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People and Culture Advisor
	Position title
	People and Culture Advisor

	Location
	Christchurch, with occasional national travel as required

	Reports to
	Commercial Director.  The reporting line may be reviewed when the permanent Chief Executive is appointed.

	Direct reports
	Nil

	Employment status
	Permanent part-time, 0.5 FTE (days and hours by agreement)

	Delegations
	In accordance with HRNZ Financial Delegations Policy and any specific delegations approved by the Chief Executive or Commercial Director.



Position purpose
[bookmark: _Int_UzzZ0bs0]To provide trusted, practical and commercially grounded people and culture advice across HRNZ, helping leaders and employees navigate the full employment lifecycle, strengthen organisational capability and build a safe, inclusive, accountable and high-performing workplace.
The role supports leaders with sound employment practice, employee relations, workforce planning, recruitment, performance, wellbeing, policy, change, and culture initiatives. It combines advisory expertise with hands-on delivery and ensures people-related decisions are consistent, well documented, legally compliant, and aligned with HRNZ values, strategy, and operational realities.
Role boundaries
Important boundary
[bookmark: _Int_batD8FHU][bookmark: _Int_jsgrXlST]This is an advisory and enabling role. It does not replace leader accountability for managing people, performance, conduct, wellbeing or team culture. People leaders remain responsible for day-to-day leadership and decisions, supported by the People and Culture Advisor, the Commercial Director and specialist advisers where required.
The role does not have authority to bind HRNZ, approve remuneration, create roles, terminate employment, engage contractors, restructure teams or make employment commitments unless expressly delegated through the appropriate approval process.
Nature and scope
The People and Culture Advisor provides organisation-wide support in a small, complex and highly visible industry body. The role must operate comfortably across strategic priorities and practical day-to-day matters, often balancing urgency, sensitivity, legal risk, employee experience, and organisational capacity.
The role maintains fit-for-purpose people systems, policies, records and processes; supports managers through employment matters; coordinates recruitment and onboarding; contributes to workforce and capability planning; and helps embed constructive leadership, accountability, wellbeing and cultural expectations across HRNZ.
The role is expected to identify when specialist employment law, health and safety, privacy, payroll, rehabilitation or clinical advice is required and to coordinate that input through the appropriate authority.
Key relationships
	Internal relationships
	External relationships

	Chief Executive; Commercial Director; Senior Leadership Team; people leaders; Finance and payroll; Health and Safety representatives; IT; Marketing and Communications; Education and Horse Care; HRNZ employees; Board and committees through agreed governance channels.
	Employment law and HR advisers; recruitment providers; payroll and benefits providers; EAP and wellbeing providers; ACC; WorkSafe and other relevant agencies; training providers; industry partners, clubs and suppliers where people-related coordination is required.


