
 

 

 

 
Position Description 

DATE: February 2021 

POSITION: Human Resource Manager 

AWARD: Restaurant Industry Award 2010 

RESPONSIBLE TO: Managing Director 

POSITION OVERVIEW 
The primary objective of the Human Resource Manager role is to successfully manage the company’s recruitment and 
training processes, develop HR-related policies and procedures, and to ensure the success of the company’s HR-
related strategic, cultural and financial goals. 

OGRANISATIONAL EXPECTATIONS 
The Human Resources Manager is expected to support the company (staff, customers and shareholders) in the 
continued promotion of the values and mission of its businesses. All employees are expected to respect the 
confidentiality of the individual, and to treat all members courtesy and respect. 

All employees are bound by the requirements of company policies, procedures, and any other practices and are 
expected to maintain a healthy and safe work environment. You are required to take reasonable care for your own 
health and safety, and that of others who may be affected by your actions or omissions. You must also cooperate with 
any reasonable instruction, policy or procedure in relation to Work Health and Safety, and report incidents and 
hazards in accordance with reporting procedures. All employees recognise and accept that multi-skilling is an essential 
component of the venue, and all employees may be required from time to time to undertake duties that are outside 
of their normal position description but within their skills, competency and capability. 

Staff shall not use confidential information to gain advantage for themselves, their related persons, or for any other 
person or body, in ways, which are inconsistent with their obligation to act impartially. Nor should such information 
be used improperly to cause harm or detriment to any person, body or the venue. 

Proof of any required qualifications will be required prior to commencement. 

RELATIONSHIPS AND AUTHORITY 
The position is responsible to the Managing Director and work is carried out in collaboration with the executive team 
and venue managers. The HR Manager is provided assistance by the Office Administrator. 

SKILLS AND KNOWLEDGE 
This position requires a highly professional approach, strong leadership skills, excellent organisational and 
administrative skills, and demonstrated human resource expertise and experience.  

Required: 
• Formal qualifications in a Human Resource discipline 
• Three years’ experience in a similar role within the hospitality industry  
• A strong understanding of the Restaurant Industry Award, FairWork Qld conditions and statutory obligations 
• Thorough knowledge of Microsoft Office and other common software and online platforms 
• Highly developed interpersonal and communication skills 
• Highly developed organisational and time management skills 
• Exceptional problem-solving skills, and an ability to resolve issues with appropriate, creative solutions 

Desired: 
• Experience developing training resources for hospitality industry staff 
• A thorough knowledge of the financial management of a hospitality venue 
• Previous experience with the Keypay payroll system. 
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KEY ACCOUNTABILITIES 

1. Develop the company’s overall HR strategy, culture and training and development programs to assist in our 
goal of becoming a best practice hospitality industry employer: 

• Nurture a positive working environment by maintaining open and approachable methods of communication and 
support with all team members. 

• Support company needs through the development, engagement, motivation and preservation of team members. 
• Develop, implement and maintain company well-being programs, gifts and rewards. 
• At the onboarding stage, develop and implement procedures to ensure team members are appropriately 

welcomed, adequately inducted and sufficiently trained to commence their role. 
• Proactively gain an understanding of each team members’ unique goals and ambitions, and maintain 

communication regarding training and opportunities available. 
• Develop career development procedures and programs which foster a supportive working environment, and 

which enable team members to reach their full potential. 
• Develop and manage a performance appraisal system that drives and rewards high performance. 
• Organise staff social and team building activities and events. 
• In collaboration with the Marketing Manager, develop an internal communications strategy to engage team 

members and to ensure staff are kept up to date with procedural updates and company news (including e-
newsletters and FB group updates). 

2. Ensure the highest quality candidates are recruited in a timely manner, and assist managers throughout the 
onboarding process: 

• Review forecast staffing needs with managers and ensure recruiting processes commence as required. 
• In collaboration with the Marketing Manager, develop the company’s LinkedIn and other online profiles through 

publishing relevant and interesting HR-related content and posting job advertisements. 
• Regularly research and utilise a variety of recruitment channels and methods to target candidates. 
• Provide training to managers in the recruitment process, and ensure all necessary background, identification, and 

reference checks are completed. 
• Provide advice and assistance to managers as required in relation to candidate recruitment and decision-making. 
• Provide letters of offer to successful candidates and commence the onboarding process. 
• Review the induction of new employees to ensure all checklist items have been completed and relevant 

documentation has been recorded and provide training to managers as required. 

3. Ensure the company’s performance management and administrative procedures comply with Award, FairWork 
and other statutory rules and guidelines: 

• Keep up to date with changes to the Restaurant Industry award and ensure the company’s position descriptions, 
rates and classifications are accurate and lawful. 

• Bridge management and employee relations by appropriately addressing demands, grievances, or other issues. 
• Ensure the company complies with all statutory obligations in relation to disciplinary action/termination. 
• Ensure managers and supervisors are trained to handle performance issues appropriately and within the law. 
• Assist managers in the offboarding process for departing employees. 

4. Ensure the company’s HR costs operate within set budget constraints and meet financial objectives: 
• Identify and take advantage of opportunities in relation to government subsidised wage and training schemes 
• Advise managers of forecast sales and roster budgets and review financial reports to ensure targets are met. 
• Provide rostering training, assistance and recommendations to managers who exceed cost targets. 
• Ensure company assets, uniforms and security devices provided to staff are documented appropriately and 

returned at the end of employment. 
• Ensure illness, leave and all other incidents are recorded accurately and in a timely manner to assist in the 

accurate completion of weekly pay-runs. 

5. Perform HR-related administrative tasks: 
• Develop and monitor overall HR strategies, systems, documents, and procedures across the company 
• Communicate areas of concern to the executive team and provide recommendations for improvement. 
• Review each team member’s KeyPay file is up to date, including personal details, pay rates, employment 

conditions, contracts, performance reviews and all associated forms, certificates, and qualifications. 
• Answer pay-related queries and all other correspondence in relation to a staff member’s employment. 
• Assist in the processing of weekly pay runs. 
 


