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POSITION DESCRIPTION 
 

TALENT ACQUISITION PARTNER 
 
Division People and Culture Department People and Culture 

Reports to 
Position Executive General Manager, 

People and Culture 
Direct 
Reports 
Position/s 

Nil 

Location Adelaide Date of 
Creation 

Updated 18/11/2022 

Special 
Conditions 

The Royal Flying Doctor Service of Australia Central Operations (RFDS) is 
an aeromedical and primary health services organisation committed to 
improving and saving lives. 

Our Employees: 

• Undergo a pre-employment drug and alcohol test and are subject to 
random drug and alcohol testing. 

• Maintain a minimum level of immunisation. 
• May undertake medical examination and/or functional capacity 

assessment. 
• Undertake criminal history and background checks. 
• Hold a current Australian Drivers Licence. 
• Be eligible to hold an ASIC (Aviation Security Identification Card). 

General 
Expectations 

Our Employees are integral to RFDS’ success and are required to: 

• Read, understand, and comply with all RFDS policies, procedures, 
and any reasonable direction, whilst demonstrating professional 
workplace behaviours in accordance with the Code of Conduct; and 

• Share responsibility in effectively managing risk and opportunity within 
their areas of responsibility 

Acknowledgement  

I have read and understood the information and accountabilities contained 
within this Position Description.   

Employee Name: 

 

Signature:                                                        Date: 
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Our Values 
 
Our values of Care, Integrity, Collaboration, and Innovation are at the core of who we are and 
form the expectation of the behaviours we adopt every day, because it’s not just what we do that 
matters, it’s how we do it that makes a difference. 

Engaging, valuing, and developing our people in a diverse and supportive work environment 
enables us to deliver extraordinary care.  

Values Care Integrity Collaboration Innovation 

Behaviour 

We demonstrate care 
for our patients, 

people, stakeholders, 
communities, and the 

work we do 

We deliver safe, high- 
quality services 

through 
demonstrating trust, 
honesty, and respect 

We listen, share, and 
communicate as one 
team to deliver great 

outcomes 

We embrace change 
and strive to provide 

industry-leading 
solutions 

 

Organisational and Position Overview 
 

Organisational 
Overview 

The RFDS is a leader in providing aeromedical and primary health care 
services to people in remote, rural, and regional locations across South 
Australia and the Northern Territory.  

Our Strategic Plan positions our patients and communities at the very 
heart of everything we do, to support happier and healthier Australians, 
no matter where they live, work or play.  

We continually invest in our people, infrastructure, and technology to 
improve our patient-centred care and we are continually deepening our 
focus on how our organisation can enhance its relationships and engage 
with our consumers. 

Our promise is ‘the furthest corner, the finest care’. 

Position Overview 

The Talent Acquisition Partner works collaboratively with Leaders to 
focus on recruiting and building talent acquisition strategies, processes, 
and capabilities for the business. The role is responsible for supporting 
the Workforce Planning for the business including full life cycle recruiting, 
(sourcing, screening, and preparing candidates for interviews with hiring 
managers) to meet current staffing needs and build a pipeline for future 
roles ensuring quality, cost effectiveness and speed while ensuring a 
positive candidate experience. 
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Key Accountabilities 
 

Accountability Key Activities 

Talent Sourcing and 
Recruitment 

• Partner with hiring manager to determine staffing needs and 
develop recruiting strategies; develop written job description and 
requirements for approval while providing market insights and 
education. 

• Using traditional and non-traditional resources, source and entice a 
qualified pool of both active and passive candidates by conducting 
searches through creative sourcing techniques including social 
media, job posting boards, cold-calling, networking, internet mining, 
trade journal advertising, professional networking sites, job fairs, 
campus recruiting, etc. 

• Develop advertising/branding programs to ensure high visibility with 
potential candidates. Focus all recruiting activity to foster and grow 
the RFDS employment brand. 

• Screen resumes, interviews candidates, administers appropriate 
assessments to provide hiring manager with a viable pool of top 
candidates. 

• Ensure appropriate background checks of preferred candidates are 
undertaken. 

• Follow up with candidates and hiring manager to obtain feedback 
regarding both the recruiting process and candidate job fit. 

• Make recommendations for hire (or not hire) and deliver/negotiate 
employment offers. 

• Maintain tracking system of all applicant activity. 
• Develop, manage and maintain vendor relationships, including 

Recruitment firms, LinkedIn, job boards and other third parties with 
a constant focus on ROI. 

• Conduct exit interviews with terminating employees. 
• Work closely with hiring managers to ensure compliance with all 

federal/state/local laws, regulations, and record-keeping 
requirements. 

