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The School

Hunter Valley Grammar School is located on an expansive 32-acre park-like campus with impressive

facilities; quite rare amongst schools across NSW and the envy of most. Our School is 2-hours north

of Sydney, at the gateway to the Hunter Valley wine and coal mining region. It is situated a 30-minute 

drive from the Newcastle CBD and 45-minute drive from Port Stephens.

The area is the fastest growing regional centre in NSW with a diverse range of employment and

recreational activities and services. Locals enjoy an all-encompassing valley lifestyle with easy access

to both the mountains and beaches.

Hunter Valley Grammar School:

• provides a balanced education of academic, cultural and sporting endeavours supporting each 

student’s intellectual, physical and emotional development;

• models itself as a teaching and learning community which encourages the pursuit of excellence in 

all areas inspiring students to want to become life-long learners;

• provides a learning environment where students feel safe and confident to challenge and question 

the world around them, where young people feel secure and confident, and enjoy participating in 

all aspects of school life;

• offers an academically rigorous and comprehensive programme that engages all students in all 

aspects of school life;

• assists students to achieve success by encouraging the realisation and achievement of ‘personal 

bests’;

• provides a diverse range of opportunities and activities to assist students to maximise their 

potential and exceed their expectations;

• helps young people to strike a happy, healthy balance between work, family, leisure, life-long 

learning and being good citizens;

• values a strong, affirming and positive partnership with parents and the wider community; 

• prides itself on the quality of pastoral care provided, believing in the intrinsic worth of each 

student and embracing a culture that treats all community members with care and compassion, 

dignity and respect; and

• is determined to ensure that students act with moral conscience and judgment based on our 

values of responsibility, integrity, respect, citizenship, courage, compassion, optimism and 

gratitude.

The Human Resources Manager is a new position at Hunter Valley Grammar School and the  

incumbent will be a member of the Executive Leadership Team. This is a full-time position 

commencing 13 January 2020. This new role absorbs a previous role, that of Dean of Professional 

Learning.



The Position

The Human Resources Manager has responsibility for all strategic and operational human resource 

activities across the School, and promotes a values-rich, high-performance culture that fosters staff 

professional development and attracts and retains exceptional staff to the School.  

The Human Resources Manager reports directly to the Principal and works closely with the 

Executive Leadership Team. They will also work with several key support personnel, including the 

Compliance Manager, Executive Assistant to the Principal, Marketing Manager, Chief Financial 

Officer, and Payroll Administrator.

The Human Resources Manager will be accountable for all human resource matters, including but 

not limited to:

• Recruitment and selection;

• Staff induction and orientation;

• Process through which new employees acquire the necessary knowledge, skills, and behaviours 

to be effective in their respective roles;

• HR systems and processes;

• Staff professional development;

• Staff performance management;

• Staff appraisal processes; and

• HR leadership, advice and consultation.

As a member of the Hunter Valley Grammar School Staff, the following are core expectations:

• Maintain strict confidentiality with respect to the School’s business;

• Play a critical leadership role in driving the achievement of the School mission, vision and goals;

• Create and reinforce a culture of leadership that engenders transparency, outcomes, 

responsibility and accountability;

• Foster a commitment to continuous improvement and the value of collaboration and sharing of 

knowledge and information;

• Demonstrate overt support for the School values;

• Manage people within an area of responsibility using available tools and skills to directly or 

indirectly influence the focus and direction provided to employees; and

• Develop and maintain positive working relationships with external stakeholders.





Specific Responsibilities

Recruitment, selection and induction

• Identify future recruitment requirements and collaborate with line managers to develop position 

descriptions. 

• Work with the Marketing Manager on recruitment campaigns to attract high calibre candidates to 

the School.

• Introduce HR systems and tools to manage and track candidate applications.

• Undertake HR compliance checks, including; Working with Children Checks (WWCC), medical 

approvals, and reference checks, for example.

