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About us 
From surfing to cycling to wining and dining and everything in between, Bass Coast provides the 

perfect balance of rural, residential and holiday lifestyles for all to enjoy- all with stunning backdrops 

of beaches, bushland and rolling hills. 

A fast-growing peri urban coastal shire with a strong focus on the balance of environment, economy 

and community. The environment is our economy. To meet the needs of our fast-growing status our 

organisation has been reimagined to meet the current and future challenges. Our organisation is 

underpinned by the principles of: 

• We deliver 

• Placing the customer at the centre of everything we do and, 

• Being a part of something bigger 

With a proven track record of investing in our people we attract high quality applicants who want to 

contribute to our community, excel in their careers live the values of Excellence, Passion, 

Imagination, Integrity & Courage. 

Reporting to the Manager People and Culture, the Coordinator Talent Management is responsible 

for Workforce planning, recruitment, employee branding and equity diversity and inclusion. 

 



 

 

  

Workforce Planning & Recruitment 

• Ensuring we have the right people, with 

the right skills, in the right places at the 

right time (Workforce Plan). 

• Develop, maintain, and implement the 

organisation’s Workforce Plan. 

• Oversee the development of position 

and organisational design and reviews. 

• Coordinate and manage the 

organisations planning and recruitment 

activities. 

• Take a lead role in the management of 

the selection and on-boarding of new 

recruits and their employment contracts, 

including Senior Officers. 

Equity Diversity and Inclusion 

• Lead the Equity Diversity and Inclusion 
working group. 

• Maintain, implement, and report on the 
organisation’s Gender Equality Action 
Plan. 

• Develop equality diversity and inclusion 
strategy to influence broader 
organisation outcomes. 

Employment Brand 

• Using our EPIIC values to establish our 
employment brand 

• Promoting our EPIIC successes to the 
external world. 

• Building an EPIIC image in the minds of 
prospective, current, and past 
employees. 

Policies and Systems 

Key responsibility areas 

• Develop, review, and implement 

recruitment policy and associated 

procedures. 

• Carry out and report on employee exits 

and build the knowledge into position 

and organisational reviews. 

• OneCouncil (IT system) capability to: 

o Perform online recruitment 

o On-board employees capturing 

essential employee information 

o Streamline processing 

o Recruitment, diversity and 

turnover metrics  

 

Corporate & Team 

• Lead and manage the team to actively 
contribution to P&C being a high 
performing team. 

• Oversee Talent Management Budgets. 

• People Plan reviews and 
implementation. 

• Active member of the Bass Coast, 
Division and Department Leadership 
Teams. 

• Performing redeployment duties to 
support the organisation’s emergency 
management responses. 

• Other duties as directed within the skills 
and abilities of a position at this level. 

 

 



 

 

 

  

Accountability and extent of authority 

While being accountable for the quality, cost and timeliness of work carried out, there is freedom to act 
by set objectives or budgets. May have formal input into policy development and be required to give 

specialist advice with regular supervision. May contribute to emergency management activities when 

required and directed by the General Manager. 

Competencies 

Judgement and decision making 

Work is usually specialised and may involve problem solving skills that can be adapted to situations. 

Guidance and advice is usually available within time to make a decision. 

Specialist Skills and Knowledge 

Requires an understanding of the team’s and organisation’s policies, regulations, precedents, and long-

term goals. Proficient in using and explaining standard procedures, policies, guidelines, and legislation. 

Management skills 

Managing time and employees, and planning and organising own work within time available.  Able to 

implement EEO, OH&S, HR, and budgeting practices for team. 

Interpersonal skills 

Relate to others to gain cooperation and liaise with others for the specialist work being undertaken.  

Skilled in discussing and resolving matters and problems. 

Qualifications and experience 

A tertiary qualification with substantial experience needs to be drawn upon to meet key responsibilities. 
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Applicants will be required to undergo pre-employment checks including but not limited to a Police 

Records Check and compliance with COVID Vaccination mandates. 

 

Pre-Employment Checks 

Performance Criteria 

Performance criteria will be developed within the first three months of appointment, recorded and 

reviewed in accordance with Council’s Performance Development Policy and Framework. 

 

Selection will be based on the following key selection criteria; however, reference will also be 

made to other listed skills, knowledge, and attributes as required in the position description.  

 
▪ Capability to deliver on key 

responsibility areas 

▪ Record of relevant accomplishments  

▪ Confidence to introduce innovation that 

enhances customer experience 

▪ An energetic approach to work, health, 

and wellbeing 

▪ Experience in instilling a partnership 

approach within a team 

▪ Interpersonal skills that help build 

trusting relationships 

▪ Focused on growth and development 

for self and others 

▪ A healthy appreciation for and 

awareness of self 

Key Selection Criteria  


