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CATHOLIC RELIEF SERVICES




                                                   South Sudan Program

JOB OPPORTUNITY – TEMPORARY HUMAN RESOURCES SUPPORT SERVICE OFFICER
Catholic Relief Services (CRS) is a global non-governmental Christian humanitarian and development organization with a special focus serving the needs of disadvantaged populations to ensure that the dignity of the human person is maintained regardless of race, religion, gender or color. Catholic Relief Service South Sudan Program would like to recruit highly competent, proactive and self-driven person (Sudanese National only) to fill the position of Temporary Human Resources Support Service Officer, be based in Juba. 
PURPOSE OF THE POSITIONS
Temporary HR Support Service Officer is mainly to back up the HR Team in Juba in organizing the recruitment of a team of national staff for the various programs and more specially Jonglei Food Security Program (JFSP). The Temporary HR Support Service Officer will be based in the CRS Juba office but will be required to make working visits to Bor and possibly to other locations in South Sudan. The HR Support Service Officer will work under the direction of the Head of the Human Resources team based in Juba and will also closely coordinate with program Managers and the Chief of Party of the JFSP. 

The Temporary HR Support Service Officer  will provide support to the HR Team in the development and finalization of job descriptions, drafting and placing recruitment advertising, initial short listing, setting up the arrangements for interviews for candidates both in Jonglei State and in Juba, organizing reference checks, drafting employment contracts, setting up and organizing personnel records and staff database files, assisting in the organizing of health insurance and assisting in the HR orientation and briefing of new employees.

In all aspects of the assignment, the Temporary HR Support Service Officer will observe South Sudan’s legislation and procedures in regard to employment and recruitment and comply with CRS’s standards and requirements in good HR practice. 

 KEY RESPONSIBILITIES

· Reviewing and re-drafting job descriptions for national posts on to the CRS format and standard and finalize drafts in consultation with Head HR Team. 

· Develop plan for advertising posts and organize recruitment advertisements via CRS approved media and networks, including the State Government and county level administrations;

· Organize and supervise the applications process in consultation with Head HR Team. Provide regular reporting on process to COP;

· Undertake initial short listing of candidates for all vacant posts based on essential criteria. Coordinate short listing for interview with appropriate CRS technical team leads;

· Schedule and organize interview boards and interviews with panels and candidates in both Jonglei and Juba; 

· Provide documentation support to interview panels and record of recruitment decisions;

· Coordinate communication with candidates on recruitment pre- and post- interview;

· Undertake reference checking on preferred candidates and documentation of process;

· Set up personnel files and data base entries in staff database;

· Assist in drafting of offer letters and contracts;

· Assist in setting up health insurance for new employees;

· Assist in HR orientation and briefing of new employees.

Minimum Qualifications/Experience
· First degree/diploma in Human Resource, Business Administration or related field from accredited institution;

· Excellent English language competencies both spoken and written;

· Good analytical, organizational and planning skills;

· Ability to work independently;

· Capacity to plan tasks, set timelines and meet deadlines for deliverables;

· Strong documentation and file management skills; 

· Understanding of the fundamentals of good practice in HR processes, especially in relation to recruitment; 

· Professional work experience in an international organization or private sector (none profit making).

Application letters and CVs together with the names of three professional referees, should reach the undersigned not later than Friday, 20th January, 2012. 
Only short-listed candidates will be contacted.

Human Resources Manager

Catholic Relief Services –

Southern Sudan program, Juba Office 

OR by E-mail to: jobapps@crssudan.org or moses.ayume@crs.org
CRS Sudan Program is an equal-opportunity employer.  In making employment decisions it does not discriminate on the basis of gender, ethnicity, religion or political affiliation.