• Work with the Chief Financial Officer to develop employment contracts for new, contract and 

casual teaching and non-teaching staff.

• Leading, organising and facilitating staff induction and orientation processes including the 

allocation of mentors.

HR Systems and HR leadership

• Develop a HR Strategic Plan that aligns with the School’s broader Strategic Plan.

• Provide HR advice, support and leadership to staff and make recommendations for innovation, 

improvement and/or change.

• Collaboration with the Compliance Manager to ensure human resource policies, procedures and 

documentation are maintained and communicated appropriately.

• Develop HR strategies that achieve the strategic priorities of the School and enhance employees’ 

wellbeing.

• Maintain accurate employee and training records.

• Working in collaboration with appropriate HVGS staff to develop online training programs, 

professional development days, and professional courses.

Staff professional development

• Ensure professional learning is aligned with HVGS priorities and the identified needs of staff to 

build a culture of excellence.

• Develop and maintain a cyclical and strategic school wide professional learning plan, ensuring 

that all AITSL, IBO, and NESA priorities and requirements are fully integrated into our professional 

development programs. 



• Consulting with the Heads of School, Dean of Innovative Curriculum, Head of Pedagogy and 

Director of Innovative Technologies to support other teams in identifying professional learning 

needs and priorities, particularly about planning professional learning for members of their teams.

• Building and maintaining high quality learning programs for support and operational staff.

• Process staff professional development requests in an appropriate and fair manner.

• Working closely with the Director of Teacher Accreditation & Development, keeps oversight of 

NESA and ISTAA Teacher Accreditation requirements.

• Preparing and administering the annual professional learning budget in consultation with the 

Heads of School and Chief Financial Officer.

Staff appraisal processes

• Leading, developing and coordinating the staff appraisal and evaluation process with a focus on 

the identification of the professional growth needs of staff.

• Working closely with the Deputy Principal to develop and sustain a program of coaching and 

mentoring for academic staff based on peer observation, professional learning goals and 

feedback methodologies.

Performance management

• Manage performance management processes including compliance with legislative and industrial 

requirements and best practice human resource standards.

• Assist in identifying, investigating and resolving staff issues of workplace concern and managing 

performance concerns involving staff members.

• Training line managers in performance management processes, including identifying and 

addressing the early onset of performance issues.

The Human Resources Manager will be a member of the following Committees:

• Executive Leadership Team; 

• Board Finance Committee; and

• Board Policy & Compliance Committee.

Relationships with other Executive Leaders and the community

• Reports directly to the Principal.

• Provides support and advice to members of the Executive Leadership Team, Operations Team 

and HVGS teaching and non-teaching staff.



Selection Criteria

Essential 

• Tertiary qualifications in Human Resources or similar. 

• At least five years of experience in a similar Human Resources role. 

• Demonstrated knowledge of contemporary HRM issues and trends and be experienced in the 

development, implementation and maintenance of HRM policies, programs and processes. 

• Excellent communication, negotiation and conflict resolution skills.

Desirable

• Experience within the Education Sector. 

• Current Working with Children Check. 

Salary and Conditions

Salary will be negotiated with the successful applicant based on suitability, qualifications, and 

experience.

Recruitment Process

1. Advertising for the position from Saturday 19 October 2019.

2. Interested applicants contact Ana Stratton (EA to the Principal) +61-2-4931 0713 or  

strattona@hvgs.nsw.edu.au to arrange a telephone interview with the Principal.

3. Telephone interviews with interested applicants commence immediately and conclude on Friday 

8 November 2019.

4. From 8 November, the Principal invites selected applicants to submit a formal application, 

applications close on Friday 22 November.

5. Referee checks for short listed candidates will be conducted in the week of Monday 25 November 

and conclude by Friday 29 November.

6. Applicants notified they have been short-listed for interview by Friday 29 November 2019.

7. Interviews: Monday 9 December or Tuesday 10 December 2019 (this is not negotiable).
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