Key accountabilities
People advisory and employee relations
[bookmark: _Int_NjLNZgni]Provide timely, practical and balanced advice to leaders on employment agreements, performance, conduct, attendance, leave, flexible work, remuneration processes, workplace behaviour, wellbeing and other people matters.
Support fair, procedurally sound and well-documented employment processes, including performance improvement, disciplinary matters, complaints, investigations, grievances, restructures, redeployment and exits.
[bookmark: _Int_CpllSw6j]Coach leaders to address issues early, communicate clearly and exercise sound judgement, while maintaining appropriate confidentiality and escalation.
[bookmark: _Int_3jduwOzv]Coordinate specialist employment law or other professional advice where risk, complexity or independence requires it.
Maintain accurate case records, correspondence, timelines, decisions, and supporting documentation.
Recruitment, onboarding and workforce planning
Coordinate end-to-end recruitment activities, including role scoping, position descriptions, advertising, candidate management, interview support, reference checks, offers and pre-employment requirements.
Ensure recruitment decisions are fair, evidence-based, appropriately approved, and aligned with workforce plans and budgets.
[bookmark: _Int_Grlt0wO0]Maintain effective onboarding, induction, probation and offboarding processes that provide a consistent employee experience and protect organisational knowledge.
Support workforce planning, succession, capability assessment and identification of critical-role or key-person risks.
Maintain establishment information, organisation charts, role documentation and employment status records in conjunction with Finance and payroll.
Performance, capability and leadership support
Maintain practical performance and development frameworks that reinforce clear expectations, regular feedback, accountability, and growth.
Support leaders with goal setting, development planning, performance conversations, and recognition.
Identify common capability gaps and coordinate targeted learning, leadership development, and compliance training.
Promote leader confidence and consistency through templates, guidance, coaching and accessible tools.
[bookmark: _Int_x8Ygvz1O]Support initiatives that strengthen collaboration, trust, psychological safety and constructive challenge.
Culture, engagement and wellbeing
Help translate HRNZ values and desired culture into practical behaviours, leadership expectations and people practices.
Support employee listening, engagement surveys, feedback mechanisms, and action planning.
Coordinate appropriate wellbeing support, including EAP access, rehabilitation and return-to-work processes in partnership with leaders, ACC and specialist providers.
Promote a respectful, inclusive and safe workplace, and support early response to bullying, harassment, discrimination, conflict or psychosocial risk concerns.
Contribute to change and communication plans so employees receive timely, clear and respectful information.
Policies, systems and compliance
[bookmark: _Int_RxiqAnjK]Review, develop and maintain fit-for-purpose people policies, procedures, templates and guidance that are legally compliant and practical for HRNZ.
Maintain secure, accurate and appropriately restricted personnel records in accordance with privacy and records-management requirements.
Monitor key employment obligations, agreement dates, reviews, fixed-term expires, contractor status, leave risks and required actions.
Work with payroll and Finance to support accurate employment changes, leave administration, remuneration records and employment-related reporting.
Support health and safety governance and operational activity where people, wellbeing, rehabilitation, training or psychosocial risk considerations overlap.
Change management and organisational development
[bookmark: _Int_F5cVXdvm]Provide people and process support for organisational change, consultation and implementation activity.
Prepare consultation documentation, feedback summaries, decision records, implementation plans, and employee communications with relevant leaders and advisers.
[bookmark: _Int_lVi6AN2E][bookmark: _Int_auIPd9aI]Ensure proposed people changes consider legal obligations, organisational design, affordability, capability, workload, employee impact, continuity and implementation risk.
Support post-change transition, role clarity, onboarding, team reset, and cultural integration.
Contribute to organisation design and role review work while maintaining appropriate governance and delegated-authority boundaries.
Reporting, risk and continuous improvement
[bookmark: _Int_V7SJ1J3R]Provide concise people metrics, trend analysis and risk reporting to the Commercial Director, Chief Executive, Senior Leadership Team and Board committees as required.
Monitor indicators such as turnover, absence, leave balances, recruitment, performance processes, engagement, capability, wellbeing, and employment relations risk.
Identify systemic issues, process gaps, and emerging workforce risks and recommend proportionate responses.
[bookmark: _Int_XVYVfJCw]Continuously simplify and improve people processes, templates, systems and employee information.
Ensure sensitive matters are escalated promptly and handled consistently, discreetly and in accordance with legal and governance obligations.
Skills, knowledge and experience
Solid generalist human resources or people and culture experience, including hands-on advisory support to leaders and employees.
Working knowledge of New Zealand employment legislation, good-faith obligations, privacy, Holidays Act requirements and fair employment process.
Experience supporting employee relations matters, performance management, investigations, change processes, recruitment and employment documentation.
Ability to provide pragmatic, commercially aware advice in a small-to-medium organisation where resources are constrained and priorities can shift quickly.
Strong written communication skills, including policies, position descriptions, letters, consultation documents, reports, and sensitive correspondence.
Sound judgement about confidentiality, conflicts, escalation, documentation and when to obtain specialist advice.
Ability to build credibility with leaders and employees while remaining impartial, constructive, and appropriately challenging.
Experience with HR information systems, Microsoft Office and digital workflow tools; confidence adopting appropriate AI tools while protecting confidentiality and applying professional judgement.
Experience in a regulated, sporting, membership, not-for-profit, public-sector or stakeholder-intensive environment is advantageous.
A relevant tertiary qualification in human resources, employment relations, organisational psychology, business or a related discipline is desirable; equivalent practical experience will be considered.
Professional membership of HRNZ or a comparable body is desirable.
Personal attributes
Trusted, approachable, and discreet, with high personal integrity.
Calm and composed when dealing with sensitive, emotional or contested matters.
Pragmatic and solutions-focused, without compromising legal, ethical or procedural standards.
Empathetic and people-centred, while able to hold clear boundaries and support accountability.
Commercially aware and able to balance employee experience with organisational needs and risk.

Confident communicator who can provide candid advice respectfully and constructively.
Organised, responsive and comfortable managing competing priorities in a part-time role.
Collaborative and willing to work hands-on across both strategic and administrative activities.
Curious, improvement-oriented, and able to build trust across diverse roles and viewpoints.
Resilient, self-aware, and comfortable operating in a visible and evolving environment.
Success measures
	Area
	Indicative success measure

	Advisory support
	[bookmark: _Int_K3C5N8vg]Leaders receive timely, practical and well-grounded advice, and people matters are managed fairly, consistently and with appropriate documentation.

	Employment risk
	Material employment, privacy, wellbeing, and process risks are identified early, escalated appropriately, and actively managed.

	Recruitment and onboarding
	Vacancies are filled through efficient, fair, and approved processes, with effective onboarding and clear role expectations.

	Policies and records
	[bookmark: _Int_rLtNyOd5]People policies, templates, agreements and employee records are current, accessible, secure and legally compliant.

	Leadership capability
	Managers demonstrate greater confidence and consistency in feedback, performance, wellbeing, and employee conversations.

	Culture and engagement
	Employee feedback is heard and translated into practical actions that strengthen trust, accountability, inclusion, and collaboration.

	Workforce visibility
	HRNZ has reliable workforce data, establishment information, key-date monitoring, and meaningful people reporting.

	Service delivery
	The part-time resource is prioritised effectively, with clear service expectations, responsive support, and disciplined use of external specialists.


Limitations of authority
The role does not have authority to bind HRNZ contractually, approve expenditure or make employment commitments unless expressly delegated.
[bookmark: _Int_dVHkdP7G]Appointments, remuneration changes, restructures, disciplinary outcomes, settlements, terminations and contractor engagements must be approved by the appropriate delegated authority.
The role provides advice and process support; people leaders remain accountable for leadership decisions, employee communication and day-to-day people management.
The role must coordinate specialist input where employment law, health and safety, privacy, payroll, ACC, clinical, tax or other technical expertise is required.
The role must maintain strict confidentiality and must not disclose sensitive employee information except where authorised, legally required or necessary for an approved process.
The role must not create or imply reporting lines, alter organisational responsibilities or direct employees outside agreed authority and organisational arrangements.
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