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POSITION DESCRIPTION 

 

Senior Human Resources Advisor 
   

February 2019 

 

 

Overview Family Planning is New Zealand’s leading sexual and reproductive 

health organisation. We believe people should have access to 

quality services and information so they can make informed choices 

about their sexual and reproductive health.  More information can 

be found on our website at www.familyplanning.org.nz  

 

Purpose of Position Provide strategic and operational HR advice and support to Leaders 

and staff regarding the application of human resource practices. In 

addition, implement effective HR strategies and policies in line with 

Family Planning’s overall strategic direction. 

 

Responsible to  Chief Executive 

 

Responsible for  HR Administrator  

  National Office Receptionist 

  National Office/CTD Administrator 

 

Functional Relationships  

Internal: Senior Management Team 

 Family Planning management group 

 Family Planning staff 

 

External: New Zealand Nurses Organisation 

 Association of Salaried Medical Specialists 

 Family Planning’s legal adviser 

 

 

 

 

 

 

 

  

http://www.familyplanning.org.nz/
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Position Accountabilities  

 

Key Accountability Expected Result 

Strategic Planning  Develop and implement an annual Human Resources Action 

Plan that assists Family Planning in achieving its strategic 

objectives.  

Team management and 

performance 

 Carry out recruitment, selection and induction in line with 

Family Planning policy 

 Ensure performance management is undertaken in a timely 

manner and in accordance with HR policy 

 Coach and develop people by providing challenging work and 

projects as part of their individual performance plans 

Regularly provide formal and informal feedback, coaching, and 

recognition to the staff, as appropriate for the individual. 

Human Resources policies 

and procedures 

 HR policies and systems are reviewed, developed and 

monitored, ensuring they reflect current legislation and good 

practice. 

 Managers and staff are informed of policies and have easy 

access to relevant information 

 Handbook, manuals and other information are current and up-

to-date. 

Employment Relations  Provide advice, guidance and support to managers in 

performance management and disciplinary situations, ensuring 

a positive outcome for all concerned.  

 Provide quality information to staff as appropriate on 

human resource matters and issues. 

Recruitment and 

Retention 

 Advise managers on recruitment strategies and provide 

appropriate support for recruitment processes. 

 Develop and implement innovative retention programmes and 

strategies. 

Health and Safety  Support the National Quality Coordinator to develop health 

and safety policies and procedures that fulfil the organisation’s 

legal obligations and ensure the safety and well-being of all 

staff and visitors. 

 Ensure staff within Family Planning recognise the need and 

importance of the health and safety function. 

Collective bargaining  Assist in the collective bargaining process to ensure a 

satisfactory outcome for both parties. 

 Complete all preparatory research and analysis of market in 

advance of negotiations. 

Learning and 

Development 

 Develop and coordinate appropriate learning and development 

opportunities for employees as required. 

Reporting  Oversee the completion of the monthly HR Report for SMT at 

the end of each calendar month.  

 SMT receives reports as necessary on HR issues and trends. 

HR Projects and Initiatives  Lead and contribute to HR and wider organisation projects.  

 Develop and identify organisational development and HR 

initiatives.  
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    Family Planning Competencies 

 

 

 

 

 

Competency Behaviour 

Commitment to Family 

Planning 

 Displays the Family Planning values in all areas of work – 

Manaaki, Tika, Manawanui, and Mahi tahi.  

 Demonstrates commitment to Family Planning’s philosophy 

and vision.  

 Demonstrates knowledge and commitment to the Family 

Planning strategic framework and actively work towards 

achievement of priority areas. 

Quality Service Delivery – 

Internal and External  

 Is committed to providing the best possible service, both 

internally and externally.  

 Delivers an accurate, timely and client focused service in line 

with standards and policies and the vison of Family 

Planning.  

 Actively seeks and responds to client feedback.  

 Establish and nurture effective client relationships.  

Cultural Competence  Understands the principles of the Treaty of Waitangi in the 

context of Family Planning.  

 Works to achieve equitable health outcomes for Māori.  

 Demonstrates an awareness, sensitivity and respect of 

others and is responsive to each person’s unique identity 

and cultural needs.  

Innovation and Adaptability  Seeks to initiate, support and contribute to new ideas to 

improve processes, methods or technologies 

 Open to different ways of thinking, new opportunities and 

approaches with a willingness to modify what you do.  

 Takes initiative for own continuous learning and 

developing.  

Teamwork and 

Inclusiveness 

 Interacts with others in a way that is inclusive and respectful 

to support achievement of common goals. 

 Responsive to others with a willingness to answer questions, 

concerns, share knowledge or problem solve and arrive at a 

positive outcome. 

 Develop, maintain, and strengthen relationships inside and 

outside Family Planning to meet shared objectives.  

Communication 

 

 Communicate in a professional, positive and clear manner, 

both when speaking and in writing.  

 Takes responsibility to be informed of Family Planning 

communications. 

Health and Safety   Manages own personal health and safety, and takes 

appropriate action to deal with workplace hazards, 

accidents and incidents. 
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Limitations on Authority 

 

Authority Delegation Level 

Financial Delegation As delegated by Chief Executive 

Budget held None 

Number of staff 

reporting directly 

3 

Number of staff 

reporting indirectly 

None 

 

    Ideal Person Specification 

    The person best suited to this position will possess the following: 

 

Skills, Knowledge and Qualifications 

Skills & Knowledge  Generalist knowledge and demonstrated experience in the design 

and delivery of HR advice and systems.  

 In-depth understanding of employment legislation and best 

practice human resources processes.  

 Previous experience in handling employment relationship issues 

and disciplinary matters. 

 Previous experience in collective bargaining would be an 

advantage. 

 Proven ability to lead and manage projects. 

 Highly developed communication skills. 

 Sound analysis, judgement and problem-solving, including the 

ability to develop pragmatic solutions that are fit for purpose. 

 An excellent ability to build and maintain productive working 

relationships with a diverse work force across all levels of the 

organisation. 

Qualifications  Tertiary qualification in Human Resources or other relevant 

discipline preferred. 

Other requirements  Able to work independently.  

 An innovative, pro-active approach. 

 Works in a consultative and collaborative manner.  

 Able to travel, sometimes at short notice.  

 

Other details 

Family Planning needs to maintain a flexible working structure due to the changing environment 

that we operate in. To reflect this, position descriptions are reviewed on an as required basis 

and they may be varied from time to time.  

 

 


