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3 JOB DESCRIPTION

Position Title Leadership & Org Development Business Partner Level [

=lelelaisi(ol (el [S) B Manager, Leadership and Organisational Development

Team People and Culture

Location 15 Hospital Avenue, Nedlands - Perth Children's Hospital

PURPOSE OF POSITION Provide a brief description of the general nature of the position; an overview of why the
job exists; and what the job is to accomplish.

Reporting to the Manager, Leadership & Organisational Development, this position is responsible for supporting strategic
projects, training and professional development, and leadership programs and initiatives at the Institute, in addition to the
coaching and mentoring of teams, staff and students.

KEY RESPONSIBILITIES

© A maximumof5 primary responsibilities for the position
© Listin order of importance
(> Workplace Safety is mandatory for all Job Descriptions

Tasks required to achieve

Key Key Responsibilites Measures
Organisational |+ Manage and/or undertake strategic organisational « Organisational Development
Development | development projects in line with Institute objectives projects achieve Institute objectives
Business « Support the development of key leadership and other « Successful delivery of leadership
Partnering professional development programs and initiatives programs

« Assist the Manager, Leadership & Organisational « Successful delivery of training and

Development in the building leadership capacity within the professional development programs

Institute at the individual, team and

« Support the development and delivery of equity programs and | organisational level

strategic projects (e.g. Athena SWAN and Aboriginal  Successful execution of equity

Employment and Career Development Strategy) programs and strategic projects

* Manage and/or undertake the development and delivery of the

early and mid-career research mentoring program
Organisational |+ Manage the Institute’s Learning Management System « Extent of team, staff and student
Development (Cornerstone) participation in leadership and
Business « Develop and deliver professional development workshops for | professional programs and initiatives
Partnering teams, staff and students « Formal and informal feedback from
Continued « Coach, mentor and develop staff and students teams, staff and students that

« Support learning groups, peer support, collective voice participate in leadership and

0 Support Student Circle initiatives — e.g. two-day residential professional development programs

student development program, student symposium, career and initiatives

development sessions « Formal and informal feedback from

0 Support Early-Mid Career researcher initiatives participants of leadership and

0 Resource and develop workshops for students, researchers | mentorship programs

and staff




_

KEY RESPONSIBILITIES continued ...

Tasks required to achieve

Key Responsibilites Measures
Student « Coordinate volunteer and work experience student « Successful delivery of student
Program placements internship program
* Manage the Institute’s internship program « Successful placement of volunteer
» Coach, mentor and development students as required and work experience students
« Provide professional advice, support and advocate for « Formal and informal feedback from
students and supervisors key stakeholders

» Excellent customer service

Administration |+ Management of UWA'’s adjunct application and renewal  Successful and timely completion of

and Database | process on behalf of the Institute adjuncts applications and renewals

management * Support the Coordinator, Leadership & Organisational « Successful record keeping of
Development with database management and student/staff adjunct renewal dates and application
related record keeping as required timelines

e Accurate L&OD reporting data

Other » Other duties as directed




_

Workplace
Safety © Take reasonable care for your own safety and health |® Responsibilities are
and avoid harming the safety and health of others embedded in work practices.
through any act or omission at work.
© Hazards are effectively
(> Identify and assess workplace hazards and apply managed or reported.
hazard controls.
© Accidents and incidents are
© Report every workplace injury, illness or near miss, no reported in a timely manner.
matter how insignificant they seem.
© All applicable safety policies
© Abide by Telethon Kids Institute policies and and procedures are sought,
procedures. understood and implemented.
ESSENTIAL CRITERIA

Qualifications: Bachelor's Degree in relevant discipline

(what are the minimum

educational, technical or
professional qualifications
required to perform the role)

Essential « At least 5-7 years’ experience in a learning and development or organisational development role,
) including the development, management and implementation of contemporary coaching, training and
Skills, team development initiatives

[ {ale)W[=le[s[=R « Proven high level knowledge and experience in project management and delivery of required
Experience: outcomes in accort_jgnce wi_th specifieq timelines _ _ _

» Demonstrated ability to think strategically; be able to identify future needs of the internal and
external stakeholders and develop appropriate organisational responses
« Demonstrated high level knowledge and experience building relationships with internal and external
stakeholders, preferably in a university/academic environment
» Well-developed communication and interpersonal skills to deliver information to a broad range of
stakeholders at all levels of the Institute: (e.g. researchers, clinicians, funding bodies, professional
staff)
» Demonstrated ability to anticipate and resolve problems; be proactive and initiate action to deal
with issues when they arise
« Demonstrated computer proficiency with MS Office suite, Outlook

