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POSITION DESCRIPTION 

People and Culture Administrator 
 
 

DEPARTMENT People & Culture LOCATION Blackburn, Melbourne 

REPORTS TO People & Culture Director DIRECT REPORTS none  

TYPE Part-time, 2 days per week LAST UPDATED May 2019 

 

POSITION PURPOSE 

The People and Culture Administrator provides high level administrative, project and recruitment 
support to the human resources function within TEAR Australia. 
 

POSITION ACCOUNTABILITIES 

OVERALL ACCOUNTABILITY OVERALL OUTCOME  

TEAR MISSION AND VALUES 
This position furthers TEAR’s mission and 
especially relates to the values of 
excellence, whole person, relationships 
and collaboration. 
 

 
Serves the human resources function 
effectively and relates to TEAR staff in a 
way that reflects TEAR’s Christian values 
and ethos. 

 
Essential 

ACCOUNTABILITY AREAS AREA OUTCOMES Est % 
 
Recruitment, on-boarding, due 
diligence and Induction  
 
End to end recruitment including; 

 preparing advertisements and 
position descriptions 

 candidate management, including 
management of People@TEAR 
inbox 

 participating in interview panels 
as required 

 assisting with reference checks 
and due diligence checks as 
required 

 arranging psychometric 
assessments 

 preparing employment contracts, 
and personnel files. 

 
Assist supervisors to create and 
implement effective induction plans, and 
follow up induction process, and 3 and 6 
month probation processes  

 
 
 
 

 Recruitment is conducted in 
accordance with the relevant TEAR 
policies and procedures.   

 Supervisors and candidates are 
provided with excellent customer 
service during the hiring process.   

 Induction and on boarding is followed 
up with supervisors to ensure a good 
welcome for each new staff member 
and complete paperwork for staff file.  

 TEAR’s Christian identity and values 
are evident throughout the recruitment 
and induction process. 
 

25% 

 
Safeguarding & Training 
Administration 
Monitor compliance with SC Policies and 
Guidelines including advising on 
volunteer due diligence, assisting with 
due diligence checks where required and 

 
 
 
Safeguarding Children due diligence is 
regularly monitored and reported through 
TEAR’s ChildSafe Safety Management 
Online (SMO) system.  

20% 
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training staff and volunteers as needed in 
due diligence processes.  
 
Administration of ChildSafe SMO.  This 
includes police checks, working with 
children checks, reference checks, signed 
codes of conduct, interview questions, 
training and any other data relevant to the 
safeguarding of children. 
 
Maintain systems for recording and 
reminders for due diligence processes 
and training refreshers where SMO does 
not provide this.  
 

 
 
 
Staff and volunteer due diligence is 
accurately recorded on ChildSafe SMO.  
Organisational SMO users are supported 
when they encounter problems.   
 
 
Monitor and create suitable recording 
processes for required safeguarding 
renewal and training processes e.g. 
PSEAH training, gender training, Child 
Protection training, RAP related training, 
annual Code of Conduct signing. 
 

 
Policy, Compliance and Standards 
Research relevant policy, legislation or 
standards to provide advice on 
employment relations matters. Provide 
staff with information around the practical 
application of policy and procedure.  
 
 
Assist in the revision of TEAR policies 
and procedures, including research and 
drafting of policy edits. Updating of 
People@TEAR Mango Apps documents 
from time to time 
 
Assist in administration of compliance 
with ACFID, Core Humanitarian 
Standards, DFAT and legislative 
requirements relevant to people 
management. 
 

 
All documentation is legally compliant and 
best practice. Award entitlements terms 
and conditions are interpreted in changing 
workplace relations environment.  People 
and Culture Director is well supported 
when checking facts and practice against 
legislation. 
 
People@TEAR documentation is kept up 
to date and relevant.  
 
 
 
 
The various standards are understood and 
any gaps between TEAR’s practice and 
the standards are identified and 
highlighted for action.   
 

20% 

 
Safety and Security 
Recording safety data including incidents 
(including PSEAH, Safeguarding and 
WHS incident registers) and hazards, 
ergonomic assessments, work from home 
assessments and office site 
assessments.  
 

 
Data is accurately recorded in a timely 
manner and presented for the relevant 
forums.  Outstanding items are followed 
up on so a healthy and safe work 
environment is maintained with strong risk 
mitigation.  WHS reports are kept up to 
date. 
 

