including but not limited to:

· Fair Work Act 2009
· National Employment Standards
· Fair Work Regulations
· Social, Community, Home Care and Disability Services Industry Award (SCHADS Award)
· Nurses Award
· Health Professionals and Support Services Award
· Applicable Enterprise Agreements
· Long Service Leave Act 2018 (Vic)
· Occupational Health and Safety Act 2004 (Vic)
· WorkSafe Victoria injury management and return to work obligations
· Equal Opportunity Act 2010 (Vic)
· Privacy Act
· Victorian Charter of Human Rights and Responsibilities Act
· Working with Children legislation
· Accreditation and funding workforce compliance obligations.

Line Manager & Reports
· Reports to Director of Operations and Business Development
· 1 Direct Report – Administration/HR Officer
· Works closely with executive and leadership teams
Key Accountabilities and Duties
Strategic People and Culture Leadership
· Lead the People and Culture function across the organisation.
· Develop and implement people and culture strategies aligned with organisational objectives.
· Provide expert advice to the Executive and leadership team regarding workforce strategy, organisational capability, culture, compliance, and workforce risk.
· Lead workforce planning, succession planning, capability development, and workforce sustainability initiatives.
· Develop workforce metrics, reporting, dashboards, and governance insights for executive decision-making.
· Support organisational redesign, service growth, and strategic workforce planning.

Employee Lifecycle Management
· Oversee and continuously improve all aspects of the employee lifecycle

Workforce Planning
· Workforce structure and establishment management
· Role design and position management
· Workforce capability mapping
· Succession planning
· Staffing and recruitment forecasting

Recruitment and Selection
· End-to-end recruitment and selection processes
· Workforce attraction strategies, including compliant advertising and recruitment documentation
· Interview governance and selection support
· Reference checking and credential verification
· Employment offers and contract generation

Pre-Employment Compliance
Ensure all mandatory screening and compliance requirements are completed and recorded, including:
· Criminal history checks
· Working with children checks
· Qualification verification
· Registration verification
· Right to work in Australia verification
· Licence checks
· Role-specific and/or other requirements

Onboarding and Probation
· Induction and onboarding frameworks
· Probation review processes
· Manager support and compliance oversight
· New starter integration and orientation

Employment Management
· Contract variations
· Classification changes
· Flexible work arrangements
· Secondments
· Parental leave administration
· Leave governance
· Workplace adjustments
· Employment record management

Ensure timely communication of employment lifecycle changes impacting payroll, including:
· Commencements
· Terminations
· Salary adjustments
· Contract changes
· Classification changes
· Leave changes
· Acting arrangements
· Secondments

Separation
· Resignation management
· Retirement processes
· Termination processes
· Exit interviews
· Redundancy and organisational change processes
· Workforce trend analysis

1. Employee Relations
Working closely with our external legal advisors, inform the organisation’s Executive and Leadership teams on employee relations matters, including:
· interpretation and application of:
· SCHADS Award
· Nurses Award
· Health Professionals and Support Services Award
· enterprise agreements
· contracts of employment
· classification assessment and award interpretation
· remuneration and entitlement advice
· allowances, penalties, overtime and leave interpretation
· consultation obligations
· dispute resolution
· union engagement and representation
· industrial correspondence
· enterprise bargaining support
· Fair Work matter preparation
· unfair dismissal risk management
· adverse action risk mitigation
· underpayment risk management
· compliance audits

Provide coaching and advice to managers to ensure lawful, procedurally fair and consistent people management practices.
2. Performance Management, Conduct and Workplace Investigations
Lead and support employee performance and conduct processes, including:
· performance review frameworks & performance improvement processes
· behavioural and conduct management and disciplinary processes
· grievance management, mediation and conflict resolution
· procedural fairness
· workplace investigations
· documentation governance
· investigation outcomes and recommendations
Ensure all employee relations processes are legally compliant, trauma-informed, fair, timely and consistent.

3. Learning and Organisational Development
Lead organisational learning and workforce capability initiatives, including:
· learning and development frameworks
· mandatory training compliance
· leadership development
· role-specific learning pathways
· internal and external training programs
· compliance credential monitoring
· workforce professional development planning
· succession capability development

Oversee learning management systems including Employment Hero.

