Job Description




	Human Resource Manager 

	1. Job Environment

	Position Information:
	Reporting Lines:

	Division: Program Implementation
Department: Human Resource
Position:1
Location: Head Office
Duration: Ongoing
	Report To: 
CEO

Directly Supervise:
System wide HR Officers



	2. Job Objective 

	The overall objective is the adherence of policies & procedures as per HR Manual.



	3.Functions of the Position

	1. Designs, establishes, and maintains an organizational structure and staffing to effectively accomplish the organization's goals and objectives; oversees recruitment, training, supervision, and evaluation of unit staff.
2. Supervising all service, appointment, compensation, benefits, promotion, termination of services and insurance, claims including those of deceased staff.
3. Settling disputes and complains against the administration and staff by mutual consultations with other sections. 
4. Ensuring that Job Analysis of all personnel is adhered to in order to ensure productivity.
5. Strict compliance to and constant review of job description. 
6. Monitoring of performance appraisal systems.
7. Overseeing implementation of the compensation system and ensuring for treatment to all staff.
8. Supervising and advising on disciplinary action against the staff when required.
9. Guide the staff in timely preparation of their reports and timely submission to relevant office.
10. Support SMT in the capacity building of the staff.
11. Acting as Trustee of the Employees Contributory Provident Fund.
12. Chairing the meeting of National Council, Executive Committee, Management Group and Staff/Volunteers briefing. Issuing their minutes and ensuring that all Divisions take action on their respective points.
13. Obtaining approvals and sanctions on important and urgent cases from voluntary members and CEO.
14. Supervising the volunteers and Volunteer Committees for HR related matters 
15. Preparing Budget for the HR Division and submitting periodical returns.
16. Attending legal matters including court cases.
17. Supervising training and development process of all personnel including new hire orientation.
18. Performing any other assignments given by the CEO.
19. Maintain service record and ensure the performance appraisal system in undertaken on a regular basis.



	4. Interaction

	Within the organization
	Outside the organization

	Regional Staff
PMO Staff
Head Office
Governance 
	Volunteers
Donor
Government of Pakistan
Partner organizations
Market Based Other NGO



	5. Competencies

	Interpersonal Skill                        
Presentation                                    
Report Writing                                
Communication

	Leadership Skills 
Team Building
Conflict Handling
Decision Making
Motivating Others
	Management Skills
Planning
Time Management
Coordination

	Technical Skills 
Analytical
Collaboration Dedication
Budgeting



	6. Special Condition:
[bookmark: _GoBack]R-FPAP is committed to safeguarding and promoting the welfare of children and young people and expects all staff to demonstrate the willingness to sign and  the adhere to the Code of Conduct and Safeguarding Policies 
Rahnuma-FPAP staff must ensure compliance with appropriate safeguarding policies that reflect the standards and commitments in R-FPAP's safeguarding. These include Children & Vulnerable Adults Policy, Code of Conduct, Respect At Work Policy and Raising A Concern Policy from time to time, as well as the relevant local statutory provisions relating to safeguarding children and vulnerable adults'.
Prior to an appointment being confirmed completed background check including three verifies references, Police Check; Identity; Qualifications and experience check.




	7.Desired Profile of Incumbent Person Specification

	1.Education/Qualification:
	2.Work Experience & Traits:

	MBA in HR 

	Experience in Social Work for at least 05 years with a leading NGO or in the government sector
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