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VACANCY ANNOUNCEMENT

POSITION: Human Resources Officer
(To be based in Motot)

STARTING DATE: March 2012
Tearfund is a Christian organization committed to serving the poor by bringing help and hope to people
in need in over 70 countries around the world. Tearfund’s Southern Sudan Disaster Management
Programme is looking for a suitable Sudanese candidate for the position of HRO to be based in Motot in
Jonglei- South Sudan ‘
Job Overview
To provide personnel, administration and other general support to the Area Coordinator for the set
up & running of a Disaster Management Team (DMT) programme/project to ensure efficiency

and effectiveness on systems and procedures, while remaining legally and Tearfund compliant,
including maintaining Tearfund's Christian Distinctiveness.

Key Responsibilities:

Ensure that human resources and administrative systems for the programme

are implemented properly with the required policies and procedures

Provide support to the programme coordination and support staff to ensure

that all activities are compliant with the standard operating procedures

Contribute to staff recruitment and induction/orientation process for newand replacement staff
Assist in the selection processes both at the programme coordination and support office level and
at the field area office level

As delegated by the Human Resources Manager, prepare employment contracts and other human
resources documents needed by the programme

Ensure efficient housekeeping by organizing, and recording, regular inspections to premises,
both the office and accommodation

Responsible for the safety of the premises and personnel and ensuring that equipment is in good
working order

Participate in strategic planning activities specifically related to human resources management
Receive, record, and summarize leave (all types of leave) and R&R forms, and update regularly
Assist the Area Coordinator and HR Manager with disciplinary procedures including the
gathering of information and filing confidential documents appropriately
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