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HUMAN RESOURCES COORDINATOR JOB DESCRIPTION 
 

Title: Human Resources Coordinator 

Collective Agreement: 4 

Department: Human Resources 

Reports To: Human Resources Manager 

Revised: November 2012 
 

 
SCOPE OF POSITON 

 

To ensure guest satisfaction by delivering product quality and consistency and executing excellence through the 

entire guest experience. Give personalized guest service and connect emotionally to guests. 

 
DUTIES AND RESPONSIBILITIES 

 

Standards: 

 
• Be aware and abide by Anti-Discrimination Act (1991) and the Workplace Health and Safety Act 1995 and 

the hotel's policies in regards to Workplace Harassment prevention. 

• Work in a safe manner and abide by Workplace Health & Safety Legislation and the hotel’s policies in regard 

to accident and incident reporting procedures. 

• Adhere to relevant Workplace Health and Safety standards and Food Safety Hygiene standards. 

• Abide by the policies and procedures set out in the Associate Handbook and the Department Standards 

and Procedures. 

• Wear the uniform supplied by the  Port Douglas Resort with pride and to the standard as outlined in the 

Associate Handbook. 

• Meet grooming standards of the hotel as set out in the Associate Handbook. 

Primary Duties: 

• Comply with all Hotel, Sheraton and Starwood standards, policies and procedures. 

• Maintain the strictest confidentiality at all times on matters pertaining to the company and its associates. 

• Adopt industrial relations policies, practices and procedures which will ensure harmonious 

employer/associate relations. 

• Respond to general enquiries from associates in a professional manner. 

• Inform and advise the Human Resources Manager of any disturbances or grievances from Hotel associates. 

• Assist in conducting Hotel site inspections for Welcome Day, Work Experience and Hospitality students. 

• Represent the Company as required. 

• Payroll duties 

• Responsible for the overall processing of payroll 

• Payroll filing 

• Payroll month end responsibilities 

• Responsible to ensure that the Human Resources Department requirements for administrative support are 

undertaken efficiently and professionally, including word-processing, answer telephone, filing, maintain 

noticeboards, collect/distribute mail, purchase orders, expense vouchers, locker distribution, Petty Cash, 

new associate documents. 

• Provide quarterly updates of Foreign Languages listings and Emergency List. 

• Associate Recognition - coordinate Care Champion of the Quarter, recognition functions. 

• Co-ordinate distribution of all meal cards, balance cash and payroll deductions for meal cards. 

• Assist  with  the  preparation  of  training  programs,  including  Welcome  Day  and  other  generic  programs, 
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completing all associated administration, e.g. Welcome Day packs, invitations, certificates. 

• Assist where required in the completion of Work cover documents. 

• Maintain all office equipment and an adequate stock supply in the Human Resources Department and work 
areas are kept clean and tidy. 

• Strive for innovative ways to improve the daily administration within the Human Resources Department. 

• Promote by example the principles of the Port Douglas Resort 

• Ensure that your work area is kept clean at all times. 

• Show due care of all equipment, report maintenance issues to supervisor. 

• Report and/or take action on any equipment breakdown or safety issue relevant to your work area. 

• To  attend  work  on  time,  ensuring  that  you  are  at  your  workstation  in  line  with  your  rostered  shift 
requirement. 

 
Service: 

 
• Actively solicit guest feedb ack in order to seek continual improvement in service and to ensure guest 

satisfaction. 

• Use guest name. 

• Attend daily briefings. 

• To apply a courteous and professional approach toward guests and fellow associates at all times, in line 

with the Port Douglas Resort Customer Service Standards. 

 
Departmental Procedures: 

 
• To work as and where directed by the Supervisor/Manager. 

• Attend all training sessions and meetings as and when required. 

• Always communicate any problems or issues regardless of the severity to the Supervisor/Manager. 

• Maintain  a  high  level  of  communication  within  the  department  regarding  relevant  inter-department 

associates and guests. 

 
Work Health and Safety: 

 
Your responsibilities relating to Work Health and Safety are outlined in the Work Health and Safety Act 2011and 

Regulations are, but not limited to: 

 
• Minimize risk of injury to people and damage to property. 

