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	Position
	 Human Resources Services Officer

	Grade
	C2

	Department & Location
	HR & OD, RESA 
	Date
	Jan 2016

	Reports to 
	Regional Human Resource & Organizational Development Partner – RESA  


	Purpose:  How does this post support Plan’s strategy and mission?
	Founded 75 years ago, Plan International is one of the oldest and largest children's development organizations in the world. We work in 50 developing countries across Africa, Asia and the Americas to promote child rights and lift millions of children out of poverty particularly those who are excluded or marginalized with high quality programs that deliver long lasting benefits by increasing its income, working in partnership with others and operating effectively. Plan's vision is of a world in which all children realize their full potential in societies that respect people's rights and dignity. Plan is independent, with no religious, political or governmental affiliations and is an equal opportunity employer.

The role of the Human Resource Services Officer is to provide operations support within the HR&OD team to deliver end to end transactional  HR services to the RESA RO and as as assigned. 
Working under the general direction of the Regional HR&OD Business Partner, s/he will coordinate delivery of end to end transactional HR Services for recruitment, orientation, benefits administration and contract management in line with set HR policy, procedures and practices.

S/he will also work under the general direction of the Regional HR&OD Business Partner to support overall delivery effectiveness of the HR&OD function such as supporting the implementation of assigned projects.
The HR Support Services officer will act as the key HRIS system administrator, ensuring that data in the system is accurate and up-to-date at all times and HR transactional services are updated in the system accordingly.


Dimensions of Role:
· Provision of HR services support for the regional office for benefits administration, recruitment and on-boarding and orientation, and contract management.
· Support to implementation of HR projects.
· HRIS system administrator role for RO

Typical Responsibilities - Key End Results of Position:

“What” is done and “why”, but not “how”; include indicators for success

HR OPERATIONS- all transactional HR services are provided to acceptable standards at all times.

· Recruitment – coordinates recruitment support services to ensure HR delivers effective recruitment support to line managers according to agreed standards and timelines
· On-boarding and staff orientation – On-boards in-coming staff onto Plan systems including HRIS, payroll and all relevant benefits. Working with line manager, coordinates a comprehensive orientation programme for  all new staff ensuring a sign off on orientation with staff
· Benefits administration – supports access to benefits for RO staff and maintains up to date records on usage. Supports access to benefits for international staff clearance needed from the regional HR office and keeps an updated log of all international staff benefits.

· Contract administration – maintain an oversight on contract periods and initiates discussion on extension review through line managers.  Supports preparation of pay actions that need approval for payroll implementation including pay increments, allowances e.t.c.

· Workplace wellness and safety – supports the implementation of wellness and safety initiatives and may act as a member of health and safety committee; facilitating implementation of Health and wellness strategies.
INFORMATION ON THE NEEDS OF THE BUSINESS: - Plan RESA RO staffs have access to employment information during and beyond induction and orientation so that work proceeds effectively.

· Information management - administers all structure and staff data ensuring all online system (HRIS) and hard copy staff data is safe, accurate and up to date. 
· Introduces new staff to HRIS and their use of the system to manage their objectives, learning, time and annual leave.

· Ensures all new staff has access to the HR manual and relevant updates on their benefit usage.
· Produces reports to monitor HR metrics for the RO on staffing, timesheets and recruitment.

· Follows up on HR audit reports and effects agreed solutions on staff data and information management.

· Administers online recruitment through the HRIS recruitment module.
HR OPERATIONS PROJECT DELIVERY – Plan RESA RO is able to execute HR related projects fully in a timely and comprehensive manner as per agreed standards.

· Project Delivery – provides execution follow through on assigned HR related projects.

Dealing with Problems

· Tackling employee benefits and contract issues
· Meeting competing expectations of line managers.
· Supporting the business strategically with timely HR advice.
· Resolving interpretational issues with regard to policy and HR procedures.
Communications and Working Relationships
Internal:
· Regional HR & OD partner and HR regional team.
· Line managers and supervisors within the RO are sources of information of the business practicalities and key to the implementation of cost-effective people management in the delivery of Plan’s work
· Regional Office colleagues provide information about regional work priorities to assist personal work-planning
· HR Managers from other Plan entities across the region provide a network of learning 

External:

· Other INGO HR staffs especially those operating within Kenya.
· Government ministries / local authorities to deal with legal / migratory issues around employment of international staff.

· Relevant professional HR networks such as IHRD and People in Aid.
Knowledge, Skills, and Behaviours Required to Achieve Role’s Objectives 

Qualifications: Graduate with HR professional qualifications and experience in delivering HR services
Knowledge: Employee resourcing, Employment law, Contract, compensations and benefits administration, Workforce management, Employee relations,  Risk management, HRIS management.  

Skills: Business communication, Negotiation & Persuasion, Counseling, Problem solving, Analysis, Time management,  Critical thinking.
Professional Behaviors: Confidentiality; Team work; Striving for high performance and improvement; Positive disposition; Integrity; Humility; agility  

Physical Environment
May be “typical office environment”; note if heavy lifting, climbing, excess travel, etc.
Based at the Regional Office
Below is an organization chart showing the reporting lines for the Regional HR & OD Department
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