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		LEARNING AND CULTURE MANAGER
POSITION DESCRIPTION
 (
Our Vision
 – 
inclusive communities which respect, value and empower all people with a disability
Our Purpose – 
we help people with a disability live a great life
Our Values
 – 
Empowerment, Respect, Inclusion, Commitment, Achievement
)



Reports to: 		Executive General Manager, People, Learning and Culture (EGM, PLC)
Direct Reports: 	NIL
Level: 			CORP SVC 9 - NDS Capability Framework
Supports: 		People, Learning and Culture function across organisation
Date Prepared: 	December 2016
Context
As one of Australia's leading providers of disability services, we are dedicated to human rights and to ensuring individuals with a disability have greater choice, control, and freedom over their lives. We aim to provide professional services, advice, and support for individuals and their families that is community-based, dignified, person-centred and reflects the individual needs, preferences and skills of people with disabilities and those who support them. Our goal: to be a trusted partner, helping to create a more independent life for people, now and in the future.
The Learning and Culture Manager plays an integral role in the success of our workforce and the achievement of our vision, mission and organisational objectives. They recognise the right of people with disabilities to inclusion, participation and self-determination. Their personal values align with those of House with No Steps (HWNS) and this is demonstrated in their work on a daily basis.
Key relationships for this role include; Internal – Executive General Manager PLC, General Manager, Education and Training, General Manager, People and Organisation, Human Resources Managers, Education and Training team, Executive Leadership Team members and Managers of other divisions.  Externally; training providers, network and forum members and relevant consultants/agencies.




Primary Objectives
· To develop the leadership and management capability of HWNS for the future.
· To manage key leadership, learning and development projects including talent management, succession planning and the implementation of capability frameworks. 
· To support significant change management initiatives and organisational cultural enhancements.
· To support the EGM PLC to plan for and execute learning and development strategies that support the achievement of IMPACT plan objectives.
· To design and lead initiatives that maximise employee engagement.
· To assist the HWNS Strategic Innovation Unit with project deliverables.
Key Accountabilities
· Design and implement Management, Leadership, Talent Management and Performance Management processes and programs that attract, retain and develop the overall leadership capability of the organisation.
· Implement programs and initiatives that enhance employee engagement including the coordination of VOICE surveys.
· Design and delivery of programs such as:
· Pathways to Leadership
· Leadership training programs; performance management, coaching, conducting meetings, having difficult conversations
· Provide support to the Strategic Innovation Unit.
· Work with the Education and Training team on the implementation and delivery of planned learning and development strategies.
· Development, review and implementation of capability frameworks with specific focus on levels relevant to managers and leaders.
· Development review and monitoring of performance frameworks and KPI’s and providing training and coaching of managers to use effectively.
· Assist in leading change management programs such as:
· Implementation of time and attendance system
· Mergers and acquisitions
· Customer Service strategies
· Organisational restructures
· Develop and implement internal talent and succession programs.
· Advise on, coordinate and monitor professional development of managers and leaders.
· Coordinate psychometric testing used as part of the recruitment selection process.
· Pro-actively build and maintain positive relationships with key stakeholders.
· Maintain personal knowledge and understanding of contemporary learning and development best practice and apply this knowledge to add value to the organisation.
· Participate in the enhancement of systems to support a quality human resources function.


Core requirements of the job holder
· In-depth understanding of the vision, mission, values of the organisation and the supports and services offered. 
· Working knowledge of the strategic direction under which the organisation operates, organisation functions and infrastructure.
· Provides guidance and information to less experienced staff within area. 
· Working knowledge of relevant external relationships. 
· Has flexible and adaptable communication techniques that engender positive engaging relationships and meet required outcomes. 
· Uses a broad network of contacts to resolve work issues. 
· Undertakes standard negotiations in respect to internal and external people to ensure processes and protocols are followed and work is appropriately handled.
· Uses thorough and advanced professional competence to support customers with problem solving and decision making about their needs and expectations. 
· Understands scope of service offerings and can negotiate within boundaries. 
· Able to effectively deal with sensitive and serious matters, respecting diversity and confidentiality requirements. 
· Uses understanding of relationships and needs to recommend changes to approach.
· A detailed understanding of the intent and framework of compliance legislation, quality standards, policies & procedures relevant to the role. 
· In-depth understanding of requirements for safe and healthy working, adheres to them, and makes a positive contribution to the organisation work environment. 
· Identifies and mitigates risks. 
· Promotes the need to appropriately use financial and other resources. 
· Markets and promotes organisation service offerings and organisation brand.
· Exercises initiative and judgement, under guidance, to creatively improve service or product offerings.
· Understands organisation processes and quality principles, and applies improvement methods. 
· Considers day-to-day issues and makes judgements based on well-developed professional experience and technical knowledge. 
· Draws on a number of methodologies and techniques to achieve successful outcomes.
· Identifies alternatives based on contemporary business practices. 
· Recommends changes including the development of alternative practical methodologies to achieve effective functional-specific outcomes. 
· Coordinates or provides support to managers in change processes. 
· Positively influences and facilitates change in business areas and in own area.
· In depth knowledge of at least two professional role-related areas and is capable of independently achieving effective outcomes. 
· Initiates and/or encourages actions which meet/exceed customer expectations. 
· Can work effectively cross-functionally within the organisation. 
· Understands and can apply relevant technology. 
· Plans and develops components of systems and policies to improve organisational effectiveness. 
· Contributes substantially to building policies and processes to support a sustainable organisation. 
· Acts as a contact point for senior managers for advice. 
· Complies with external requirements and internal policies and procedural guidelines.
· Undertakes standard risk assessment to determine the level of risks to the organisation/function. 
· Seeks external advice as needed.
· Prepares budgets for recommendation. 
· Identifies and reports variances from expected outcomes, takes corrective action. 
· Prepares and reviews business cases having a program or service impact.
· Applies project management processes including project identification, definition, planning, execution and conclusion under guidance. 
· Undertakes reporting, documentation and administrative responsibilities efficiently using available technology. 
· Maintains required documentation. 
· Checks for the appropriate application of policy requirements. 
· Prepares reports and written assessments.

Knowledge, skills, experience and values required 

· Degree qualified in Human Resource Management (organisational development qualifications desirable).
· Learning and development or OD experience (5+ years) and a record of achievement, preferably in a human services, not for profit environment at management level.
· Previous HR Generalist experience and the implementation and management of leadership and talent management programs. 
· Outstanding interpersonal and written and verbal communication skills including demonstrated skills in consultation, facilitation, negotiation and influence, and capacity to interact at Executive level and represent HWNS in external contexts.
· Project management skills and experience.
· Demonstrated experience and success in managing change in a complex environment.
· Excellent computer literacy including use of excel as an analytical and reporting tool and powerpoint.
· Demonstrated commitment to HWNS’ values.
· Ability to collaboratively partner with key organisational leaders.

Desirable:
· Degree qualified in Psychology.
· Previous experience managing teams.
· In depth knowledge and understanding of change management methodologies.



Signed: _______________________________________ 		Date: _____________ 


Print Name: ____________________________________
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