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Position Description
	Position
	HRIS Project Coordinator (fixed term) 

	Report to
	People & Capability Manager

	Direct Reports
	NA

	Business Unit
	Shared Services 

	Location
	Christchurch 


Position scope and purpose
The HRIS Project Coordinator is responsible for supporting the pre implementation, and implementation phases of the Human Resources Information System (HRIS) internal project for Calder Stewart. This role ensures project milestones are adhered too.  The coordinator acts as a liaison between HR, IT and the vendor, and is directed by the project lead to ensure successful coordination and administration of the HRIS project. 

	key responsibilities
	key results

	Health, Safety & Environmental requirements are addressed in all operations and project planning

















System implementation phase and support 
	All work is carried out in a safe manner and in accordance with company HSE policies.
Throughout the workday HSE practice is observed and action taken if practices are unsafe.
Effectively contributes to the implementation of HSE policies and procedures.
Complies with HSE policies, procedures and guidelines.
Reports all H&S and Environmental risks and incidents.
Completes HSE Risk Identification and Assessments.
Participates and engages with the organisation’s Management System.
Collaborates and implement Improvement suggestions in your area of responsibility. 
Participates in emergency response training and practice drills.
Participates in HSE Meeting where required.
Participates in Staff Meetings if requested.
Uses authority to stop any unsafe act
Supports the configuration, testing and coordination of HRIS modules; specifically HR core, Onboarding and Recruitment.
Assists in the development of dashboard, reporting and engagement templates 
Effective collaboration with vendor and internal stakeholders such as HR and IT throughout implementation phases. 
Effective coordination of data migration, validation, and system integration. 
Resolves issues and identifies opportunities for improvement in relation to system customisation
Ensure data accuracy and integrity across HR systems.

	Project Coordination
	Assists in planning, scheduling and tracking HRIS project activities 

	
	Maintains project documentation including timelines, meeting notes and creates status reports for P&C Manager

	Stakeholder engagement 
	Communicates issues and provides updates to P&C Manager daily 
Effectively engages with all stakeholders and documents feedback and stakeholder requirements for review 

	Documentation and training 
	Creates implementation and user guides 
Effectively trains P&C team members on HRIS and functionality 
Adhere to data privacy at all times 


Undertake any other duties as may be reasonably requested by Calder Stewart management from time to time.


key Relationships
	Internal
	External

	People & Capability Manager
Chief Information Officer 
	Vendor 

	HRIS Governance members
	

	P&C team 
IT team 
H&S team 
	


Person Specifications
	Essential
	Desirable

	Relevant qualification in HR, Business or IT 
Former HR background in mid to large size organisation and strong understanding of HR processes and data management  
Proficient in Microsoft Office and project management tools (MS project) 
Former HRIS implementation experience 
	

	Proven organisational and time management skills
	

	Excellent communication and stakeholder engagement abilities 
High attention to detail and accuracy of data input 
Ability to problem solve and analytical thinking 
Ability to work collaboratively with a wide range of stakeholders 
Adaptable to changing needs of project throughout project implementation 
Confidential and professional at all times
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Driven by a common purpose

Our purpose

To Build a Strong

Future —-for our people, our
customers and the communities we
live and work in.

Our vision

To be New Zealand's property and
build partner of choice.

Built on collaboration

We have generations of proven experience on our team and we're driven by
acommon set of values in ‘Find a Way’, ‘Play Fair’, ‘Be Loyal’ and ‘Own It".

FI ND We are open minded and

continually work together to

A WAY. solve day to day challenges,

identifying new opportunities
for the future.

We take ownership of our
wellbeing, our work and the work

of our team.

‘BUILD A STRONG
FUTURE.




