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	Job Title:
	Human Resource and Administration Manager 

	Department:
	Human Resource 

	Location:
	Mogadishu - Somalia


	Reports to: 
	Country Director

	Line Management responsibility: 
	HR and Admin Officer 

	Budgetary Responsibility: 

	No

	Child Safeguarding level: 
	We are committed to the safeguarding and protection of children and vulnerable people in our work. We will do everything possible to ensure that only those who are suitable to work with children and vulnerable people are recruited to work for us. 
Therefore, this post is subject to a range of vetting checks including a criminal records disclosure, DBS, or in the event that the employee is not a UK resident, a check to its equivalent in the current residing country will be required.

	Job Purpose: 
The Human Resource and Administration Manager is responsible for ensuring that Muslim Aid is following professional hiring standards, abiding by Somalia labour laws, and providing comprehensive support to staff. S/he will work closely with the HR and Admin officer to promote and protect the reputation of Muslim Aid and the well-being of its team members while ensuring that best practices are in place on-site and in coordination with other field offices as well as HQ. The Human Resource and Administration Manager, in close collaboration with the recruiting Managers, is responsible for all site-specific HR functions, including but not limited to drafting ToRs, the posting & strategic distribution of vacancies, conducting recruitment & hiring of qualified applicants, maintaining updated personnel files, assisting in the performance appraisal process, and – in accordance with Muslim Aid Personnel Policy – organizing disciplinary processes. The candidate we seek will have knowledge of local labour laws, a firm understanding of local recruitment avenues and practices. 

	Key Accountabilities:
Tasks and Responsibilities:

· Support and often lead the hiring process for all positions on-site: manage and organize the recruitment, screening, interviewing, hiring, and orientation of all new employees.

· [bookmark: _Hlk61514812]Train staff in following the organization’s administrative processes, from finance to logistics, and ensure each staff member is familiar with the safety and security policy.

· Serve as a support person for staff who are in distress and aid them in resolving internal and external difficulties. Where called for, advocate and/or make recommendations to Senior Management about actions that may be taken in support of staff experiencing hardship.

Enacting policy and ensuring compliance

· Under the supervision of the line Manager, maintain and enforce Muslim Aid Personnel Policy; proactively suggest adjustments or changes as necessary to the management.
· Ensure Muslim Aid always remains compliant with laws and legal statutes of Somalia including but not limited to Labour Practices, Permits and Fees, Taxation and Benefits.

Organizing and maintaining HR files

· Customize employee contracts according to each new hire and present contracts to all new employees. Maintain hard and soft copy files of employee contracts in established personnel files.
· Work with the larger HR team in maintaining hardcopy, updated personnel files and MA’s digital HR database that includes each employee’s bio, family and professional data including emergency contacts, as well as benefits, compensation levels, performance record, contract dates of issue & expiration, and disciplinary actions taken.

Professional development

· To develop and execute employee training and skills development opportunities, helping MA employees advance their career and improve their skills.
· Promote a professional culture of high performance, mutual respect, and generous dedication to staff and its mission. Serve as a sounding board and offer reflection and guidance to individual staff members to ensure MAS remains true to its vision.
· Prioritize strict confidentiality and always demonstrate the utmost professional conduct.



	Person Specification


	
	Essential / Desirable
	Assessment Stage

	Qualifications: 


	Educated to bachelor’s degree level. 
	Essential
	Application

	[bookmark: _Hlk61514877]Postgraduate degree in Human Resources and Administration. 
	Desirable
	Application

	Experience & Knowledge: 


	At least one year experience preferable in relief/development
	Essential
	Application and Interview

	Excellent interpersonal and organizational skills with strong attention to detail
	Essential
	Application and Interview

	[bookmark: _Hlk61514955]Extensive knowledge of Somalia ’s labour laws and NGO compliance practices
	Essential
	Application and Interview

	Flexibility and willingness to handle multiple tasks simultaneously
	Essential
	Application and Interview

	Systems-oriented: able to implement and train on organizational HR and admin procedures
	Essential
	Application and Interview

	Diplomatic, calm, and deliberate when handling sensitive issues

	Desirable
	Application and Interview

	Skills & Abilities:


	Good interpersonal and communication skills and ability to liaise effectively with people at various levels. 
	Essential
	Application and Interview

	Good teamwork skills with the ability to work with different and sometime conflicting agendas.
	Essential
	Application and Interview

	Good organisation, coordination, and project management skills. 
	Essential
	Application and Interview

	Strong and well-developed analytical skills coupled with experience of writing quality proposals and reports Strong analytical abilities.
	Essential
	Application and Interview

	IT literate with knowledge of Microsoft Office applications and the ability to learn and use any software adopted by Muslim Aid. Knowledge of the use of financial management software such as quick book.
	Essential
	Application and Interview

	Ability to adapt to changing deadlines and priorities.
	Essential
	Application and Interview

	Ability to work in and with a diverse team.
	Essential
	Application and Interview

	Ability to work under pressure and on own initiative.

	Essential
	Application and Interview

	Ability to analyse and assess complex situations and develop policies.
	Desirable
	Application and Interview

	Willingness to travel at very short notice.
	Essential
	Application and Interview

	Commitments:


	Commitment to Muslim Aid’s mission, visions, and values
	Essential
	

	Commitment to Muslim Aid’s ethos
	Essential
	

	Commitment to equality of opportunity and diversity
	Essential
	

	Commitment to Muslim Aid’s Child and Vulnerable Adults Policy and Procedure
	Essential
	


	
	
	

	You will display the competencies below :

	Competencies
	Definition

	Team working
	Co-operates with and respect colleagues to exceed up and beyond individual efforts.

	Communication 
	The ability to listen, express and communicate information effectively.

	Performance Management 
	Delivery of organisation objectives through effective setting of SMART personal goals and team goals.

	Results Focused 
	Getting the job done in an efficient way through effective time, task and financial management.

	Leadership 
	Inspiring, supporting and developing others to achieve outstanding levels of performance.

	Innovation & Continuous Improvement 
	Constantly seeking to improve the way business is done through analysis, creativity, problem solving and change initiatives.



	Please signify your acceptance of this job description by signing below and returning a copy to HR

	Employee signature: 
	
	Employee Name: 
	
	Date: 
	

	Line Manager signature:
	
	Line Manager Name: 
	
	Date:
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