
 

 

HR & Recruitment Officer 

 

Status: Full-time 
 
Hours: 38 hours per week 
 
Award: MDA Enterprise Agreement 2016 

 
Salary:   Level 4.1, $69,199.52 per annum + 9.5% super + salary sacrifice 

option 
 
Reports to: Senior Manager – People and Culture 
 
Contract Period Full Time, Ongoing  
 
Probation Period: Six (6) months 
 
About Multicultural Australia  
Multicultural Australia is a leading Queensland multicultural organisation. We aim to grow 
multicultural values across our State and to empower newly arrived Queenslanders from 
diverse cultural and language backgrounds through advocacy, community development and 
a range of client services. 
 
Our main objective is to create a welcoming, inclusive and economically stronger 
community here in Queensland. We are passionate about working to ensure that new 
Queensland refugees, migrants and international students are included, skilled and thriving. 
Multicultural Australia currently has over 220 staff, 100 Cultural Support Workers and 200 
volunteers.   
 
Multicultural Australia’s Character and Values  
We are a value based organisation and our values alignment is key to achieving success in 
the HR & Recruitment Officer role. The principal measure of performance in this role will be 
the evidencing of delivery of the Multicultural Australia Way (attached). The statements 
which provide the ingredients of the Multicultural Australia Way represent our cultural 
values and define the expectations of Multicultural Australia staff in performing their roles 
and interacting with clients, stakeholders and each other. An integral part of this role is to 
model and enhance the philosophies, attitudes, behaviours and practices defined in the 
Multicultural Australia Way. 
 
About your contribution  
The HR & Recruitment Officer provides end-to-end recruitment coordination for the day to 
day sourcing and hiring of new employees, along with generalist HR support and advice 
across the organisation.  



 

What you can expect to do 

1. Coordinate all aspects of the recruitment process, including consulting with hiring 
managers, preparing position descriptions, advertising, phone screening and 
shortlisting candidates, scheduling interviews, preparing interview packs, 
participating in interview panels, conducting reference checks, providing candidates 
with feedback and making offers of employment;   

2. Research emerging industry trends and promote best practice recruitment, conduct 
market research in relation to salary benchmarking; 

3. Prepare, review and issue employment contracts and variations across the 
organisation; 

4. Identify opportunities to optimise and maintain the talent pool to provide a supply of 
pre-qualified candidates;  

5. Facilitate monthly staff induction sessions, including sending calendar invitations to 
staff, booking training rooms, preparing presentation materials and recording 
attendance;   

6. Ensure all documentation and information relating to the recruitment process is 
collected and stored correctly; 

7. Review recruitment and HR policies and procedures, making change requests as 
required; 

8. Provide HR advice, recommendations and interpret relevant legislation, enterprise 
agreements and awards; 

9. Contribute to the research and development of strategic HR activities and projects; 
and 

10. Coordinate HR administration functions related to the employment life cycle and 
other duties which may be identified and required from time to time. 

 
In addition to the duties listed above all Multicultural Australia staff are expected to: 
 

1) Respect and abide by the vision, mission and values of the organisation. 
 
2) Ensure that their conduct is consistent with provisions of the Multicultural Australia 

Code of Ethics and Conduct. 
 

3) Comply with the provisions of relevant Multicultural Australia policies and 
procedures. 
 

4) Comply with the provisions of Multicultural Australia’s Workplace Health and Safety 
framework including policies, procedures and safe work systems that relate to their 
role, program area or Multicultural Australia as a whole. Information and training will 
be provided to successful candidates. 

 
5) Carry out general administrative functions related to their role and to the effective 

and efficient functioning of Multicultural Australia as a whole. This will include the use 
of computer-based calendar and information management systems.  

 
Induction training relating to policy and procedures, workplace health and safety and 
Multicultural Australia administrative systems will be provided to successful candidates on 
appointment. Additional training in relation to IT systems and software will also be provided 
to successful candidates where necessary. 
 



 

 
What we need from you 

Essential Skills/Experience  

1. Education, training and/or relevant experience equivalent to the completion of a 
degree in HR and a minimum of 3 years’ experience at HR Officer level; 

2. Highly developed written and verbal communication skills, including the ability to 
produce creative recruitment advertisements, professional job descriptions, minutes, 
reports and other HR documentation with a high degree of accuracy; 

3. Demonstrated interpersonal skills and an ability to connect across all levels of the 
organisation with people from a wide range of cultural and linguistic backgrounds, 
excellent networking, negotiating and influencing skills; 

4. Strong organisational skills including the ability to coordinate a range of tasks and 
negotiate with stakeholders whilst working in an environment with competing 
priorities in order to meet tight deadlines; 

5. Demonstrated ability to develop innovative and engaging advertisements, use 
multiple attraction strategies and creative methods of recruitment assessment tools; 

6. Ability to conduct research, analysis and provide recommendations on strategic HR 
activities and projects; and  

7. Good working knowledge of Microsoft Office applications including Outlook, Word 
and Excel 10. 

  
 
Desirable Skills and/or Experience 
1.Possession of, or willingness and eligibility to obtain, a Blue Card (Working with Children 
Suitability Card in accordance with the Commission for Children and Young People and 
Child Guardian Act 2000) and Police Clearance Check. 
 


