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FORM 5.5.05A
POSITION DESCRIPTION
																						   
IDENTIFICATION
Position Title:  Human Resources Officer (HRO)
Position Number:  LHR008		
Section	: Human Resources		 	Department:  	Human Resources 
Location: Kiribati Campus          	       Category:     	Administrative & Support      
 Grade	:  6
Date of substantive appointment: 2026
Reports To: EDPWS through Campus Director through Human Resources Business Partner (HRBP)
Supervised by: Team Leader Human Resources (Team Leader HR)


ORGANIZATION CONTEXT 

The University of the South Pacific (USP) is the premier dual sector University serving the Pacific region and only one of three regional universities of its kind in the world. Uniquely governed by its twelve member countries, USP is not only a higher education and research institution, but also a regional integration organisation that provides services within communally agreed structured regional mechanisms geared towards benefiting the lives of the Pacific people. 
The University, guided by its ethos of continuous improvement has strived to provide the best possible value for money to its member countries, while constantly improving the quality and breadth of its academic offerings, facilities, educational and pastoral support, community projects, and regionally relevant research. It has come a long way since its humble beginnings in 1968. 
The University’s regional leadership and contribution of academic knowledge and policy advice, in particular its guidance and resource-sharing have contributed greatly to USP’s overall contribution to the Pacific region. 









Organizational Structure
			


PURPOSE 
Based at the Campus, the HRO is responsible to the Executive Director People & Workforce Strategy (EDPWS) and reports to the HR Business Partner (HRBP) or nominee. The HRO will assist the HRBP and Team Leader HR to provide quality and excellent operational HR generalist services to designated portfolios which includes schools, sections and regional campuses. 

This position is responsible for delivering key HR functions which includes but is not limited to talent acquisition, contracts renewals, performance, compensation and benefits including relocation matters, performance, employee development, employee relations and any other HR related areas that require policy compliance and advise. The HRO is expected to work with the HR Assistants (HRA) to provide support to the HRBP and Team Leader HR.
NATURE AND SCOPE OF THE HR OPERATIONS UNIT
The HR Operations Unit is responsible for the guidance and administration of relevant practices, policies and processes in the areas including but not limited to Recruitment, Appointments, Onboarding, Staff Reviews, Contract matters, Promotions, Benefits, Work Permit, Position Reclassification, Staff Exits, Staff Appeals, Employee Records.
The HR Operations:
· partners with designated portfolios to provide HR generalist services to assess and meet operational needs
· ensures that relevant policies are widely communicated to stakeholders and complied with
· engages in portfolio planning meetings 
· Handles employment-related inquiries from applicants, employees, and supervisors, referring complex and/or sensitive matters to the appropriate staff.
· Recruits, interviews, and facilitates the hiring of qualified job applicants for open positions; collaborates with Senior Management, Heads of Schools, Sections, Campus Directors to understand skills and competencies required for openings.
· Conducts background checks and employee eligibility verifications.
· Implements new hire onboarding
· Performs routine tasks required to administer including but not limited to compensation, benefits, allowances, leave performance, talent management, recognition, relocation, work permit

POSITION DIMENSIONS 
Staff Responsible for:
Directly:	 Nil				Indirectly:  2-3 (HRAs)    	   
Limits of Authority: Nil
Financial: $______________                            	Non-Financial: ___________


Key Relationships /Internal and External Contacts: 
	Internal 
· Senior Management, Head of Schools/Sections, Campus Directors, Other Senior Staff and Middle Management, All Staff
· Finance and payroll staff
· USP Unions Representatives
	Purpose of Contact 
· Providing advice and support on policies

· Payroll matters 
· Employee Relations


	External
· Immigration Department 
· Police and Medical Divisions
· Referees 
	Purpose of contact 
· Work permit matters
· Police and Medical Clearance Checks
· Background Checks



THE ROLE
The HRO will assist the Team Leader HR to meet the expectations and targets set by the HRBP in the following (but not limited to):
1. Stakeholder Management
2. Policy Compliance and HR advice 
3. Relationship Management and Communication 
4. Cultural Competency 
5. Risk Management 
6. Being part of the HR team and transformation 

KEY RESULT AREAS / KEY ACHIEVEMENT AREAS
	Key Result Areas Jobholder is responsible for
	Performance Measures Jobholder is successful when

	· Stakeholder Management
· Provide HR Generalist Services to stakeholders as follows;
· Liaising with respective Schools, Sections and Campuses to identify recruitment requirements 
· Provide secretarial support and HR advice in the recruitment and appointment process. 
Manage the recruitment process by advertising vacancies and ensuring screening, shortlisting and interviews are conducted appropriately
· Provide secretarial support and HR advice in the recruitment and appointment process. 
· Conduct reference and background checks on potential employees.
· Prepare employment offers, contracts and manage the onboarding process for new hires.
· Where required, organize work permits for expatriate employees as per University member country Immigration Law.  
· Ensure updating of the HR Management Information System. 
· 
	
