HR & Administration Manager  Job  Profile 

ESSENTIAL TASKS AND RESPONSIBILITIES

Key Result #1 –HR strategy and Policy development 
1. Lead in the process of developing HR operating strategy or plans that are aligned to FH country strategy
2. Develop, implement, and maintain HR policies and procedures that are aligned with organizational priorities and demands as well as country law. In line with this, develop HR tools that are supportive of the policies within the organization.
3. Update and maintain HR manuals and handbooks for employees and management.
4. Partner with the program teams to ensure that adequate HR inputs are provided and incorporated during development and implementation of all projects/programs.
5. Coach and advice management regarding interpretation and execution of HR policies and procedures and compliance with applicable legislation and regulations.
6. Support the development of an organizational culture that reflects FH values, promotes accountability and high performance, and encourages a team culture of learning, creativity and innovation.

Key Result #2 – Manage Recruitment and selection processes
1. Advise management on the most suitable approaches to use to fill open positions that will maximize on cost, time and candidates’ quality.
2. Provide Over sight to the HR & Admin officer and advise to the line managers in the recruitment processes
3. Play an advisory role in the process of making offers to candidates and ensure that offers are competitive, equitable and cost effective
4. Provide leadership in the induction and on boarding processes in collaboration with line managers


Key Result #3 Team & department management 
1. Lead and manage HR & Admin staff ensuring clarity over strategy, plans and priorities, providing supervision, guidance and mentoring, encouraging effective teamwork and inclusiveness and building a team spirit through regular meetings and events.
2. Provide spiritual and leadership support to direct reports and oversight on staff development.
3. Create structured opportunities to encourage learning of direct reports, ensuring continuous performance evaluations and reviews are undertaken as appropriate. 
5. Manage the budget and finances of the department including budget planning, forecasting and budget allocation.




Key Result #4 – Manage HR Business processes
1. Participate in procurement and management of all administrative contracts that relate to service providers such as medical health, office leases, and staff members are accurate and renewed in good time. 
2. Oversight on completeness of personnel files and timely processing of the national staff payroll in compliance with statutory deduction.
3. Ensure high level of confidentiality regarding personnel data and ensure that all employee information is kept up to date, is complete and held in a secure place.
4. Oversight on OrangeHRM software in management of staff leave days 
5. [bookmark: _GoBack]Lead in strategic HR and staff compensation related surveys 

Key Result #5– Manage Staff learning and development 
1. Advice staff and managers on use and interpretation of the performance management system and advise on managing poor and outstanding performance, and linking performance review to   annual increments and learning and development;
2. With the senior management team and line managers ensure that performance management is implemented effectively.
3. Support line managers build and develop the capacity of national staff through the provision of tools and information that relate to coaching, performance management and human resource development plans.
4. In close collaboration with line managers, take lead in the development and implementation L&D plans for the field office
5. Ensure that exit interviews are undertaken with all staff leaving the organization and that any issues regarding staff retention are addressed.
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Key Result #6 – Manage compensation and benefits schemes and legal issues.
1. Develop, implement and manage compensation and benefits policies and schemes (including terms of conditions of employment, contracts and medical insurance) for the country organization, in line with local labor law.
2. Lead the field office in participating in periodic market surveys and make recommendations on pay and benefits based on market data.
3. Represent the organization in legal issues, seeking advice from relevant authorities.
4. Play an advisory role in disciplinary procedures and grievances including conducting investigations if required
5. In close collaboration with the country management teams, take lead in the development of staff wellness/care schemes and ensure that the overall staff wellbeing is taken into consideration through policy and practice. 
6. Support line managers in change management, restructuring, team building, and addressing organizational challenges through diagnosing issues and working collaboratively with staff and management for solutions.
7. Collect, analyze and interpret information about changes in the operational environment, through staff engagement survey and identify key HR issues for management’s attention


QUALIFICATIONS 
· Vibrant personal relationship with Christ
· Working knowledge of Human Resources practices
· Excellent people skills
· Ability to handle sensitive and confidential situations and documentation
· Excellent written and oral communication skills 
· Possess good knowledge of labor law and country legislation
· Strong attention to detail, organized, with the ability to proactively solve problems
· Ability to learn new concepts and ideas, adaptable
· Strong working knowledge of computers and MS Office Suite
· Ability to travel (up to 20% per year, domestic and possibly internationally)

EDUCATION AND EXPERIENCE 
Bachelor's degree (B. A.) in Human Resource Management or a related field and at least five years of working experience in HR within an NGO.
Experience in developing HR polices and functional tools

LANGUAGE SKILLS   
Proficiency in spoken and written English and the countries local language.