DIRECT REPORTS 0 Direct Reports

List by job title any positions
to be supervised by this role

Approved by: Signature of the person with the authority Ben Andrews
to approve the job description and job title

Date approved: Date upon which the job 14/11/2018
description was approved

Reviewed by P&C: Date when the job description
was last reviewed by People & Culture




	Position Title: Leadership & Org Development Business Partner
	Level: B
	Reports to role: Manager, Leadership and Organisational Development
	Team: People and Culture
	Location: 15 Hospital Avenue, Nedlands - Perth Children's Hospital
	KeyRow1: Organisational Development Business Partnering  
	Tasks required to achieve Key ResponsibilitesRow1: • Manage and/or undertake strategic organisational development projects in line with Institute objectives 
• Support the development of key leadership and other professional development programs and initiatives
• Assist the Manager, Leadership & Organisational Development in the building leadership capacity within the Institute
• Support the development and delivery of equity programs and strategic projects (e.g. Athena SWAN and Aboriginal Employment and Career Development Strategy) 
• Manage and/or undertake the development and delivery of the early and mid-career research mentoring program
	MeasuresRow1: • Organisational Development projects achieve Institute objectives
• Successful delivery of leadership programs
• Successful delivery of training and professional development programs at the individual, team and organisational level
• Successful execution of equity programs and strategic projects

	KeyRow2: Organisational Development Business Partnering Continued
	Tasks required to achieve Key ResponsibilitesRow2: • Manage the Institute’s Learning Management System (Cornerstone) 
• Develop and deliver professional development workshops for teams, staff and students
• Coach, mentor and develop staff and students
• Support learning groups, peer support, collective voice
o Support Student Circle initiatives – e.g. two-day residential student development program, student symposium, career development sessions
o Support Early-Mid Career researcher initiatives  
o Resource and develop workshops for students, researchers and staff 

	MeasuresRow2: • Extent of team, staff and student participation in leadership and professional programs and initiatives 
• Formal and informal feedback from teams, staff and students that participate in leadership and professional development programs and initiatives
• Formal and informal feedback from participants of leadership and mentorship programs
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	Tasks required to achieve Key ResponsibilitesRow1_2: • Coordinate volunteer and work experience student placements 
• Manage the Institute’s internship program
• Coach, mentor and development students as required
• Provide professional advice, support and advocate for students and supervisors 

	MeasuresRow1_2: • Successful delivery of student internship program
• Successful placement of volunteer and work experience students 
• Formal and informal feedback from key stakeholders
• Excellent customer service

	KeyRow2_2: Administration and Database management 
	Tasks required to achieve Key ResponsibilitesRow2_2: • Management of UWA’s adjunct application and renewal process on behalf of the Institute
• Support the Coordinator, Leadership & Organisational Development with database management and student/staff related record keeping as required

	MeasuresRow2_2: • Successful and timely completion of adjuncts applications and renewals 
• Successful record keeping of adjunct renewal dates and application timelines
• Accurate L&OD reporting data

	KeyRow3: Other
	Tasks required to achieve Key ResponsibilitesRow3: • Other duties as directed
	MeasuresRow3: 
	Qualifications what are the minimum educational technical or professional  qualifications required to perform the role: Bachelor’s Degree in relevant discipline
	Signature of the person with the authority to approve the job description and job title: Ben Andrews
	Date upon which the job description was approved: 14/11/2018
	Date when the job description was last reviewed by People  Culture: 
	Essential Skills Knowledge  Experience: • At least 5-7 years’ experience in a learning and development or organisational development role, including the development, management and implementation of contemporary coaching, training and team development initiatives
• Proven high level knowledge and experience in project management and delivery of required outcomes in accordance with specified timelines 
• Demonstrated ability to think strategically; be able to identify future needs of the internal and external stakeholders and develop appropriate organisational responses
• Demonstrated high level knowledge and experience building relationships with internal and external stakeholders, preferably in a university/academic environment 
• Well-developed communication and interpersonal skills to deliver information to a broad range of stakeholders at all levels of the Institute: (e.g. researchers, clinicians, funding bodies, professional staff)
• Demonstrated ability to anticipate and resolve problems; be proactive and initiate action to deal with issues when they arise
• Demonstrated computer proficiency with MS Office suite, Outlook

	Text1: Reporting to the Manager, Leadership & Organisational Development, this position is responsible for supporting strategic projects, training and professional development, and leadership programs and initiatives at the Institute, in addition to the coaching and mentoring of teams, staff and students.  
	Text3: 0 Direct Reports


