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Role: People and Culture Lead

Accountable to:

General Manager

Team: Provides leadership on workforce systems,
recruitment support, onboarding, user setup
coordination, people processes and neuro-affirming
staff practices

Location Work from home

Term Fixed term to 30 June 2027

Basis of employment

Part Time — 0.4 Full Time Equivalent (FTE)
15.2 hours / week

Remuneration:

Above-award salary package benchmarked to
SCHADS Level 7.1, plus statutory superannuation,
subject to final contract approval.

Role Context

The People and Culture Lead supports ASAN AUNZ to establish and maintain

accessible, values-aligned workforce systems for a growing remote team. The role
contributes to recruitment support, onboarding, workforce documentation, people
processes, process uplift and culture-building in ways that are practical, respectful

and neuro-affirming.

This includes supporting workforce systems that are workable across both
grant-funded and above-award employment arrangements, in line with ASAN
AUNZ's contracts, governance settings and practical operating needs.

The role also supports practical workforce wellbeing and provider coordination
functions within approved arrangements, including coordination of the EAP service
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provider relationship, related staff information processes, and continuous
improvement of people systems as ASAN AUNZ grows.

Primary Purpose

e Support development and implementation of workforce systems suitable for
ASAN AUNZ's size, values and project needs.

e Focus on staff lifecycle processes, onboarding, workforce guidance and
neuro-affirming people practices rather than on payroll processing or routine
administration.

e Help ensure recruitment, onboarding and workforce support processes are
organised, consistent and accessible.

Key Responsibilities

e Support recruitment administration, onboarding coordination, personnel
documentation and workforce records within approved controls.

e Coordinate staff onboarding steps, including induction scheduling,
documentation readiness, and liaison with ICT & Web Administrator for user
setup and access requests.

e Help implement accessible workforce processes, reasonable adjustment
practices, agreed work schedule documentation and clear internal guidance
for staff.

e Support completion and recording of screening, right-to-work, code of
conduct, confidentiality and onboarding requirements in line with grant and
organisational obligations.

e Create, review and update people-related processes, templates and guidance
so workforce systems remain practical, compliant and fit for purpose as
ASAN AUNZ grows, including coordination of the EAP service provider
relationship and related staff information processes within approved
arrangements.

o |dentify workforce and process gaps, recurring issues or inefficiencies, and
propose practical improvements that support organisational uplift and

continuous improvement.
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e Maintain confidentiality and compliance in handling personnel and
recruitment information.

Criteria & Requirements

Desirable Criteria

e Experience in people and culture, HR, recruitment, workforce support or
related coordination work.

e Understanding of accessible and neuro-affirming workforce practices.

e Experience creating, improving or maintaining people-related processes,
templates and workforce guidance.

e Experience coordinating an external workforce-related provider or support
service, such as an EAP provider, is desirable.

e Familiarity with supporting workforces employed under award and above-
award arrangements, including practical understanding of how those settings
affect documentation, processes and workforce administration.

e Ability to work with sensitive information and structured processes.

Special Requirements
e Lived experience as an Autistic person is an inherent requirement of this role.

e Therole is remote-first and involves handling restricted people-related
information within approved systems.

Essential Requirements

e Relevant screening, verification or checks required for the role must be
completed prior to commencement. ASAN AUNZ will meet the cost of
required checks only where approved in writing in advance.

o Agreement to ASAN AUNZ's Code of Conduct, confidentiality, privacy,
safeguarding and conflict of interest requirements.

e Proof of right to work and provision of references if requested.

Role Governance and Supporting Instruments

This position operates within ASAN AUNZ's Board-approved governance framework,
delegations, employment contract, supervision arrangements, reporting requirements,
strategic plan, budget, policies, and performance expectations.
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The duties and accountabilities in this position description are intended to be read
consistently with the employment contract, Board-approved delegations, executive
performance framework, Board reporting requirements, supervision framework, and
any legal advice obtained by ASAN AUNZ in relation to the role.

Where there is any inconsistency between this position description and the final
employment contract, the employment contract and any applicable legal
requirements prevail.




