
The Mornington Peninsula Shire is committed to creating a diverse and safe environment. We are 
proud to be an equal opportunity and Child Safe employer. We welcome applicants who identify as 
Aboriginal or Torres Strait Islander; have a disability; and/or are from a culturally and linguistically 
diverse (CALD) background. 

All employment offers will be subject to various safety screening and background checks.  

 

 

Outstanding team role within high performing cohort delivering excellence with a broad range of Employee 
Relations projects. Varied role with growth. 

 
 Collaborative team with mentoring and guidance 
 Broad range of Employee Relations and HR tasks to own 
 Use this opportunity to build your HR knowledge and brand. 

 

If you are an experienced and Degree qualified HR Professional with a thirst for knowledge and a keen interest in 
fine tuning your Employee Relations skills, this could well be the ideal opportunity to consider.  This position is 
available due to business growth and will report into the Senior HR Advisor. 
 
Working as part of a collaborative HR team who support a large number of employees across a broad range of 
positions, this key role will specialise in Employee Relations. 

 
Key tasks and responsibilities will include but not be limited to: 

 Interpretation and advise to Managers with Industrial Awards, Enterprise Agreements and Business 
HR Policies.  This includes building skills and coaching with people management and leadership. 

 Active participation in EBA negotiations and Employee Consultative Committees as required 
 Provide on-going guidance and support to Managers and Team Leaders with regards to performance, 

grievance, equal opportunity and disciplinary matters.  This also includes providing advice on 
appropriate actions to work towards a corrective action and subsequent improvement. 

 Attend with or conduct meetings for  Managers to support through performance and disciplinary 
matters.  Review and also prepare information for these meetings.   

 Assist with investigations and report on same, this may include liaising with Union organisers and 
representatives. 

 

This role would suit best an individual with a passion for HR and more specifically Employee Relations who is 
seeking further development and an opportunity to demonstrate their capability in this specialist area.  Critical 
considerations will be prior experience gained in the workplace that showcase understanding and application of 
best practice HR and Employee Relations, a strong knowledge of Awards interpretation, Legislation and 
Employment Law and experience working closely with management to enhance learning and capability with their 
teams. 
 
Your ability to influence and negotiate using excellent communication skills both verbal and written together with 
strong organisational and time management, proven skills with meeting critical deadlines whilst managing a 
number of complex cases and experience within a team environment where you have worked with change will 
also be key considerations.  Salary commensurate with experience. 

 
Don't delay your application, it will require a covering letter addressing the key components of this position 
together with your current resume.  Send to Karen O'Brien, General Manager, Johnson Recruitment.  Applications 
close on 14th July, 2017.  If further information is required, please call 9946-7325. 
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Position Overview 
 

POSITION TITLE: EMPLOYEE RELATIONS ADVISOR 

Directorate: Office of the CEO 

Department: Human Resources 

Location Primarily Rosebud Office; however the role requires regular travel across all sites. 

ORGANISATIONAL RELATIONSHIPS 

Reports to Senior Human Resources Advisor 

Supervises Nil 

Primary 
internal 
relationships 

 Human Resources Team 

 All employees and management  

 Employee Consultative Committee 

 Information Services 
 

 Union delegates  

 Payroll 

 Legal and Risk 

Primary  
external 
relationships 

 Union representatives/ organisations 

  Industry associations  

 Victorian Human Rights & Equal 
Opportunity Commission 

 Human Resources staff in other 
Councils 

 Fair Work Commission 

 Vision Super 

 Legal firms 

 Employee Assistance Program provider 

CONDITIONS OF EMPLOYMENT 

Terms and 
conditions 

In addition to the terms and conditions of Council’s Enterprise Agreement, there are 
policies and procedures that apply to your employment. These policies and procedures 
are formulated by the Council for the efficient and fair administration of employment and 
other business matters. You must diligently comply with its policies and procedures as 
amended from time to time.  However, such policies and procedures are not deemed to be 
incorporated into your employment conditions, nor are they intended or deemed to impose 
specific contractual obligations on the Council. 

Award 
classification 

Band 6/7 dependent upon skills and experience 

Position 
Status 

Permanent full time  

Hours 
Business hours (between 8am and 6pm); attendance at meetings outside core hours may 
be required.   

Mandatory 
licences and 
checks 

 Police Check 

 Working With Children’s Check 

 Current Drivers licence 
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Our Organisational Values 
MPS is committed to the highest standards of 
performance, behaviour and service. To guide us in the 
delivery of exceptional community outcomes, we have 
five CORE values that are integral to everything we do.  

