
 

 

 

BACKGROUND  

Our vision: Health, happiness and prosperity for the IBN Community. 
 

IBN Corporation was established in 2001 as the Trustee for two Trusts established under 

the Mining Area C (MAC) Agreement between BHP Billiton Pty Ltd and the IBN Claim 

Group. 

IBN Corporation is owned by the Banyjima, Milyuranpa Banyjima, Minadhu and 

Nyiyaparli Aboriginal Corporations. The traditional lands of the IBN people are in the high 

country of North Western Australia. 

IBN provides programs and services that aim to improve the health, happiness and 

prosperity of our Beneficiaries, the Yinhawangka, Banyjima and Nyiyaparli people. 

Our head office is located in South Hedland in the town of Port Hedland, Western 

Australia, approximately 350 kilometres north-west of the Mining Area C Project. Other 

office locations are Tom Price and Karratha. 

 

RESPONSIBILITIES 

Overview The Human Resource Team Leader reports to the Corporate 

Services Manager and is responsible for the development of 

processes and metrics that support the achievement of the IBNs  

business goals. 

Reporting 
requirements 

 Monitor HR trends throughout the organisation and provide 

monthly management reports on Key Performance Indicators. 

Objectives The Human Resources Team Leader coordinates the 

implementation of people-related services, policies and programs 

through Human Resources staff; and assists and advises other 

managers about HR related issues.  

Subordinates  HR Officer 

 Payroll Officer 

Duties 1. Deal with complex disciplinary/grievance and HR issues, 

using HR and company knowledge evidencing appropriate 

decision making skills 

2. Manage HR related budgets 

3. Provide support to managers in the recruitment process and 

participate in the selection of staff, as appropriate. 

4. Develop, implement and maintain HR policies, procedures and 

templates to ensure effective, fair and consistent management 

POSITION DESCRIPTION 

Position Title: Human Resource Team Leader Full Time            

Industrial 
Instrument: 

Social, Community, Home Care and 

Disability Services Industry Award 2010 

Part Time            

Reporting to: Corporate Services Manager Casual                 

Location: South Hedland  

Special work requirements: Travel to remote offices  



 

 

of staff throughout the organisation, and ensure that the staff 

handbook is comprehensive, up-to-date and aligned to IBN 

standard with currency to legislation. 

5. Work closely with senior and line managers, providing them 

with expert guidance, coaching and support on the full range 

of HR activities (including policies and procedures, terms and 

conditions of employment, absence management, restructuring 

of services, performance management, redundancy planning, 

career development and disciplinary actions etc.), in order to 

ensure a consistent and fair approach to people management. 

6. Manage investigations, disciplinary and grievance matters in 

conjunction with IBN policies and procedures. 

7. Ensure information held on the HR network drive and 

personnel files is accurate and complies with any legal or data 

protection policies. 

8. In consultation with line managers, follow up individual 

development needs and source external training provision as 

and when required, monitoring training costs against budget. 

9. With management support, develop relevant and effective 

workforce strategies, policies and procedures for an effective 

and sustainable workforce. Including guiding the managers to 

develop of their people, providing advice, guidance and ad-hoc 

training on Personal Development Plans and work with the 

business area to establish and introduce systems that identify 

employees with high potential, develop career paths in 

consideration of key roles for succession planning and self-

development. 

10. Develop and implement effective strategies to attract, recruit, 

develop and retain a contemporary workforce. 

11. Coordinate compensation processes like the salary planning, 

bonus planning and incentive schemes development. Monitor 

and review the system of performance appraisal and 

continually develop as necessary, ensuring that annual 

appraisals are carried out in a timely manner and followed up. 

12. Other general duties as required. 

13. Contribute to the development and improvement of OH&S and 

risk management initiatives and practices in the workplace. 

Other 
Responsibilities 

 Demonstrate commitment to Equal Employment 

Opportunities (EEO)  

 Maintain confidentiality at all times  

 Champion IBN’s values to enhance team culture and 

performance 

 Preserve and protect the environment 

 Maintain acceptable productivity levels and adhere to the IBN 

Staff Handbook and associated policies  

  



 

 

PERSONAL COMPETENCIES 

Character Be conscientious, considerate, helpful and honest in all actions 

Skills  Fully conversant and up-to-date with all aspects of 

employment law and HR best practice. 

 Ability to work autonomously and flexibly. 

 Influencing, persuading, coaching and negotiating skills. 

 Excellent interpersonal, written and verbal communication 

skills. 

 Ability to prepare and present reports to Board level. 

 Excellent planning and organisation skills to meet deadlines. 

 Proficient in the use of MS Office applications. 

 Excellent attention to detail. 

 Strong and proven analytical skills. 

Qualifications Minimum Bachelor Degree Human Resources 

Experience  Five to ten years of progressive leadership industry experience 

in HR roles.  

 Proven generalist experience including the ability to work at 

both strategic and operational levels. 

 Experience in the development and implementation of HR 

policies and procedures. 

 Remuneration Knowledge of job evaluation process, grading 

structures and links with reward. 

 Knowledge and proven experience in workforce planning 

including creating/implementing organisational development, 

succession planning and talent management programs. 

 Proven knowledge of Federal and State respective 

employment laws. 

Other Appreciation and understanding of Aboriginal Australians 
The above position description reflects the essential functions of the position at this time, however this list is not 

finite and duties may change as required. 
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