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Our Vision defines our purpose. Our seven value drivers guide our strategic direction. Within each
driver are strategies to deliver our goals and realise our vision. These strategies drive our existing

business and underpin any acquisitions. Our Values influence the right behaviours when making
decisions to achieve our Vision

Position Title: People and Culture Manager

Location: Gold Coast
Department: People and Culture
Reports to:

General Manager People and Culture

Reporting to this position: People and Culture Co-ordinator, Receptionist

Version Number
1.2

Date Updated
25/10/2023

Version reviewed/approved By GM
P&C
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Position Purpose

The People and Culture Manager is responsible for the end-to-end service delivery of the QAL people
strategic plan. The P&C Manager will be responsible for demonstrating leadership and supporting
their designated portfolios, delivering a range of services including advisory services, workplace
relations, talent acquisition and talent management, workforce productivity and planning, learning
and organisational development, HRIS, educational relationships, diversity initiatives, reward and
recognition programs and health and well-being. This role is responsible for the provision of
operational HR and coordinating office operations at QAL’s Head Office (Gold Coast) and procedures
in order to ensure organisational effectiveness and efficiency.

To complement the specific portfolios, the role of People and Culture Manager will also encompass
some overarching QAL People group responsibilities (assigned from the People Primary areas) to
support and enable the QAL strategic pillars and People primary areas.

Position Requirements

Objective 1: People and Culture Management

e Support the General Manager People and Culture and QAL leadership to drive cultural change
and ongoing change management aligned to the Vision and Strategic Pillars

e Proactively deliver the operational requirements of the P&C function ensuring a business
partner focus is taken on all aspects of the advisory and transactional services

e Demonstrate leadership and support the designated portfolios by delivering an end-to-end
P&C service covering all facets of P&C management in a timely and high-quality manner.
Facets to include advisory services, workplace relations, talent acquisition and talent
management, workforce productivity and planning, learning and organisational development,
HRIS, educational relationships, diversity initiatives, reward and recognition programs and
health and well-being

e Guide the deliverable of the objectives as required from the ‘Group Primary Areas’ as assigned
as Group responsibility for the betterment of the company

Objective 2: Management, Leadership and Relationship Building

e Collaborate, communicate and effectively influence QAL leaders to ensure optimal outcomes
and delivery of the P&C Primary areas and overarching QAL strategies

e Coach leaders to raise people and leadership capability and competency

e Demonstrate quality leadership practices that promote teamwork, encourage communication
and delivers continuous improvement

e Advise leaders on use of P&C practises, policies, frameworks and guidelines. Provide
interpretation and guidance on an appropriate course of action for leaders in resolution of
P&C related matters such as legal obligations, talent acquisition, remuneration and related
matters, performance development and management

e Build effective relationships and support each business unit in the resolution of employee
relations issues including the provision of advice to leaders in policy, process or
organisational solutions/improvements

e Monitor and ensure direct reports are effectively achieving the goals set and agreed to in their
current Individual Develop Plans (IDP’s)
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Recruit, identify training needs, manage poor performance and or conduct of direct reports in
accordance with P&C Policy

Communicate company and corporate policy, procedures, initiatives, training and other
messages effectively to employees and key stakeholders on the airport and in the community
Act as a role model of corporate values

Objective 3: Continuous Improvement

Assist the General Manager to develop and implement strategies and specific P&C initiatives
that support business unit objectives, performance management and Enterprise Agreement
requirements

Examine employment data to ascertain workforce trends, productivity and other
performance measures and discuss potential solutions/improvements with Senior Leaders
Assist the General Manager execute the industrial relations framework which aligns to the
organisation’s goal, including engaging with industrial relations specialists and resolution of
industrial relations issues as required

Guide, influence and support the execution of each stage of the Talent lifecycle such as talent
management and succession planning framework or contemporary talent acquisition for
designated portfolios

Assist the General Manager in the implementation of a diversity management plan

Support each business unit in organisational learning and development needs for the
betterment of the company and the individual employee

Objective 4: Project Participation / Innovation

Demonstrate a proactive, positive involvement as part of QAL’s leadership team
Undertake project work that develops solutions for operational level issues i.e. Process
improvements in the area of employee retention, succession planning, employee
engagement and performance management

