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Human Resources/Employee Relations Advisor

(HR/ER Advisor)
Job Reference Type of work Contract
LI-HR-ER-L1-2/23 Casual/Part-time Employment Temporary
Contract Hours Available Positions Commences
Casual 2 As soon as possible

Employer: Raven HR Pty Ltd

Website: https://www.ravenhr.com.au

Application Period: 21 February 2023 to 5 March 2023
Location: Mount Waverley, Hybrid/Remote working

SUMMARY

e Exciting opportunity for a HR, industrial relations, law or business student who is interested in employment
law and human resources to join Raven HR as an HR/ER Advisor

e Fantastic career opportunity with full training provided

e Hybrid working

e Potential for ongoing work

JOIN THE TEAM

Our culture focuses on positivity, innovation, and excellence without losing sight of life-work balance. We work hard
for our clients, but we also make sure we put our people first and have fun along the way!

ABOUT US

At Raven HR, we’re here to make a difference. We are a unique HR and Industrial Relations consulting practice, that
provides pragmatic and customised advice and support to our clients.

We pride ourselves on investing time to understand our clients and empower them at each stage of their business
lifecycle to successfully grow, scale and transform. Our HR Solutions are tailored to each business’ unique
requirements from start-ups, SMEs to large established businesses. We love to support businesses to free up their
time to get back to doing what they are most passionate about and supporting their team to be at their best!

This applies to the solutions we create for our clients; the contribution we make to our communities and the flexible
careers we build for our people. We are a trusted HR and Industrial Relations partner of choice for employers and HR
Teams in a variety of industries.


https://www.ravenhr.com.au/
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OUR VALUES

e Dynamic

e Trusted

¢ Innovative

e Ambitious

e Approachable

PEOPLE

We want to invest in you to support you to be the best you can be professionally and as a person! We encourage our
team to have personal and professional goals and support our team to achieve them.

Raven HR provides on the job training to support you develop your human resource, employment law and employee
relations skills and knowledge.

We are committed to fostering a truly diverse workforce that is inclusive of everyone regardless of gender, age,
ethnicity, religion, sexual orientation and ability.

ABOUT THE ROLE

Raven HR offers our client’s expert advice, training and assistance on a range of employment matters, human
resources, working across various industries and sectors. Our HR/ER Advisors are responsible for providing relevant
and accurate advice to members on enquiries relating to industrial relations legislation, awards, general human
resources issues and general workplace occupational health safety issues. In addition, this role will provide
information to members on the full range of consulting services and products that are available to meet their needs.
HR/ER Advisors will also have the opportunity to create policies, templates, training and other resources to support
our clients. Our HR/ER Advisors will also get exposure to the enterprise bargaining process, as well as recruitment.

ABOUT YOU

We are looking for someone with a passion for Industrial Relations/Employee Relations and Human Resources to join
our team to support our clients and help provide solutions to their workplace issues, provide relevant and accurate
advice, and advise clients on the full range of consulting services and products that are available to meet their needs.
Our ideal candidates are those who are currently studying or have previously studied law (especially employment
law), business, human resources or industrial relations. Your strong customer service skills including a high level of
verbal and written communication skills, attention to detail, as well as your capacity to comprehend a wide range of
IR/HR issues and communicate them in a user-friendly manner to our clients will see you excel in this role. You will
also have strong administrative, organisation and time management skills as our Advisors also provide
administration support to the Principal Consultant and for both individual case work and development of member
products.

You will receive full ongoing training and development on the job. An understanding of employment legislation and
the Australian Industrial Relations system will be highly regarded.

Be part of a dynamic, innovative and ambitious team that not only drives success for ourselves and our clients but
also gives back to the community.
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HOW TO APPLY

If this sounds like you, please apply by emailing Melisa Raven at contact@ravenhr.com.au and include your:

e Resume
e Cover Letter (addressing the key selection criteria below)

SELECTION CRITERIA

e Currently or have previously studied law, business, human resources or industrial relations (or equivalent
experience)

e Having studied employment law or human resources (or equivalent study or experience) will be desirable

e Strong customer service skills and orientation

e A high level of verbal and written communication skills (with the ability to tailor your approach based on the
audience)

e The capacity to comprehend basic to moderate issues and communicate them in a user friendly manner

e Capacity to provide administrative support to the team as required, for both individual work/projects and
develop resources for clients

e Ability to use Google and Microsoft products (e.g. MS excel, Google Sheets, word, PowerPoint)

e High attention to detail

e Ability to learn quickly and adapt to changes in a fast paced environment

e Ability to build relationships quickly and establish trust with clients

e Great organisational skills/time management and ability to prioritise work accordingly

e Ability to use various forms of social media including LinkedIn, Facebook and Instagram to support the
promotion of the brand

e Ability to present to virtual and face to face audiences to deliver training

e Understanding of employment legislation and the Australian Industrial Relations system will be highly
regarded

e Ability to conduct recruitment or exposure to conducting recruitment is desirable

e Include availability (days of the week and hours each day)

e Date you are available to commence from or any applicable notice period.

To apply for this role you must have:

e valid working rights to work in Australia
o offer of employment will be subject to a background/police check (as a pre-condition of employment)
e valid drivers licence in Victoria

Don't meet every requirement in the selection criteria?

That's OK - we have a number of opportunities available. At Raven HR we are dedicated to building a diverse,
inclusive and authentic workplace, so if you are excited about this role but your past experience doesn't align
perfectly with every criteria above, we encourage you to apply any way. We just ask for your honesty. You might just
be the right candidate for this or other roles.

We look forward to receiving your application.

Please note depending on the volume and quality of candidates that apply we may stop accepting more candidates
prior to the job ad closing date — so please apply soon so as not to miss out.

Applications from recruitment agencies will not be accepted.


mailto:contact@ravenhr.com.au

