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	Job Description

Human Resources Manager


Department/Section & Location:  Villa 1- Destiny Village
Wage/Salary Range: 
Function of the department and main purpose of the job. The incumbent will be accountable for the provision of effective HR/Admin services.  He/she will support all aspects of office administration functions including recruitment, staff contracts and documentation, health and safety, basic administration etc.
Duties and Responsibilities: 
· Ensure proper maintenance and management of the staff register and collate information on staff attendance.
· Monitor and record monthly sickness, guaranteeing that sickness is paid according to company policy. 

· Maintain and manage staff leave records and ensure proper implementation of leave provisions.

· Ensure HR information is maintained and up to date with quality data which includes an efficient and effective manual and electronic Human Resources Information System. 
· Keep up to date staff files for each employee, including current contracts and all other information required.
· Assist in mediating conflict and grievance cases, ensuring complaints and concerns are recognised and actioned where necessary
· Assist in monitoring and advising on disciplinary matters in accordance with established policies and procedures
· Responsible for signing off on monthly payroll, ensuring relevant details are correct on the wage’s spreadsheet and reporting to the company CEO.
· In collaboration with Finance, ensure maintenance of updated information on staff salaries, allowances, and income tax calculations in compliance with current laws and regulations.
· Update job requirements and job descriptions for all positions when required

· Complete interviewing program.

· Counselling managers on candidate selection; conducting and analysing exit interviews; recommending changes.

· Ensures planning, monitoring, and appraisal of employee work results by training managers to coach and discipline employees

· Maintain historical human resource records by designing a filing and retrieval system, keeping past and current records.
· Assist where necessary with the delivery of employees training
· Attend to employees’ complaints
· Chair health and safety meetings
Specific Limitations to Authority: All changes to Home Leone documents must be carried out under the authorisation of the company CEO.
Responsible To: 
Specific Functional contacts: 
Signature of head of department/section: 
Date Job Description prepared: 10-05-2022
Reference to indicate author of job description: Sarah Boxall
Compensation Information:

· Your Salary: Your salary will be paid on the last working day of the month.
· End of Service Benefit:  End of service benefit will be paid to employees yearly, at the end of September, and is referred to “End of Year Benefit”.  Where employees commence employment and do not complete a whole year of service, your end of year benefit entitlement will be carried over and paid accordingly the following year. You will wave all entitlements to end of service redundancy.
· Transport Allowance: In addition, you will be paid 200,000 allowance per month to cover transport costs.
· Medical Allowances:  You will receive the sum of Le200,000 in addition to your net wage monthly.
· Housing Allowance:  An additional rent contribution of Le 200,000 will be paid monthly in addition to your net wage.

· Retirement Benefit (NASSIT):  Employee’s are required to contribute 5% of monthly earnings to NASSIT, which will automatically be deducted from your monthly wage.  The employer will pay an additional monthly contribution of 10% directly to NASSIT state government.  Your contributions will return to you through NASSIT on retirement.  
· Annual Leave:  You will be entitled to pay leave, as per contract.
· Personal Protective Equipment (PPE):  You will be issued with the necessary PPE on the commencement of works. 
___________________________________________________________________________

Person Specifications

Specific Essential Requirements: 
· An undergraduate degree in Human Resource Management or equivalent with 2 years working experience.
· Strong report writing & communication skills

· Ability to work under pressure to deadlines

· Ability to work on his or her own initiative

· Strong team building skills.

· Flexible attitude and good social skills
· Professional networking ability

· Good understanding of the issues that affect employee relations.

· Knowledge of employment law in Sierra Leone and models of good employment practice

· Ability to work collaboratively with HR and management colleagues at a global, regional, and national level.

· Excellent interpersonal, negotiation, and conflict resolution skills.
· Sound knowledge of word and excel
Desirable Requirements:
· Excellent verbal and written communication skills.
· Excellent organizational skills and attention to detail.

· Strong analytical and problem-solving skills.

· Ability to prioritize tasks and to delegate them when appropriate.
Working Conditions: You will work from Monday to Friday 8am to 5pm, with one hour for lunch.  You may be required to work outside of these jurisdictions from time to time. 
You will be stationed at Newton and will be responsible for finding suitable housing arrangements if you are successful.

Challenges of Job:  You may be required to work in wet conditions during the rains.
Training Needs: Continuous motivation to learn and develop necessary skills and qualities required to continuously meet internal and external demands and trends within your field.  You will be required to complete mandatory training.
Your training needs are to be identified during assessment.
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