
 

 
 
 

Position Description 
_________________________________________________________________________________________________________________________________________________________________ 

 

Position title Human Resources Administrator 

Position ID  JD067 

Discipline Corporate Services Team/Human Resources 

Hours Fixed-term, Part-time 

Direct reports Nil 

Reports to Human Resources Manager 

Location NSW – Parramatta 

Position purpose The role is responsible for assisting the HR Manager with the company 

wide human resource function, providing efficient, accurate and timely 

transactional and administrative support.  

Key Result Areas (KRA’s) 

Strategic areas where positive results must be achieved for Niche to achieve its strategic goals 

KRA Measure and Expectation 

Induction and 

onboarding/offboarding 

Assist with the onboarding and induction of new employees, set up 

users in the office systems, ensure receipt and correct completion of 

employment documents in a timely manner. 

 

Prepare offboarding documentation, ensure all equipment and logins 

are returned and registered, exit checklist and equipment checklist are 

emailed to the team leader/manager promptly. Exit interviews are 

booked and exit documentation is retuned and stored correctly. 

Recruitment assistance Prepare and collate recruitment documentation, review incoming 

applications, reference checking, booking interviews, phone screening, 

booking pre employment checks, posting to job boards and associated 

tasks. 

 

Maintain friendly, professional and strong customer service when 

contacting prospective employees. 

 

Other ad-hoc tasks as required. 



 

 
 
 

HR Administration Co-ordinate processes, documents and records for employee movements 

and changes including producing and updating organisational charts. 

 

Maintain HR records, files, registers and databases, HR forms, templates 

and letters. 

 

Prepare emails, employment documentation, assist with receipt, 

evaluation and storing of performance review documentation, 

employment contracts and associated paperwork, letters etc. 

 

Monitor, track and send reminders to ensure adherence to probationary 

timelines. 

 

Assist with, provide support, monitor and track annual and mid-year 

processes for performance reviews/appraisals. 

 

Maintain and review a calendar of HR processes and company initiatives. 

 

Create and monitor reminders for HR processes and procedures. 

 

HR Administration 

projects 

Assist with HR projects, research for appropriate tools, information and 

current legislation and technology changes. 

 

Use a variety of reputable sources to obtain relevant information. 

 

Other ad-hoc duties as required. 

Values and behaviours Role model Niche’s values and behaviours during all work activities. 

 

Understand and ensure confidentiality of employee and company 

information. 

Health Safety and 

Environment 

Lead by example to promote a proactive safety culture 

Play an active role in your safety and the safety of others around you 

Ensure that all work is carried out with compliance to workplace health 

and safety laws, regulations, policies and procedures. Risks are to be 

identified and reported 

Respond to any HSE incidents as per the incident procedure and report 

them to your manager and the HSE coordinator, as per the HSE manual 

Respond to any environmental risks as appropriate through the SWMS 

process and advise management and the HSE coordinator accordingly 

Participate in HSE consultation and training initiatives 

Competency Profile 



 

 
 
 

Competency Description 

Collaborative Works well with others to achieve team goals 

Shares opinion/experience/ knowledge with others and in turn, listens to 

the values and opinions of others 

Consults with colleagues and seeks their input in problem solving 

/decision making  

Keep manager informed of progress/issues encountered 

Communication Listens to others 

Expresses thoughts and ideas effectively  

Conveys information clearly, concisely and logically in both verbal and 

written  

Checks for understanding to ensure mutual understanding of others 

Problem solving Seeks all relevant information for problem solving 

willing to seek input from others and share own ideas to achieve best 

outcomes 

Innovative Draws on a range of information sources to identify a new way of doing 

things 

Challenges the status quo by continuously reviewing the established 

ways of doing things 

Resilience Perseveres to achieve goals, even in the face of obstacles 

understands setbacks and disappointments  

Remains calm and in control under pressure 

Accepts constructive criticism in an objective manner 

Professionalism Demonstrates professional and respectful behaviours that reflect 

organisational expectations 

Behaves ethically and accepts responsibility for own actions 

Responds to others with courtesy and respect, is open and honest 

Cultural awareness and 

support of diversity 

Treats others fairly 

Treats all people with respect and values diverse perspectives 

Participates in a supportive work environment for the diverse and 

multicultural workforce 

Recognizes differences as opportunities to learn and gain by working 

together 

Qualifications and Experience 

Education Essential:  

Qualification in Human Resources, such as certificate IV, diploma or a 
degree.   

Desirable: Current drivers licence. 



 

 
 
 

Experience Years of experience: 

At least 2+ years in a similar role within a Human Resources or 

recruitment team. 

Recruitment experience is an advantage. 

Areas of work experience: 

Strong administration and communication skills. 

Demonstrated ability to prioritise and manage multiple tasks with the 

ability to meet deadlines and seek out information. 

Resilient and can deal with pressure in a fast-paced work environment. 
Demonstrated ability to exercise tact, discretion and sensitivity to the 
confidentiality of personal and company information. 

 

The employee’s signature confirms that the position holder and team leader / manager have read the 
above position description and are satisfied that it accurately describes the position. 

Employee Name  

Date  

Signature  

 

 

Reviewed by Amendments Document Approved By Date 

  Kelly Byrne, HR Manager 17/8/2020 

    

 

 