· Monthly portfolio meetings are effectively executed
· Key priorities of stakeholders are proactively identified.
· Action plans are developed and reflected in team members work plans
· There are implementation of action plans with progress reports provided to stakeholders

	1. Promotions, Staff Reviews and Staff Appeal 

	

	2. HR Administration

· Ensure all staff have a personal file and is chronologically updated.
· Facilitate position reclassification request 
· [bookmark: _GoBack]Provide support to staff in terms of providing employment / visa letters 
· 
	

	
3. Policy Compliance and HR advice
· Ensure compliance with University policy and procedures, and legal requirements by helping management understand risks and how to effectively manage them. 
· Ensure the provision of timely advice and support on all aspects of HR to stakeholders and escalate any delays or impediments to the HRBPs. This requires support and engagement to team members on matters relating to recruitment, onboarding, employment relationship, remuneration, recognition and reward, talent management.
· Interpret policy and procedures consistently and objectively.
· Contribute to the development of initiatives and improvements to current HR practices that foster an environment and culture where people development and excellent performance is a priority, enabling them to be motivated and supported to be their best. 
· Review employment practices, policies and procedures for   effectiveness; contribute input and recommendations for process, 
practice and/or policy changes. 
· Maintain awareness of current, pending and new legislative developments related to employment. 
	

· Correct and timely advice are provided to stakeholders
· Complex situations are proactively identified and escalated to HRBP and EDPWS
· Advice and consultations are sought on complex policy matters 

	4. Relationship Management and Communication
· Assist the Team Leader in establishing and maintaining strong relationship at all levels of the University by ensuring that the advice, support and solutions provided are relevant, pragmatic and consistent with the People & Leadership Strategy. 
· Work collaboratively with team members to provide high-level HR support. 
· Proactively share information & knowledge across the HR team ensuring that all teams are aligned and equipped to provide quality and consistent service. 
	
· Any key relationship matters are effectively resolved by initiating meetings with stakeholders. 
· Any unresolved relationship matters are proactively escalated to HRBP and EDPWS where necessary.



	5. Cultural Competency
· Demonstrate understanding of, and commitment to, our University Culture. 
· Champion and encourage demonstration of leadership and citizenship through modelling of University Values, integrity and empowerment through everyday behaviour and conduct.
· 
	
· Behavior is consistent with the University values

	6. Being part of the HR team
· Proactive sharing of information & knowledge to the wider HR Team.
· Contribute to a positive working environment through involvement & participation in greater team initiatives. 
· Proactively look for opportunities to improve the operations of HR.
· Comply with and support all health and safety policies, guidelines and initiatives. 
 
	
· Displays qualities of a team  player by sharing learning and actively participating in the HR Team and activities.




TERMS & CONDITIONS
Salary: AUD $22,441.78 per annum to AUD $24,314.47 per annum.
Length of Contract: 3 years (renewable)
Gratuity and Allowances: No. 
Other Benefits: As per USP Kiribati Campus Collective Agreement and USP Policy and Procedure.  
POSITION SPECIFICATION
Qualifications (or equivalent level of learning)
	Essential

	· (i) A degree (HRM/ER/Management and Public Admin or relevant field) with one (1) year of relevant work experience; or
· (ii) A diploma in relevant field and three (3) years of relevant work experience, specialist expertise or broad knowledge in technical or administrative fields; or
· (iii) A combination of relevant experience and/or education/training.



Knowledge / Experience
	Essential
· Appreciation and ability to understand hierarchy of laws and the relevant USP member country employment regulations.
· Sound understanding and judgement in the application of existing USP policies and procedures. 
· Sound experience in human resources processes such as end to end recruitment, onboarding, management of contracts, compensation and benefits and other human resources related work
· Ability to build relationship and provide excellent customer service 
· Excellent organizational and priority setting skills, ability to develop and monitor work schedules.
· Self-motivated and ability to motivate team towards meeting deadlines.
· Data recording and reporting skills.
· Experience and appreciation of working with culturally diverse stakeholders. Working with regional stakeholders will be an advantage. 
· Ability to adapt to institutional culture and needs.





Judgment, independence and problem solving
	Judgement
	· Exercise judgement in the application of existing policies and procedures

	Independence
	· Independently adapt and innovate around existing complex systems

	Problem solving
	· Solve problems associated with highly complex systems that impact beyond immediate work area.



APPROVAL
Supervisor name:
Supervisor’s Signature:						Date:	

ACCEPTANCE
Staff Name:						       			Staff ID:
Staff Signature:					       			Date:

Executive Director People Workforce & Strategy


HR Business Partner 


Team Leader HR


Chief Operating Officer 


HR Officer
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