These values are:  

 Integrity 

 Openness 

 Courage 

 Respect, and 

 Excellence.  

Our Core Values set the framework for how we work 
together to achieve outstanding outcomes for our  
customers and our community. 

Our values guide us in clearly defining and  
communicating:   

  How we do things at MPS; 

 How we make decisions in the best 
interests of the community we serve; and  

 How we hold ourselves and each other 
accountable the highest standards of 
performance and conduct.  

Our Values set our organisational culture and articulate the shared behaviours we are all required to live by when 
making decisions in the course of our work. In living our values, we build a collective culture committed to high 
performance, and send a clear message to our colleagues and our community about how we go about our business. 

Our commitment to Child Safety   

MPS is committed to the safety, participation and empowerment of all children. We have zero tolerance of child 
abuse and have robust policies and procedures to protect children from abuse and respond to any allegations or 
safety concerns. We are committed to the cultural safety of Aboriginal children and children from culturally and/or 
linguistically diverse backgrounds; and to providing a safe environment for children with disability. 

We are committed to preventing child abuse and identifying risks early and providing education and training to 
employees to achieve these commitments.  

All employees are responsible for supporting the safety, participation, wellbeing and empowerment of children.  

Working with Children’s Checks and other pre-employment checks 

As part of our commitment to a Child Safe Organisation, all employment offers with the Shire will be subject to a 
Working with Children’s Check (WWCC). MPS must be nominated as the employer.  

Some roles may also require a police check, as well as other pre-employment checks (such as driver’s license, 
qualifications, and fit for work assessments).  
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About Mornington Peninsula Shire Council 
About the Peninsula 

The Mornington Peninsula is one of Melbourne’s greatest assets, characterised by unique townships, world renowned 
tourist regions, and areas of national and international conservation significance. The Peninsula is has an area of 723 
square kilometers, and features approximately 10% of Victoria’s total coastline.  

The Peninsula is represented eleven Councillors across six wards.  

 

 

 

 

 

 

 

 

 

 

 

Our organisation  

With approximately 1200 employees, MPS is a busy and vibrant workplace. Our primary sites are located at Rosebud, 
Mornington and Hastings, with additional facilities across the Shire.  

MPS delivers over 80 individual services to our diverse community, ranging from:  
 

 Children and Youth services 

 Seniors and Disability services 

 Libraries and community 
learning 

 Sport and recreation programs  

 Halls and foreshore 
management 

 Regional Gallery programs and 
exhibitions 

 Road and asset management  

 Strategic Planning 

 Compliance and community 
safety 

 Animal management 

 Revenue management 

 Aboriginal and Torres Strait 
Islander programs 

 Tourism and business 
support 

 Major events 

 Climate change, energy and 
water programs 

 Infrastructure management 

 Cleansing, maintenance and 
amenity   

 Land management and 
conservation 

 Fire and emergency 
management 

 Heritage and coastal planning 

Our Council Plan extends across a four year cycle and is the cornerstone of ensuring we work together to achieve 
outstanding results for our community.  
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About the position 
Position purpose 

The Employee Relations Advisor will provide timely and accurate human resources support and advice to 
employees at all levels within the organisation; and will develop, foster and maintain effective internal and external 
relationships with a focus on delivering outstanding human resources services and support. This role primarily acts to  
support the Senior Human Resources Advisor and Executive Manager Human Resources to deliver generalist HR 
activities, with specific focus on advising on employee and industrial relations matters and HR policies and processes 
across the business. 

Key Responsibility Areas 

Team and organisational culture  

Organisational 
culture and 
team support 

 Be at all times a role model for the Shire’s Organisational Values and Code of Conduct 
 Be an active and positive contributor to the Human Resources team, taking into 

consideration all aspects of excellence in service delivery 

 Live the ‘One Team – no wrong door’ approach to deliver outstanding customer service 

 Maintain a pro-active presence across the organisation including external worksites to 
build up close working relationships with teams and team members 

Safety and 
wellbeing 

 Ensure the safety and wellbeing of children, self & others is at the forefront of all 
interactions & actions 

 Support management on all aspects of employee and industrial relations to ensure a safe 
and productive working environment in accordance with Shire policies and procedures 

Employee and Industrial Relations   

Employee and 
Industrial 
Relations 
 

 Interpret industrial Awards, Acts, Enterprise Agreement (EB) and human resources 
policies to staff and managers in a concise and straight forward manner. 

