TERMS OF REFERENCE FOR THE POSITION HUMAN RESOURCE AND ADMINISTRATION OFFICER FOR RUSUMO POWER COMPANY LIMITED (RPCL) 
The Republic of Burundi, the Republic of Rwanda and the United Republic of Tanzania have received financing from the World Bank toward the cost of the Regional Rusumo Falls Hydroelectric Power Project (RRFP). The Republic of Burundi, the Republic of Rwanda and the United Republic of Tanzania, through a Share holders Agreement and the Implementation Agreement, jointly seek to develop the 80MW Regional Rusumo Hydroelectric Power Plant (‘the Project”) through a Special Purpose Vehicle Company, the Rusumo Power Company Limited (RPCL). The RPCL has been established by the three governments to develop, construct, finance, insure, own, operate and maintain the Generation Facility. 
The Rusumo Power Company Limited (RPCL) intends to apply part of the proceeds of the credit to recruit of Human Resource and Administration Officer within the company and now invite qualified individuals to apply for the position.
	Job Title
	Human Resources and Administration Officer   

	Reports To
	Finance and Administration Manager 

	Job Summary
	As a key member of Rusumo Power Company Limited (RPCL), the Human Resources and Administration Officer will report directly to the Finance  and Administration Manager and work closely with the Plant Manager and other staff  

The Human Resources and Administration Officer plays a key role in the recruitment and retention of staff from the three partner countries and both public and private sector;



	Responsibilities and Duties
	Human Resources and Administration officer Duties: 

· Communicate and work with Managers throughout all phases of recruiting including development and updating of existing job descriptions; determining recruiting strategies, interviewing and selection, drafting offer letters, communication of selection decisions to candidates.

· Participation in annual reviews, individual performance plans, tracking due dates for performance evaluations and follow up with Supervisors and Managers.

· Assist management with employee learning and development activities, including training and capacity building;

· Assist management with issues related to pay grades, raises, benefits, and compensation;

· Recommends new approaches, policies and procedures to effect continual improvements in the efficiency of the department and services performed;

· Manage leaves of absence and return to work programs;

· KPI reporting related to Human Resources;

· Direct and provide on-the-job training and assist in the appraisal for junior staff;  

Administration Duties: 

· Responsible for property management services for corporate housing and facilities located in Tanzania and Rwanda;

· Responsible for contracted services such as Security Force, Canteen Operations, Guesthouse Operations, Clinic Operations, Water and Wastewater Management, Garbage Collection, Building Maintenance, Residential Maintenance, and Roads and Access; 

· Prepare annual budget and work with accounting staff to track costs and prepare monthly reports for the management; 

· Responsible for the monthly, quarterly and year-end reporting of Capital expenditures including summarization of project variance analysis;

	Qualifications and Experience Requirements 
	· University Degree/Diploma in Human Resources or related field from an institute of recognized standing;

· Must have 10+ years of relevant experience of managing Human Resources Department of a utility, public and or private institution;

· Must know local and regional labour laws;

· Must be prepared to undertake further development of business or leadership skills through participation in internal and external training and development;

· Possess initiative and mature judgement with the ability to make and implement sound decisions;

· Must have a thorough understanding and working knowledge of local industry employment norms and compensation including employment benefits.


Terms of Employment
The above positions will be based at the Regional Rusumo Falls Hydroelectric Power Plant site on the Rwanda-Tanzania Boarder. Staff will be appointed on a 3-year Contract renewable, based on performance with a probation period of 6 months.  
Eligibility of candidates

Only qualified candidates who are nationals of the participating and shareholder countries of Republic of Burundi, Republic of Rwanda, and United Republic of Tanzania are eligible to apply. The positions will be filled up based on equity and balance of the shareholder countries.
Submission of applications.

Interested qualified candidates should electronically submit their application letter, Curriculum Vitae, academic certificates and copies of relevant documents/testimonials, addressed to the Chairperson Board of Directors, Rusumo Power Company Board (RPCL) by 30th September 2019 before 17:00 hours Rwanda time through the email:  nelsapprocurement@nilebasin.org  with copy to nelcuvacancy@nilebasin.org , the email should labeled “candidate name” and  title of position applied for.

Detailed Terms of Reference (ToR) can be accessed on the following websites: www.nilebasin.org and www.rusumoproject.org
Only shortlisted candidates will be contacted.
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