4. Culture, Engagement and Workforce Wellbeing
Lead initiatives that strengthen culture, engagement and employee wellbeing.
Including:
· employee engagement initiatives and wellbeing programs
· recognition initiatives
· diversity, equity and inclusion initiatives
· lived experience workforce support
· respectful workplace programs
· psychologically safe workplace initiatives
· psychosocial hazard prevention, identification, and mitigation
· manager capability development

5. WHS, Psychosocial Safety and Injury Management
Partner with operational leaders and WHS stakeholders to ensure workforce safety compliance.
Responsibilities include:
· psychosocial risk management
· workforce wellbeing initiatives
· critical incident workforce support
· workplace adjustments
· WorkCover claims oversight
· return to work coordination including suitable duties planning
· injury management governance
· manager coaching regarding workplace obligations
· compliance with WorkSafe Victoria requirements

6. Remuneration, Payroll Governance and Workforce Compliance
Oversee remuneration governance and employment compliance.
Responsibilities include:
· remuneration structures
· classification governance and award mapping
· contract governance
· workforce governance controls
· policy development and review
· employment compliance audits
· accreditation workforce compliance

Work collaboratively with the Manager of Finance to ensure accurate and compliant payroll administration.
Including:
· interpretation of awards, agreements and employment conditions impacting payroll
· advice regarding allowances, penalties, overtime, leave entitlements and classification structures
· salary movement governance
· payroll compliance reviews
· underpayment risk mitigation
· reconciliation of employment changes impacting payroll
· payroll audit support
· payroll systems/process improvement
· ensuring employment-related payroll practices comply with legislation and organisational policy

The People and Culture Manager is accountable for workforce compliance interpretation, while payroll processing accountability remains with the Finance function.

7.    HR Systems, Reporting and Governance
Oversee HR systems and workforce reporting, including:
· HRIS (Employment Hero) administration
· workforce analytics
· compliance reporting
· records management
· data integrity
Provide reporting on:
· turnover and vacancy rates
· recruitment performance
· absenteeism and workers compensation trends
· training compliance
· employee relations activity
· workforce risk indicators

8. Leadership and Stakeholder Engagement
· Lead, coach and support direct reports.
· Build trusted partnerships with leaders, employees, and executive stakeholders.
· Liaise with unions, legal advisors, external consultants, regulators, and training providers.
· Support workforce components of tenders and service submissions.
· Represent the organisation in workforce-related meetings and forums.

Self and Workplace
· Contribute to a healthy and safe workplace.
· Take care of your own health and safety and understand the responsibilities and accountabilities to yourself and others in accordance with WH&S legislation, internal policies and promote a working environment that is congruent with those guidelines.
· Acknowledge, appreciate, and encourage differences, valuing people for their skills, competencies, and contribution to Mentis Assist’s continuing success.
· Understand responsibilities and accountabilities to yourself and others in accordance with the Victorian Charter of Human Rights and Responsibilities Act 2006 (Vic.) and other relevant legislation.
· Abide by Mentis Assist policies, procedures and accreditation standards.
· Ensure all organisational and administrative reporting and accountabilities are completed accurately and in a timely manner.

Professional Development
· Participate in regular supervision with the Director of Operations and Business Development. 
· Undertake annual performance appraisals with the Director of Operations and Business Development and develop and implement own professional development plans. 
· Actively take part in training and skill building opportunities.
Other Administration 
· Ensure all reporting requirements are completed within set timeframes and to the highest standard.
· Ensure HR, Code of Conduct, and Learning and Development policies and procedures are adhered to.
· Ensure adherence to WHS and Critical Incident Reporting. 
· Ensure all service expenditure has been approved in line with Mentis Assist’s Delegation Schedule policy and guidelines.
· Possess excellent written and verbal communication and IT skills.
Other Duties
· Conduct other duties as directed. 



Key Selection Criteria
1. Demonstrated senior generalist HR leadership experience across the full employee lifecycle.
2. Advanced Employee relations knowledge, including SCHADS, Nurses Award, Health Professionals Award and enterprise agreement interpretation.
3. Strong working knowledge of Australian employment law and workplace compliance.
4. Demonstrated experience managing complex employee relations matters.
5. Experience leading workplace investigations, disciplinary processes and performance management.
6. Demonstrated workforce planning and organisational development capability.
7. Experience in remuneration governance, classification compliance and payroll-related HR oversight.
8. Experience partnering with Finance to support compliant payroll administration.
9. Demonstrated knowledge of psychosocial safety, WorkCover and return to work obligations.
10. Strong policy development, HR systems and governance capability.
11. Excellent stakeholder engagement, negotiation and communication skills.
12. Demonstrated commitment to inclusion, diversity and lived experience workforce participation.

Acknowledgment for Receipt of Position Description 
I have received a copy of the Position Description and have read and understand its contents. I understand that this Position Description is an indication of the duties and responsibilities that I may be required to undertake. From time to time, I may be required to undertake other duties within my skills and experience. 

Name: (please print)	_______________________________________________________________ 

Signature:		__________________________________________ Date:  ________________
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