 Actively participate in Enterprise Bargaining Negotiations and Employee Consultative 
Committee as required 

 Represent Council as required with industrial organisations, including Fair Work 
Commission, Human Rights and Equal Opportunity Commission and other bodies 

 Liaise with and maintain effective working relationships with local union representatives 
and officials 

Performance 
and employee 
management 

 Provide guidance and recommend suitable strategies to Managers/Supervisors on human 
resource management issues including performance management, grievance, disciplinary 
matters and equal employment opportunity 

  Advise on appropriate actions for addressing performance and/or conduct concerns; 
particularly where corrective action may result in improvement 

 Attend performance and/or conduct meetings, and prepare and or/review relevant 
correspondence for disciplinary matters 

 Assist with investigations into performance or conduct concerns 

 Liaise with union organisers and representatives on employee relations matters including 
grievance/dispute resolution 
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Human Resource Management  

Consultancy  

 Contribute to the development of people management skills and leadership capability 
across the organisation, including ongoing advice, support, coaching, and training  

 Provide consulting service to managers on HR, ER, IR matters (including OD matters 
where required) 

 Assist leadership to develop their skills and capabilities in managing ER matters 
 Maintain strict confidentiality and uphold standards within team in relation to personnel 

 Consult with various organisational teams to ensure that necessary information is 
available for the provision of accurate and timely advice  

Policy 
development 
and 
implementation 

 Ensure relevant organisational polices are reflective of industry standards, updated and 
maintained including development of additional policies as required to ensure good HR 
practice is instilled in organisational leaders. 

 Assist people leaders with interpretation and implementation of Human Resource policies, 
including the MPS Employee Code of Conduct, Disciplinary Policy and Procedures, 
Grievance Policy and Procedures, and other Human Resource policies 

 Effectively deliver training on HR policy, procedure and initiatives 

Workforce 
Planning  

 Provide remuneration and classification advice/direction to Managers and employees, in 
accordance with legislation, awards and Council policies and procedures 

 Provide advice on, and participate when required in restructure and redundancy matters 
 Support the SHRA (and other leaders as directed) in organisational design projects as 

directed  

Organisational development and projects  

Organisational 
Development 
and Culture 
Projects 
 

 Work collaboratively with managers and team leaders in the delivery of organisational 
development and culture change programs that increase organisational effectiveness and 
employee performance and satisfaction 

 Contribute to the development and delivery of training programs as identified 
 Contribute to the continuous review and improvement of HR/OD practices and processes 

through creative problem solving, process mapping, service review, and innovation 

Projects   

 Manage specific projects as determined in the annual HR business plan as well as 
participating in functional and cross-functional initiatives 

 Support the implementation of HR Business systems 

 Work closely with the HR Business Analyst on a range of reporting projects  

 Support the team in the delivery of corporate induction, performance review, and other 
business critical projects   

 Support the HR Leadership Team as required 

 Support the recruitment function and participate in interview panels as required 

Other duties   As directed and within the skills and experience of the incumbent. 

 

  



Employee Relations Advisor  

  Page 7 of 10 

Accountability and Extent of Authority 
This position is accountable for: 

 The provision of accurate, timely and quality advice, information and guidance to Managers and staff in 
relation to human resource management, employee relations, and other team related issues. 

 The development and implementation of the annual corporate learning and development program.  

 Budgetary allocations related to the annual corporate learning and development program. 

 Researching and developing draft human resource policies for consideration by the Senior Human 
Resources Advisor and Executive Manager Human Resources. 

 Policy management, including the communication of changes and updates to all staff.  

 Adopting a pro-active safety approach to all activities. 

This position has the authority to: 

 Liaise with internal and external individuals and organisations for the purpose of managing related 
Human Resource matters. 

 Utilise position assessment information to determine position classifications. 

 Provide advice to management on minor employee relations and disciplinary matters.  
 Represent MPS at industry meetings, employer association and special industry groups and participate 

in internal meetings and cross-branch teams as required. 
 

