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	business manager


	Start Date
	Late October 2008

	Job Purpose 
	To manage the five key business areas consistent with HR Direction values.


	Values
	1. Assisting people to lead fulfilling lives
2. Honesty – constructive and compassionate.  

3. Respect - peace of mind, no surprises and being true to our word.
4. Ethical – striving to achieve win/win outcomes for all parties.

	Reports to 
	Managing Director (Simon Panckhurst)

	Responsible for 
	Part time HR Consultants (Shane and Viv) Office Manager (Suze)
Any staff subsequently recruited

	Hours
	This is a full time permanent position. Hours of work are flexible, although the bulk of hours will need to fall between Monday to Friday 9-5pm. HR Direction is not focused on hours but on output. Hours are as required to fulfill duties.

	Starting

Salary
	$50-65K p.a. (will be appointed somewhere within this band depending on skills, experience.) Will be reviewed within 6 months.


	Annual Leave 
	Standard four weeks per annum but will be fully supported to take additional leave. Key: balancing personal needs with business objectives. 


	General
	Understand, plan, measure and develop
▲
our people

▲
client needs & target market
▲
points of difference

▲
knowledge of HR - people, behaviour and performance

▲
marketing & finances
▲
our assets, systems and policies 




	Specific
	1. Our People (30-40%)
▲
clarify commitments, priorities, strategies, risks and opportunities

▲
support, guide, inspire, challenge, develop and appreciate
▲
reinforce bus. objectives, values, risks, and worklife balance
2. HR Consultancy – Recruitment (30-40%) 
▲
engage clients, meet and determine needs, submit proposals and agree on terms and conditions.

▲
plan timeframe, resources and work through recruitment process

· writing job advertisements and ensure posted successfully;

· reading applications;

· communicating with clients (face to face, phone, email);

· conducting phone interviews; 

· creating appropriate work sample tests;

· coordinating and participating in personal interviews;

· writing up recommendations;

· reference checking.

▲
follow up, measure satisfaction, maintain relationship

3. HR Consultancy – Training Events & Consultancy (5-10%)
▲
participate in training events (e.g. behavioural interview workshops) and HR consultancy opportunities as required,depending on experience and staff resources.
4. Marketing, Accounting & Reporting (15-20%)
▲
confirm marketing strategy with MD,  implement & manage
▲
oversee financials – debtors, creditors, cashflow & budget
▲
monitor points of contact with clients /potential clients
▲
manage collection and reporting of client feedback
▲        create meaningful reports for MD and participate in regular  

             review meetings
▲        Consider and develop plans and strategies for business    

            maintenance and growth as agreed to with MD. 

5. Miscellanous (5%)
▲
manage office computers
▲
personal administration

▲
identify and attend relevant networking events

▲
professional and personal development


	Performance Expectations
	▲
Plans extensively and is proactive in all actions to optimise time and resources. 

▲
Constantly seeks to better understand why and how. Tries to think outside the square, not afraid to ask ‘dumb’ questions. Uses best practice, academic research or learnings from trial and error to make improvements to existing processes.

▲
Successfully builds effective professional and personal relationships through honesty, positivity and acceptance of differences.

▲
Appreciates the importance of listening to understand staff and client needs and desires.

▲
Appreciates the importance of communicating clearly so staff and clients completely understand the situation/message.
▲
Makes use of exisiting templates, resources and knowledge i.e. does not reinvent the wheel.
▲
Ensures all actions are purposeful and have an end goal in mind, uses logic and data rather than intuition.

▲
Consults staff and admits mistakes, considers such actions as an important part of learning and consultative mgt. 
▲
Detail focussed, realising that little mistakes can reflect badly and be timely and costly to fix. Strives to get it right first time.

▲
Takes time to reflect, review and make positive changes to the way work is approached.


	Person Specification

(key skills required)
	Skills, Attributes and Knowledge

	
	▲
Interpersonal skills and personal awareness. Emotional intelligence and control. A superior understanding of people, interpersonal relationships and human behaviour. 

▲
A positive, friendly, easygoing yet professional and respectful attitude in all dealings with clients and staff. Able to talk openly and honestly and enjoy a laugh. Firm but fair.
▲
A strong desire to help organisations that are making the world a better place.
▲
Conscientious, detail and systems focused and well organised.
▲
A genuine and extreme willingness to learn.
▲
Above average problem solving ability.

▲        Understanding of and some experience in small business and HR  management.
▲        Enjoyment of and competence in networking and sales.
▲        Confident in using Microsoft Suite of programmes.



Simon Panckhurst (MD)
HR Direction Ltd

September 2008
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