Position

Manager Human Resources

Salary

$92,107– $105, 925 per annum + up to 13.5% superannuation
Eligible for a Rostered Day Off

The Town of Claremont is a progressive local government that was established in 1898 for the
picturesque riverside suburbs of Claremont and Swanbourne. It is a busy and forward focused local
government with dedicated staff who are committed to making a difference at a local level.
The Town is looking for an experienced Human Resource professional to provide end-to-end support
for the entire employment life cycle including recruitment & selection, employee relations, staff
retention, development and performance management. Key responsibilities of the role include:










Overseeing the recruitment process in conjunction with a HR officer to ensure the Town employ’s
the best people.
Coordinating staff induction and training and development programs.
Coordinating the Town’s health and wellbeing program.
Assisting Managers with performance management issues and disciplinary processes.
Providing generalist HR and IR advice.
Annual review of Town policies and procedures.
Keeping up to date with HR best practice and relevant legislation and updating key stakeholders
as required.
Managing the Town’s Work Health & Safety officer and overseeing the Town’s WHS committee.
Managing the Town’s payroll officer and providing advice on the interpretation of the Town’s
Enterprise Agreement. Ensuring the accurate processing of the fortnightly payroll and monthly
superannuation payments for the Town’s employees.

Your core values must mirror the Town’s values of respect, integrity, quality communication and
excellent customer service. This role requires an individual who has sounds judgment, excellent
communication, problem solving and organisational skills. Experience with payroll and a certificate IV
or sound knowledge of WHS legislation and general workplace safety issues is highly desirable. The
salary offered will be commensurate with candidates experience and skills as against the position
description.
The Town offers great benefits such as additional superannuation contributions, the ability to work
from home, free parking, an on-site gym, free access to the Aquatic Centre and health and wellbeing
programs.
The Town is an equal opportunity employer that values a diverse workplace. We encourage people of
all ages, genders, culturally diverse backgrounds and those with a disability to apply.
Applications close 28 September 2022 at 5pm.
Please direct all enquiries to Bree Websdale, Director Governance & People.

