	Country Office HR Manager job description sample 2

	Organization: 

	CARE Canada


	Department/Division: 

	CARE International (Pakistan)


	Reference Code: 

	
	Last Update: 

	10/31/2005 1:40:22 PM


	Category: 

	Human Resources


	Work Location: 

	Pakistan


	Authorized to Work in: 

	Not specified


	Posting Restrictions 

	Unaccompanied


	Job Summary: 

	On Saturday, October 8th, an earthquake measuring 7.6 on the Richter scale hit Northern Pakistan, India and Afghanistan. Northern Pakistan, particularly Azat Jammu and Kashmir and parts of the North West Frontier Province, were particularly devastated by the quake. The quake is the worst in living memory in Pakistan – over 40,000 people are feared dead, several thousand have been injured and, according to United Nations’ estimates, up to 4.5 million families have affected by the crisis through loss of their homes and/or their livelihoods. CARE is responding by working with local and international partners to provide immediate relief supplies (tents, blankets, shawls, etc), basic health care and psychosocial support. 

The Human Resources Manager is responsible for ensuring the necessary human resources and support systems are in place for the rapid and effective mobilization and management of CARE Pakistan personnel. During the acute stages of the emergency, several international short term staff will be filling particular positions on a temporary basis. The Human Resources Manager must be able to effectively monitor and control the CO staffing needs and effectively coordinate with others to ensure key positions are filled in a timely manner. 


	Responsibilities: 

	Develop human resource and administrative policies and procedures (compliant with CARE systems) and ensure they are effective, efficient, fair and transparent, and promote equal opportunities. 

Develop human resource policies and procedures for recruitment and management of national and international staff (terms & conditions of employment, grades & positions, salary structure, benefits, disciplinary procedures, termination). 

Ensure compliance with local labor laws and coordination with local counterpart, UN and NGO agencies. Assess staffing needs as required. 

Identify and recruit new and replacement staff including scheduling of contract extensions, new contracts, and necessary terminations. This pertains to long term national staff as well as international short term TDY and contracts. 

Liaise with all CARE Members to coordinate the timely and effective recruitment of emergency personnel. 

Prepare job descriptions, terms of reference and submission of personnel requisitions in coordination with Country Director and Emergency Team Leader. 

Establish and maintain personnel files. Assess training and development needs of field staff and provide appropriate induction and orientation, training, supervision and support as required. 

Monitor and uphold staff conduct and discipline and organize regular performance evaluations of all staff. 

Ensure that exit interviews/ debriefs are prepared at the end of service. 

Work with the Country Director and Security Officer to oversee staff welfare/ support functions for national and organize regular performance evaluations of all staff. 

Ensure that exit interviews/ debriefs are prepared at the end of service. 

Work with the Country Director and Security Officer to oversee staff welfare/ support functions for national and international staff. 

This position will be supervised by the Country Director. 


	Working Conditions: 

	This position will be located primarily in an office environment. However, frequent visits to the field will be required.


	Job Environmental Factors:
(rating from 0 (none) to 10 (high))

	Physical Effort   

3

Physical Environment   

5

Sensory Attention   

4

Mental Stress (high security)   

7

Mental Stress (routine)   

5


	Competencies 

	· Able to work under pressure 

· Adapt to changing environment 

· Coaching and mentoring skills 

· Decision-making skills 

· Demonstrate fairness and impartiality 

· Demonstrate sectoral expertise 

· Diplomacy 

· Effective implementation of personnel policies 

· Effective liaison between supervisor and peers 

· Effective teamwork 

· Effective use of administrative systems 

· Initiative and resourcefulness 

· Innovation/Use of best practices 

· Oversight of salary and benefits 

· Problem solving and mediation 

· Verbal communication 

· Work well in team context


	Education & Certifications: 

	Diploma/degree or certification in Human Resources or equivalent experience.


	Minimum Education Level: 

	Not specified


	Experience: 

	3 years experience in the area of human resources working internationally in a diverse environment.

Demonstrated strong people skills (e.g. the ability to coach, train, mentor and manage); good team player; ability to operate effectively under extreme circumstances including stress, security risks and sometimes harsh working/living conditions. 

Demonstrated awareness and sensitivity to gender and diversity; experience and ability to live and work in diverse cultural contexts in a culturally appropriate manner; and capacity to make accurate self-assessment particularly in high stress and high security contexts. 

S/he must be well organized even within a fluid working environment and takes initiative to resolve problems as they arise.


	Desired Traits: 

	Knowledge of Punjabi and/or Urdu and asset.


	Experience Level: 

	Not specified


	IT / Software / Technical Skills: 

	Knowlege and facility with standard office computer systems and software.


	Language Skills: 

	  

Speaking
Reading
Writing
English  

Fluent  

Fluent  

Fluent


	Salary: 

	Commensurate with Experience.


	Currency: 

	Not specified


	Posting Closing Date: 

	11/30/2005


	Employment Start Date: 

	November 2005


	Duration of Employment Contract: 

	3 month(s)


	Post Job: 

	Yes


	Cancel Job: 

	No


	Job Evaluation Categories


	Minimum Passing Score: 

	0 %


	Job Questions



	