Effectively manage, focus and deliver on ongoing innovation of system processes

Actively engage and participate in all projects

Undertake an effective project leadership role, when required

Continually strive to improve all processes, procedures and systems to enhance workplace
efficiencies

Objective 5: Workplace Health & Safety, Environmental and Aviation Safety & Security

Take reasonable care for your health and safety

Take reasonable care for the health and safety of others including the implementation of
risk control measures within your control to prevent injuries or illnesses

Comply with any reasonable instruction in relation to WHS by the Company

Co-operate with any reasonable policies and procedures of the QAL and associated
entities including the reporting of hazards or incidents via the QAL reporting process

All compliance requirements (e.g. legislative, policies, procedures) adhered to

Other responsibilities as outlined in the QAL WHS management system

Adhere to the locations Environmental Management System (EMS) as relevant to your
work activities

Attend EMS related training
Adhere to relevant aviation safety and security requirements
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Behavioural Expectations for all QAL Employees

QAL employees expected to demonstrate behaviour which is aligned to our core values:

Authentic

. We are true to ourselves and our communities.

o We build genuine connections and deliver on our promises with integrity.
Brave

o We dare to be different and inspire change.

o We pursue new opportunities with courage and challenge the status quo.
Inclusive

o We celebrate difference and empower one another.

o We value every perspective and recognise that diversity makes us stronger.
Responsible

. We lead the way with purpose.

. We are accountable for our decisions.

Behavioural Objectives

Whether a team member without direct reports or an executive running a division, all employees at
QAL lead in one way or another. They may lead self, lead others or lead business. As such within the
Performance Conversations set each year, managers will seek to set clear behavioural expectations
for your specific role on the year ahead. As a minimum expectation your role is expected to
demonstrate the following behaviours aways when carrying out the role objectives:

Senior Manager
e Role model the QAL Values
e Establish and maintain strong relationships with internal and external stakeholders
e Demonstrate proactive, positive involvement as part of the team
e Provide clear expectations through setting individual and team goals
e Give regular feedback and recognition to employees for high performance
e Maximise development, performance, engagement and retention of team
e Communicate regularly to the team on what is going on in the business
e Display inclusive leadership and leverage the diverse mix of the team’s strengths and talents
e Lead the delivery of business strategy and projects
e Manage the budget and required financial requirements
e Ensure compliance and all regulatory obligations are met by the team
e Promote innovation, teamwork and cross company exchange of ideas for shareholder value
i.e. revenue & customer excellence
e Support the delivery of ESG

Key Stakeholders
Internal: Employees and management at all levels

External: Potential new employees, Educational providers, Contractors, Consultants,
Volunteers, Students, Stakeholders and the Community
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Key Capabilities Required to Perform Role

Educational Qualifications:
e Professional qualifications in Human Resources, Industrial Relations, Organisational Development,
Change Management or Behavioural Sciences

Professional Experience:

e Proven experience in generalist leadership roles with human resources related deliverables,
including best practice industrial relations, change management, performance management,
talent acquisition, organisational development and WHS

e Experience working with Senior Management teams

e Highly developed skills and experience providing leadership advisory services and coaching to
management. Proven ability to partner with the business to value add through strengthening
leaders ability to manage others for peak performance.

Specific Job Knowledge, Skills and Abilities:

e Highly motivated, with excellent people management and communication skills

e Proven ability to lead and self-manage key priorities

e Ability to act as a corporate brand ambassador to drive employee engagement around QAL’s
values

e Results driven and accountability focussed

e Ability to build effective relationships with key stakeholders

Physical Demands:
e Must be able to perform required physical and psychological demands of the role.
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ACKNOWLEDGMENT

I acknowledge that | have read and understood the key result areas described in this Role Description
and agree to carry out my duties and responsibilities to the best of my ability. | assert that there are
no limitations on my ability to fully perform the position for the company. | also understand that at
times | may be required to undertake other duties relevant to the position that are not listed in this
statement. | acknowledge my employer’s right to alter this Role Description from time to time in
accordance with company requirements.

Name Date

Signature
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