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Position Description
HR Admin & Receptionist
Office of CEO
Location 60 Smith Street, Darwin City, NT 0800
Reporting to People & Culture Lead
Direct Reports Nil
Special Provisions Appointment is contingent upon receipt of a satisfactory National

Criminal History and OCHRE Card.

Required Qualifications Tertiary qualification in a related discipline and/or relevant
professional experience, or an equivalent combination of relevant
experience and/or education/training.

About Aboriginal Investment NT

Aboriginal Investment NT is a corporate Commonwealth entity, established underthe Aboriginal
Land Rights Act (Northern Territory) 1976, and designed in partnership with Aboriginal
Territorians. Our purpose is to work with Aboriginal Territorians to achieve economic, social and
cultural impact through innovative approaches to investments, beneficial payments and other
financial assistance.

To support this, we have initial grant funding of $180 million and an investment corpus of $500
million. Our Aboriginal-controlled board share a vision of self-determination, with Aboriginal
Territorians at the centre of Aboriginal Investment NT's work.

Purpose of the Position

The HR Admin & Receptionist provides general HR administrative support and covers the
reception area. The role assists with recruitment coordination, monitoring compliance with
mandatory trainings, maintaining required staff information, staff onboarding and offboarding
processes, managing leave and timesheet follow-ups, support with workplace culture
initiatives, providing reception coverage, and delivering day-to-day administrative support, as
requested to ensure the efficient operations.

Duties

The following accountabilities are not exhaustive and may include others as directed by
the People & Culture Lead that are commensurate with the employee's skill set.

¢ Recruitment & Onboarding:
o Monitor the recruitment inbox, and ensure applications are compiled, saved, and
recorded in the application spreadsheet.
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o Support recruitment process by booking interviews, arranging rooms and
logistics, and setting up or managing panel chats, including adding or removing
panel members as required

o Respond to HR and recruitment enquiries where possible or escalate matters to
the P&C Lead when required.

o Support staff onboarding including workstation arrangements, and other
onboarding logistics in coordination with the Corporate Team. Ensure staff
headshot photos are on place.

Training & Compliance:

o Track and assign staff for required learning and development activities, including
cultural training, Phriendly Phishing training, mandatory Go1 Employment Hero
modules, and Code of Conduct training in Employment Hero. Ensure staff’s full
completion.

o Check and update staff qualifications and certifications in Employment Hero as
required.

Wellbeing and Culture: Support by working through event or days to observe
inhouse, coordinating greeting cards, and updating and printing WHS posters in
Canva.

Staff offboarding: Support staff exit processes by ensuring IT devices and fobs are
returned to the correct section, and by assisting with farewell cards, collections, and
morning tea arrangements.

Leave Management: Follow up pending leave record & timesheets submissions and

approvals

Reception: Welcome and settle visitors, and provide coverage for the reception area,
as required and requested by the Corporate Team.

Any other HR administrative support, as requested by the HR team.

Key selection criteria

Essential

Good written and verbal communication skills.

Ability to work cooperatively in a team environment and build positive relationships.
Good computer skills with proficiency in Microsoft Word, Outlook, Excel, and
document management.

Experience in administration with good organisational skills, including managing
multiple administrative tasks and maintaining efficient workflows.

Proven track record in ensuring adherence to organisational policies and
procedures, with a focus on monitoring compliance.

Demonstrated passion and commitment to working with Aboriginal people and
communities, supporting self-determination with cultural awareness and sensitivity.
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Desirable

e Understanding of Aboriginal communities, nation-building, self-determination and
community development principles and approaches.
e Experience in customer service and/or recruitment

Organisation Expectations

e Contribute to the efficient and effective functioning of their team or work unit in order
to meet organisation objectives. This includes demonstrating appropriate and
professional workplace behaviours in accordance with the Code of Conduct,
providing assistance to team members if required and undertaking other key
responsibilities or activities as directed by one’s supervisors

¢ Demonstrate and promote the organisation Values, ensuring all workplace behaviour
is appropriate in all workplace settings, proactively calling out inappropriate
behaviour

¢ Read, understand and comply with all organisation policies and procedures

e Undertake risk management and actively support and participate in the risk
management processes adopted by the organisation which include identifying,
analysing and evaluating risk that may impact on the organisation

e Work at and travel between other organisation office/s or to other locations from time
to time as may be required during the course of employment

e Complete all mandatory training such as required by the organisation

¢ Demonstrate understanding of the principles of anti-discrimination, staff equity, work
health and safety and other relevant legislation, and show the willingness and
capacity to implement equal employment opportunity and work health and safety
plans, policies and programs

Work Health & Safety

e Ensure all activities comply with WHS legislation and organisation policy & procedure

e Implement & monitor risk management activities including, but not limited to,
workplace inspections, incident/hazard investigation and follow-up, and support in
implementation of risk controls

e Participation in WHS training requirements for staff including the provision of training
and monitoring of training to ensure completion and currency
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