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VACANCY ANNOUNCEMENT

Concern worldwide is a non-governmental, international, humanitarian organization dedicated to
the reduction of suffering and working towards the ultimate elimination of extreme poverty in
the world’s poorest countries. Concern South Sudan programme announces a job vacancy for its
programme in Aweil.

Job Title Human Resource Officer
Number of Posts | One (1)
| Department HR
Location Aweil West County
Line Manager HRM =
Relationship HR duties
Opening date 18" January 2012
Closing date 31* January 2012 by 5:00PM.

Job Purpose:

Reporting to the Human Resource Manager, to provide HR functions support to Concern’s programme in
South Sudan, including prompt principled and policy-driven HR support in accordance with Concern’s
HR Policy to the concerned Managers and staff in South Sudan Programme through the Line Manager.

Main duties and Responsibilities:

o Ensure that Ficld Managers and staff follow and comply with all HR policies and practices in
accordance with the staff manual, Concern policy and the Sudanese employment law, promoting
consistency and coherence,

o Advise managers and lead as appropriate on HR related matters including staff relations,
disciplines and grievances in consultation with the HR Manager.

e Contribute to the management of the organization through being part of the management team at
field level.

e Promote and uphold Concern’s code of conduct and Program Participant Protection Policy
ensuring that all new field staff understand and have signed them.

e Manage the recruitment and induction process of new field based staff by;

v Preparing job adverts for review by Line Manager ready for approval by Ministry of
Labour,
v' Preparing a summary of candidates profiles,
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v Assisting the HRM in pre-screening of applications received,
v Contacting shortlisted candidates for interview, prepares interview schedules and collects
referees” comments as per the recommendation of the recruitment panel members,
v Prepares Job requisition for hiring field based staff /consultants at the request of Field
Managers and through the HRM,
e Update field based staff database and contracts status for compilation by the HRM,
e Checks and ensures proper filing of nationally and locally recruited staff as per the Concern
standard filing guidelines,
o Compiles and maintains personnel /HR electronic data base,
o Distributes quarterly and Monthly national head count alongside staff movement report to Dublin
on a weekly basis and according to Concern HR procedures,
e Prepares and sends international staff movement to Head office on weekly basis,
®  Assists the HR Manager with identification of training opportunities
e Provides staff with and assists in completing insurance forms and forwards them to the HRM for
submission to relevant companies,
e Maintain leave record of field based staff and nationally recruited personnel, updates it regularly
and reconciles it with the balance.

Experience, Skills and Qualification:

Person specification:
o Be a South Sudanese National,
o Relevant Diploma qualification in HR/administration from a recognized
institution of higher learning,
o 2-3 years’ international NGO experience including considerable experience in
a similar role,
A conceptual understanding of the HR practice in South Sudan,
o Ability to organize and plan work effectively within a team and organisation
context,
o Proven ability to write HR report or staff movement in agreed formats,
o Proven English Language writing and speaking skills.

o

How to apply;

This position is open to South Sudanese Nationals only. Women candidates are highly encouraged to
apply. Interested candidates who meet the above requirements should send their Curriculum Vitea (CV)
and cover letter to abalo.eunice@concern.net and copy martin.kwori@concern.net or by hand
delivery to: The Human Resource Department, Concern Worldwide, Po Box 104, Hai Negley,
Juba- South Sudan.

Note: Concern is an equal opportunities employer and only shortlisted candidates will be contacted.