Skills and knowledge  
Corporate responsibility 
 Occupational Health and Safety: Ensuring both work environment and practices reflect good 

Occupational health and Safety (WHS) standards in order to protect their own health and safety as well 
as the health and safety of others 

 Risk Management of Shire Assets: Ensuring both the work environment and practices reflect good 
risk minimization and management practices 

 Use of Council Resources: Promoting the efficient use of Council resources 

 Human Rights and Equal Opportunity: Practice and promote Council’s commitment to human rights 
and an equal opportunity workplace by treating fellow staff and our customers fairly and equitably and 
without discrimination, harassment or bullying 

Self-management 

 Skills and Knowledge (Technical Competence): Using, developing, sharing and maintaining 
combination of skills, knowledge, experience and effort that result in a high level of achievement or 
accomplishment in the job 

 Professional Conduct: Acting in a professional manner whilst performing duties and whilst 
representing MPS 

 Workload Management: Managing workload to a high standard both in terms of quality and quantity; 
ability to meet deadlines, prioritise workload, work autonomously, and seek assistance when required  
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Interpersonal Skills 

 Confidentiality: Demonstrated ability to maintain strict confidentiality 

 Relationship management: Well developed skills in building relationships across all levels in the 
organisation with the ability to influence ER decisions. 

 Collaboration: Well developed skills in gaining the cooperation and assistance from staff, management 
and external contacts. 

 Communication: Well developed communication skills (both oral and written) to enable clear and 
concise communication. 

 Problem solving: Sound conceptual, analytical and problem solving skills. 

Management and workplace behaviours 

 Issues resolution: Appropriately resolving issues and mediate matters within areas of influence. 

 Teamwork: Working collegiately with other team members, the community and other stakeholders. 

 Continuous Improvement: Thinking about the “way things are done” with a view to doing things “the 
best way they can be done”. 

 Customer Service: Acting on the needs and expectations of customers in delivering the service 
expected of them and strives to achieve a high level of customer satisfaction. 

 Problem Solving and Decision-making:  Effectively defining a problem by analysing data/information 
and then identifying possible solutions. 

Specialist Skills and Knowledge 

 Ability to accurately interpret and apply comprehensive employment law legislation associated with 
Enterprise Agreements and relevant Federal and State employment legislation, including Fair Work Act, 
OHS Act and Disability Discrimination Act. 

 Ability to research and develop draft practice human resource management / employee relations 
policies and procedures that ensure compliance with associated legislation and industry developments.  

 Well developed ‘counseling’ skills in identifying and supporting all staff in all matters whether they be 
employment or personal. 

 Awareness and knowledge of mental health issues in society and how to assist employees and/or 
managers access appropriate support. 

 Knowledge of and experience in working with relevant government frameworks, industry bodies and 
organisations relevant to the learning and development field.  

 Skills in using relevant software applications to enable the preparation of management reports and 
statistics.  

 Well developed presentation skills to enable presentation to small and larger groups and all levels of 
staff and management. 

 Understanding of equal employment opportunity and return to work after illness or injury principles. 

 Demonstrated ability to effectively use Word, Excel, Powerpoint, and a Corporate Information System. 
 Keep abreast of changes to relevant workplace relations legislation including Fair Work decisions. 

Qualifications and Experience 

 Tertiary qualification in Human Resource Management or related discipline, along with some relevant 
experience in human resource management or related field. 

 Experience in managing IR and ER matters across a range of industries. 
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Key Selection Criteria  
Required 

 Degree qualifications in Industrial Relations/Employment law, HR management or a related field with 
demonstrated experience in a HR generalist role. 

 Demonstrated alignment to MPS Organisational Values; and a commitment to child and organisational 
safety. 

 Proven HR/IR experience in a diverse range of industries, with demonstrated ability to interpret Awards, 
Enterprise Agreements, policy and procedures and provide advice to staff and management in the field. 

 Team player, with a willingness to go ‘above and beyond’ to support the overall success of the team. 
 Ability to navigate complex environments in a highly confidential and trustworthy manner. 

 Highly developed written skills, with proven experience in policy development and implementation. 

 Well-developed communication skills, with the ability to influence both ‘up and down’ to achieve 
outcomes. 

 Well-developed presentation and facilitation skills. 

 Ability to run and/or facilitate investigations into staffing matters. 

 Demonstrated ability to effectively manage own time, plan and achieve priorities. 
 

Desirable 

 Exposure to Fair Work Australia, Human Rights and Equal Opportunity Commission, and other external 
bodies 

 Experience in using a HRIS, preferably CHRIS21 

 Experience in Business Transformation (improvement) projects and/or HR systems implementation 
 Local Government experience 

 Knowledge of Workers Compensation/Return to Work procedures 
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Iconic Peninsula Bathing Boxes 
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