
Position Title  

Program 

Position Number

Team Ordinary location(s) 
 

Classification Grade & Level Recruitment contact  

Email: recruit@starhealth.org.au

Enterprise Agreement(s)

Position 
Description

Star Health

Star Health is a provider of health and support services 
in Victoria. Encompassing six main and five satellite  
locations, over 300 staff work in multi-disciplinary 
teams to deliver health outcomes. It is a responsive 
and agile community health service, providing a 
wide range of healthcare and welfare services for all  
members of the community.  

Star Health provides services spanning all periods  
of life including specialist childhood, youth and aged 
care services. In achieving its vision of health and 
wellbeing for all, Star Health is guided by our distinct 
service principles which include working with people 
and communities to achieve their health goals,  
understanding the context in which people live  
their lives, providing friendly, affordable, joined up  
services with a no wrong door approach.

Website Information:  
www.starhealth.org.au

Star Health offers a comprehensive and industry 
leading suite of Employee Benefits.

See:  
https://www.starhealth.org.au/careers/employee-benefits

Full-time 

Parental Leave Replacement 

Permanent on-going

Part-time       FTE

Long Service Leave Replacement
Specific Project or Purpose 

Fixed Term

Fixed Term Reason:

From to/ // /

[min 0.1 max 0.9]

Casual

And

Position reports to:  
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Position Description

Primary Responsibility

Other Key Responsibilities

Key Capabilities – Essential

Knowledge and skills
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Position Description

Qualifications [Post-Secondary/Vocational; Undergraduate or Postgraduate degree(s)]

Essential

Preferred

Professional Membership(s)

Organisational Responsibilities

Personal qualities

Other Licence(s)

 Staff have a responsibility to participate in the development of a safe and healthy workplace, and must 

 comply with safe work practices for their own health and safety, and that of others. 

Experience [Industry sector, field of practice]

Essential

Preferred
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Position Description

Person who completed and  
authorises this Position Description

Position Title: 

Program / Division:

Important information

-   Star Health is committed to providing and maintaining a working environment which is safe and without risk  
to the health of its employees. The organisation is a smoke-free workplace.

-    Star Health’s usual hours of operation are from 8:00am to 8:00pm Monday to Friday, specific hours of work  
will be determined in accordance with operational requirements and contained in the Contract of Employment.

-  Your Letter of Offer may state you will be based at a particular Star Health site, however it is expected that  
you will be required to work at different locations in the greater metropolitan area of Melbourne.

-  Offers of employment are contingent upon:

    - A successful reference check (all positions); 

    - Non-adverse Criminal Record check (all positions); 

    - Fitness for Work medical examination (specific positions); 

    - Holding and maintaining a valid ‘Working with Children Check’ (all positions).

Star Health is an equal opportunity employer and encourages individuals of diverse backgrounds including those from the Aboriginal and  
Torres Strait Islander, Culturally and Linguistically Diverse and LGBTI+ community to apply. Some roles may require candidates to undertake 
psychometric testing prior to appointment.

Authorisation

Protecting babies, children and young people from child abuse and neglect is integral to the work  
at Star Health

Protecting Children  
Policy Information

Star Health has zero tolerance of child abuse. Protecting babies, children and young 
people from child abuse and neglect is integral to the provision of health services to 
this group and their families, and is a core responsibility for all Star Health staff.

Salary Packaging Information

Star Health currently has two types of Salary Packaging:

    - General salary packaging of $15,900 per FBT year

    - Meal Entertainment/Facility leasing of $2,650 per FBT year
Salary Packaging is optional and may have considerable tax benefits depending upon personal circumstances.
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	Program 1: People and Culture
	Position Number 1: VAC0844
	Team 1: 
	Position reports to 1: People and Culture Manager
	Classification Grade Level 1: Administrative Officer Grade 1
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	Text Field 69: People and Culture Administrator
	Primary Responsibility: The People & Culture Administrator is part of the People and Culture team who support business units across the organisation. This position has an generalist focus across the employee life-cycle and provides Administrative services to the People and Culture  team. The role assists the People and Culture Officer with recruitment and talent management to drive recruitment, onboarding and orientation of new staff where this is high volume.
	Other Key Responsibliltes: • Prepare statistical reports and summaries reports of People and Culture data and metrics.• Monitor and check accuracy of People and Culture reports and summaries. • Process standard forms such as Police, Working with Children Checks, NDIS Checks, ensuring that all legislated proceduralrequirements are met.• Train new employees in basic HR clerical or administrative functions such as Time Sheet submission.  • Follow progress of invoices, orders or payments to ensure action occurs as specified in these documents.• Field first-line HR enquiries from staff including through a variety of communication channels in place, and triage employee HR queries escalating to member of the People and Culture team as determined by procedure.• Maintain accurate and effective HRIS records keeping by updating employee records in HRIS systems including ConnX, ConnX OnBoard and Kineo learning management system, and other systems as required.  • Communicate with external organisations such as Accident Compensation Commission and WorkCover with respect to claims administration agents regarding payment of accounts.• Prepare minutes and agendas, and coordinate meeting dates for Committee member such as the OHS Committee.
	KNOWLEDGE SKILLS: • Several years knowledge or experience of human resource management (HRM) strategies, processes, and practices.  • The ability to obtain cooperation to comply with technical and administrative arrangements, and to provide information and advice to staff consistent with People and Culture guidelines.• Ability to analyse situations or information, clearly and accurately communicate information, or make recommendations to peers or immediate supervisor.•  Intermediate computer skills including an understanding of Microsoft Office 365.
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	Text Field 70: People and Culture Administrator
	Name 25: 
	Name 26: Certificate IV in Human Resources [BSB41015]; Diploma or Advanced Diploma of Human Resource Management (or equivalents).
	Name 27: Membership of the Australian HR Institute.
	ESSENTIAL: • Several years knowledge or experience of generalist human resource management (HRM) strategies, processes, and practices.• Demonstrated ability to work and communicate effectively in a complex and changing environment.• Team focused attitude whilst also maintaining the ability to work autonomously and independently as required.
	PREFEERED: • Demonstrated Human Resources experience in fast paced environment is highly desirable • Knowledge of ConnX HRIS and Kineo LMS or experience with similar systems.
	PERSONAL QUALITIES: • Resilience: Demonstrates perseverance in achieving objectives and copes effectively with setbacks and problems.• Initiative & Accountability: takes responsibility for actions and proactively implements work plan and addresses issues.• Empathy and Cultural Awareness - Demonstrates an interest in and an appreciation of a range of different cultures and actively seeks to understand and effectively address the issues and views of others.• Continuous Quality Improvement - Identify continuous quality improvement opportunities
	Name 24: Victorian Driver Licence (beneficial but not essential)
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