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JOB POSITION DESCRIPTION 

 
 Effective Date: 1 September 2026 

POSITION TITLE: Human Resources / Systems Administrator 

REPORTS TO: Head of Human Resources  

EXPERIENCE AND 

QUALIFICATIONS: 

1. Job Specific  

• Diploma/Certificate III in Business or Human Resource qualification.  

• At least three (3) years’ experience in an administration role. 
• Experience using HR systems and databases, with strong Microsoft 

Office skills and the ability to quickly learn new systems, including 

Synergetic and OrgView. 

• Ability to maintain accurate and up-to-date Human Resources 

records. 

• Ability to contribute to improvements in Human Resources practices 

and processes. 

• Ability to obtain a Working with Children Check. 

• Ability to obtain a National Police Clearance. 

Self-Management: 

• Demonstrated flexible approach to the role and the ability to multi-

task and problem solve in a dynamic fast-paced environment. 

• Ability to work both independently and collaboratively as part of a 

team. 

• Proven organisational skills with the ability to undertake computer 

related administrative duties. 

• High degree of initiative and enthusiasm. 

Communication and Interpersonal 

• Excellent communication skills (written, verbal, interpersonal) and 

customer service. 

• Ability to maintain strict confidences on matters associated with 

Human Resources. 

• Commitment to Best Practice in all duties associated with the 

position. 

• Willingness to uphold the ethos and values of the School. 

SELECTION CRITERIA: • Demonstrated experience providing high-quality administrative 

support in Human Resources. 

• Strong interpersonal and communication skills. 

• Good research and analytical skills. 

• Ability to adapt to changing technology, staffing needs and policies. 

• Ability to work independently, use initiative and maintain a high 

level of professionalism. 

• Proficiency in administrative systems and Microsoft Office, including 

Word, Excel, Outlook and databases. 

• Excellent organisational skills with the ability to manage competing 

priorities and meet deadlines. 

• Ability to build positive working relationships with colleagues and 

stakeholders. 

• Demonstrated ability to maintain confidentiality and handle 

sensitive information with discretion. 

• An understanding of the education sector would be an advantage. 
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POSITION PURPOSE: 

Provide high-quality, confidential Human Resources and systems support through the effective 

administration of HR processes, records and systems under the direction of the Head of Human 

Resources. 

 

Contribute to the delivery of efficient and compliant Human Resources services by maintaining 

accurate documentation, managing HR systems and workflows, supporting recruitment and 

onboarding activities, and providing timely reporting and administrative support that enhances the 

employee experience and organisational effectiveness. 

 

KEY RESPONSIBILITIES: 

Under the direction of the Head of Human Resources, this role is responsible for supporting the 

delivery of Human Resources services and undertaking a broad range of HR administration, systems 

and operational activities, including but not limited to: 

 

Human Resources Administration 

• Provide high-quality administrative support across all Human Resources functions.  

• Prepare and maintain Human Resources documentation, correspondence and employment 

records.  

• Monitor the Human Resources inbox, responding to enquiries and triaging requests in a 

timely and professional manner.  

• Maintain and process accounts relating to Human Resources functions.  

• Update Human Resources manuals, procedures and documentation as required.  

• Establish, maintain and audit employee and recruitment files, ensuring accurate filing, 

archiving and record management.  

• Coordinate the ordering of staff name badges and office signage as required.  

• Support the Head of Human Resources with administrative tasks and projects as required. 

 

HR Compliance 

• Maintain accurate and up-to-date Human Resources compliance records, ensuring 

employee documentation meets legislative, regulatory and School requirements.  

• Administer and maintain compliance registers, including Working with Children Checks 

(WWCC), Teacher Registration Board of Western Australia (TRBWA) registration, AISWA 

compliance requirements, driver licences and other mandatory employment records.  

• Coordinate the renewal and monitoring of compliance documentation, following up with 

employees to ensure records remain current.  

• Conduct regular compliance audits and data integrity checks to ensure the accuracy of 

employee records and identify outstanding requirements.  

• Prepare and distribute compliance, workforce and employee lifecycle reports, including 

probation, recruitment, leave and employee movement reports, as required.  

• Produce accurate staff lists and compliance reports to support School publications, events 

and operational requirements.  

• Support continuous improvement of Human Resources compliance processes, systems and 

record management practices. 

 

Recruitment 

• Provide administrative support throughout the recruitment and selection process, including 

managing applications, coordinating interviews, preparing selection documentation and 

providing support to selection panels.  

• Coordinate the advertising of vacancies through SEEK and other recruitment platforms, 

ensuring advertisements are published accurately and within agreed timeframes.  
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• Coordinate pre-employment activities, including reference checks, pré-employment 

screening and employment documentation, as required.  

• Prepare onboarding documentation and new starter resources, ensuring all documentation 

is completed, received and distributed to relevant stakeholders in a timely manner.  

• Coordinate onboarding and induction processes for new employees, including maintaining 

records in OrgView, liaising with Payroll and other departments, and supporting a positive 

employee commencement experience.  

• Contribute to recruitment and onboarding continuous improvement initiatives to enhance 

the efficiency and effectiveness of recruitment processes.  

• Provide general Human Resources administrative support across recruitment and 

onboarding activities as required. 

 

General Office Duties 

• Provide professional administrative support to the Human Resources team, including 

reception, filing, document management and general office administration as required.  

• Contribute to a collaborative and customer-focused team environment by supporting 

Human Resources initiatives and undertaking additional duties, projects or administrative 

tasks as directed by the Head of Human Resources.  

• Demonstrate a commitment to continuous learning by maintaining and developing the 

knowledge, skills and capabilities required to perform the role effectively. 

 

Workplace Health and Safety 

• Comply with all applicable legislation, School policies, procedures and work practices 

relating to Workplace Health and Safety.  

• Demonstrate a proactive commitment to maintaining a safe and healthy workplace by 

identifying, reporting and, where appropriate, addressing hazards, incidents and risks in 

accordance with School policies.  

• Perform all duties in a manner that promotes the health, safety and wellbeing of students, 

colleagues, visitors and the wider School community. 

➢  

Hours of Work (Administrative Staff Only) 

This is a full-time position. 

4 weeks Annual Leave to be taken during School holidays. 

Some flexibility of hours will be required to facilitate effective input and involvement in the full 

scope of this position at Perth College. 

 

 