 
5% 

 
Administration 
 
Submit annual remuneration data. 
 
Prepare statistics for Board reporting. 
 
 
 
 
Personnel files- maintain employee 
records according to policy and legal 
requirements. 
 

 
 
TEAR’s remuneration data is submitted to 
Aon Hewitt for their annual NFP salary 
survey. 
 
Accurate information is provided on staff 
turnover, hazards/incidents, recruitment 
statistics, learning and development and 
safety. 
 
Staff data and records are kept organised 
and up to date.  Good record keeping for 

15% 
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General administration  

General administrative duties such as 
digitisation of files, filing, Org chart and 
staff details updates, checking of draft 
documents, assisting with PaT Working 
Group meetings. 

volunteers.  Work reviews are tracked and 
stored on files. 

 
Projects 
 
Conduct investigation and make 
recommendations on projects related to 
People@TEAR e.g. investigation and 
implementation of a HRIS, or review of 
Safety Management System. 
 
 

 
 
 
People@TEAR systems are continually 
improved and projects assigned are 
completed within the agreed timeframe 

10% 

 
Organisational citizen 
 
Role model TEAR’s Christian values and 
be a positive example of People and 
Culture for the broader TEAR team. 
 
 
 
 
Participate in the spiritual life of TEAR. 

 
TEAR’s Christian values are lived out.  
Stakeholders experience exceptional 
customer service support from People and 
Culture.  People and Culture is viewed as 
an integral part of TEAR and a support to 
the overall strategy.  The P&C Coordinator 
role models ‘One TEAR’ approach to 
work. 
 
Lead devotions as part of a roster.  
Provide prayer support to TEAR’s 
Christian staff as required and 
appropriate. 
 

5% 

POSITION REQUIREMENTS 

MUST 
HAVE 

o Commitment to TEAR Australia’s Christian values and ethos. 

o Experience in human resources administration or other multi-disciplinary 
administration role 

o Astute thinker; able to learn quickly, analyse with insight, think creatively, identify 
opportunities, perceive needs and respond proactively to support others.   

o High attention to detail and accuracy both numerical and written. 

o Well organised and self-motivated, able to prioritise effectively. 

o Approachable and able to relate well to a range of different people, sensitive, 
knowledgeable and committed to building a gender, ethnicity and disability-
inclusive workplace. 

o Professional and can demonstrate a high degree of confidentiality. 

HIGHLY 
REGARDED 

o Relevant tertiary qualifications  

o Experience working with a Christian organisation/ministry.  

o Previous experience managing child protection requirements, WHS reporting, 
Policy and reporting for an organisation. 

 
Everyone at TEAR is responsible for workplace safety both in terms of their own behaviour and taking 
action to resolve safety issues they become aware of.  
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The People and Culture Administrator will at all times carry out their responsibilities with due regard to 
TEAR Australia's commitment to safeguarding children in accordance with TEAR’s Safeguarding 
Policies. 
 
TEAR values diversity and each staff member is expected to demonstrate a commitment to gender 
equality. 
 

KEY POSITION RELATIONSHIPS 

Internal External 

o People@TEAR Working Group  

o Payroll, accounts staff 

o Leadership Team members and LT 
support staff  

o Volunteers 

o Service contacts as required (EAP, SMO, Psych 
testing firms). 

 

 
TEAR MISSION 

TEAR Australia is a Christian development, relief and advocacy organisation responding to global 
poverty and injustice. Our vision is for a just and compassionate world in which all people have the 
opportunity to achieve their God-given potential.  
We will 

o Inform, challenge and empower Australian Christians to make biblically-shaped responses to 
poverty and injustice. 

o Support community-based Christian groups, churches and mission organisations around the 
world as they work holistically with poor communities in development, relief and advocacy. 

o Adhere to biblical teaching, and evaluate our work and attitudes in its light. 
o Maintain a low-cost administration regime in order to maximize the funds allocated to project 

partners. 

 
TEAR VALUES 
 
As a faith-based Christian organization, TEAR Australia seeks to adhere to biblical teaching and 
evaluate work and attitudes in its light. Consequently TEAR Australia aspires to the following values: 
 

A commitment to the poor  

A commitment to the whole person 

A commitment to justice 

A commitment to prayer 

A commitment to relationships 

A commitment to participation 

A commitment to excellence 

A commitment to learn from others 

A commitment to collaboration 

A commitment to accountability 

 