Onboarding 

• Assist with the drafting and issuing of employment contracts. 
• Assist with the issuing and follow up of onboarding documents 

ensuring we have all required documents and checks to commence 
our employees. 

• Support the coordination of all onboarding activities. 
• Deliver orientation information sessions. 

Reporting and 
Continuous 
Improvement 

• Optimise technologies and processes to improve efficiencies and 
provide a positive candidate experience. 

• Develop and implement reporting tools and indicators to identify 
insights and provide intelligence into the recruitment, onboarding 
and related activities and monitor, review and evaluate recruitment 
activities to provide evidence-based recommendations to improve 
processes and efficiency in recruitment service. 
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Accountability Key Activities 

• Actively seek feedback and insights from the business and 
candidates on opportunities to improve the quality of service the 
team provides. 

• Contribute to Board and Executive reporting, as required. 

Project Delivery 
• Contribute to projects emanating from the People and Culture Plan. 
• Other related duties as delegated. 

Teamwork 

• Contribute to a team culture where individual members are valued 
and recognised for their diverse skill sets.  

• Keep team members informed of relevant issues impacting them or 
their work.  

• Suggest and promote creative ideas and approaches to improve 
individual and team performance.  

• Encourage and support others to take on new challenges and 
opportunities. 

Customer / 
Stakeholder 
Relationships 

• Build collaborative working relationships with internal and external 
stakeholders. 

• Proactively anticipate customer needs where possible.  
• Manage work with a continual focus on the impact of decisions and 

actions on customers/stakeholders.  
• Measure customer/stakeholder satisfaction to continually improve. 

Health, Safety, 
Environment and 
Quality Systems 

• Contribute to maintaining our certification to all safety, environment, 
and quality programs by participating in ongoing education and 
actively supporting the implementation of initiatives. 

• Contribute to Quality programs which support and maintain 
necessary organisational certifications and approvals.  

• Ensure a safe working environment for all employees by 
compliance with all relevant Work Health and Safety and Equal 
Employment Opportunity obligations. 

• Actively create and maintain a safe and healthy work environment 
by working safely, adhering to reasonable instructions, and using 
equipment in accordance with safe operating procedures.   

• Initiate and participate in worksite inspections, accident reporting 
and investigations, developing safe work procedures and providing 
appropriate information, instruction, training, and supervision.   

• Address any unsafe working practices or hazardous working 
conditions. 

• Contribute to Quality programs which support and maintain 
ISO9001 certification. 

Professional 
Behaviour and 
Development 

• Actively develop own capabilities and technical expertise. 
• Support the development and growth of others. 



 

Page 5 of 6 

Accountability Key Activities 

• Model professional conduct according to our Values and Code of 
Conduct. 

 

Knowledge, Skills and Experience 
 

Essential 

• Demonstrated experience in an internal recruitment/talent 
acquisition role in a geographically dispersed organisation (5+ years 
as a guide).  

• Cultural sensitivity, confidentiality, and strong interpersonal and 
communication skills. 

• Strong customer-service focus. 
• Ability to establish and maintain excellent working relationships with 

all stakeholders. 
• Ability to quickly understand the business and industry and be able 

to develop and execute appropriate recruiting plans. 
• Strategic, dynamic, enthusiastic, and quick to take initiative. 
• Highly motivated, goal driven, result oriented and a team player. 
• Excellent planning, organisational and time management skills with 

the ability to coordinate multiple projects. 
• High levels of verbal and written communication skills and able to 

communicate with a wide variety of people. 
• Excellent working knowledge of employment law. 
• Professional presentation and conduct. 
• Tech-savvy and detail focused. 

Desirable • Experience in the health, aviation or emergency services sectors. 

 

Qualifications and Memberships 
 

Desirable 
• Qualifications in Business, Human Resource Management, 

Organisational Development, Organisational Psychology. 
• Membership of the Australian Human Resource Institute (AHRI). 

 
Key Internal Relationships 

 

• Executive Leadership Team 
• People Leadership Team 
• RFDS Board 
• Pilots 
• Flight Nurses 
• Engineers 
• Primary Health Clinicians 
• OCC (Operation Communication Centre) 

• Remote Area Clinics 
• Patient Transfer Facility/Ambulance  
• Tourist Facilities 
• Marketing 
• Finance 
• People and Culture 
• Education/Learning and 

Development/Training 
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• Facilities team 
 

• IT 
• Governance/Risk 
 

Qualifications 

Special Notes 
 
The above statements are not intended to be an exhaustive list of all responsibilities, duties, and 
skills to perform the role. 
 
Some travel may be necessary to meet the requirements of the role. 
 

 