• Ensure the relevant Act and Regulations are observed and enforced. 

• Encourage consultation in addressing safety issues. 

• Develop and implement safe systems of work. 

• Provide adequate safety information, training and supervision. 

• Adhere to safe work practices, instructions and rules. 

• Immediately report any unsafe working condition. 

• Do not misuse, damage, refuse to use or interfere with anything provided in the interests of OH&S. 

• Take reasonable care of the health and safety of others at the workplace. 

Pool Safety: 

At all times whilst moving around the Resort associates are directed to visually inspect the pools as they pass. 

Associates will look for any person/s in difficulty or any dangerous activities being conducted by guests.  In the 

event of dangerous activities or a person/s in difficulty the pool safety emergency procedures as prescribed in 

the Port Douglas Resort Pool Safety Management Plan 2011 will be followed. 
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PERSON SPECIFICATION 
 

Educational Qualifications 

 
• High school certificate or equivalent qualification 

• Tertiary Qualifications (desirable) 

Professional Experience: 

• 12 years in a similar role (desirable) 

• Experience in an international standard 4 or 5 star Hotel (desirable) 
• Previous Hospitality experience. (Desirable) 

• Previous Human Resource experience (Desirable) 

 
Certificates: 

• Queensland Responsible Service of Alcohol (Desirable) 

• First Aid Certificate (Desirable) 

• Blue Card (Desirable) 

 
Specific Job Knowledge, Skills and Abilities: 

 
The individual must possess the following knowledge, skills and abilities and be able to explain and demonstrate 

that he or she can perform the essential functions of the job. 

 
• Be able to speak, read, write and understand the primary language (English) used in the workplace. 

• Demonstrate effective communication skills, both verbal and written. 

• Have excellent customer relations skills. 

• Possess basic computer and keyboard skills. 

• Maintain sound knowledge of hotel facilities and local environment. 

Physical Demands: 

• Must be able to stand and exert well-paced mobility for duration of shift. 

• Must be able to exert well-paced ability to reach other areas of the hotel on a timely basis. 

• Must be able to lift  heavy items or luggage on a regular basis and will seek assistance if required 
• Must be able to push and pull heavy trolleys and equipment or seek assistance as required. 

• Must be able to bend, squat, stretch and lift to fulfill tasks. 

Other: 

Due to the nature of the hospitality industry, associates may be required to work varying schedules to reflect the 

business needs of the hotel. In addition, attendance at all relevant, scheduled training sessions and meetings as 

required. 

 
Upon employment, all associates are required to fully comply with Resort rules and regulations for the safe and 

effective operation of the hotel’s facilities.  Associates who violate hotel rules and regulations will be subject to 

disciplinary action, up to and including termination of employment. 

 
ASSOCIATE SUCCESS PROFILE 

 

Connect with guests 

• Delivers warm, comforting service that consistently exceeds internal customer and guest expectations 
• Demonstrates and promotes enthusiasm and passion for internal customers and guests, providing them 

with warm, comforting, and relaxing experiences 
• Connects with guests and internal customers, developing strong, positive, professional relationships 

 
Belong to the Resort family 

• Treats others with trust and respect regardless of position, level, or background 

• Readily shares credit with others and celebrates their accomplishments 
• Collaborates with others to achieve the goals of the Resort 

• Respects personal and cultural differences, creating a sense of belonging and inclusion 
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• Connects with team members, developing strong, positive, professional relationships 

 
Deliver results 

• Assumes personal responsibility for delivering superior, high quality results 

• Consistently fulfills day-to-day commitments and promises to others (e.g., meets deadlines, returns calls, 

provides information or support, follows-up) 
• Takes personal ownership for meeting individual and team goals and objectives 

 
Change and grow 

• Solicits feedback from others to identify areas for personal and professional growth and development 

• Quickly learns and applies new information and skills in response to change 

• Seeks out new experiences and challenges to build increased skill and capability 

 
Be Sheraton 

• Supports and embodies the Resort's brand values - Warm, Connected, Community 

• Champions and promotes the Sheraton brand through their day-to-day words, actions, and gestures 

 
Be an expert 

• Demonstrates functional excellence in current role and develops functional skills for the future 

• Develops functional expertise in others 
 

 


