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JOB DESCRIPTION

	Job Title:
	HR Administrator 

	Company:
	Gorta – Self Help Africa 

	Department:
	Human Resources

	Location:
	17-22 Kingsbridge House Parkgate St Dublin 8

	Contract Type:
	1 year fixed Term

	Reports to:
	HR Manager

	Salary:
	Commensurate with Experience 

	Purpose:
	The HR Administrator would be working directly with the HR Manager and HR Officer supporting on a daily basis all aspects of the HR function. 

	Key Responsibilities:
	· Facilitate end-to-end recruitment processes for designated junior level roles in co ordination with the HR Officer.
· Support the HR officer with the recruitment of senior level positions (advertising of roles, filtering of applications, calling/screening candidates, scheduling interviews)

· Assist in the Induction process to all new employees in UK and Ireland 

· Ensuring all general day to day HR administration is delivered effectively

· Support the development of HR MI using the Salesforce platform (including employee leave)

· Support the maintenance and training of employee policies, guidelines and processes

· Updating the HR database to ensure all relevant information is correct and all Group information has been captured

· Support the coordination and administration of learning and development initiatives

· Schedule technical training courses where required reflective of training needs

· Support remuneration administrative processes

· Support and facilitate the administration of the performance management system

· Coordinate the set-up and administration of employee engagement initiatives

· Support the development of internal technology related social platforms

· Act as main point of contact for HR social platforms

· Coordinate and manage administration for the employee well-being programme

· Any other related duties as required by the HR Manager 


	Key Relationships:
	Internal

· HR Manager
· HR Officer 

· HR Administrators in all relevant African Countries. 


	Qualifications
/Experience 
	Essential

· Diploma/Degree Qualification in Human Resource Management and/or CIPD certification. 
· Minimum 2 years relevant experience.
· Evidence of Experience in recruitment and Employment Law. 

· Strong Interpersonal and organisational skills. 

· Good IT skills with a high level of accuracy and attention to detail.
· Experienced in the use of social media technology solutions 
Desirable 

· Experience working in the Not for Profit sector
· Experience working in an International Context

· Experience in using the platform Salesforce.

	Role Competencies
	Managing yourself – Holds an awareness of own abilities and areas for development; adapts and uses abilities to work well with others and to help achieve objectives.
Leadership – Acts to inspire others by clearly articulating and demonstrating the values and principles that underpin work. Holds a sense of pride in Gorta-Self Help Africa and has loyalty to the organisation. Supports others to achieve excellent results.
Communicating and working with others – Uses the most appropriate channel to share information with others both inside and outside Gorta-Self Help Africa; adapts the message to meet the communication needs of the audience.
Delivering results – Systematically develops plans towards achieving Gorta-Self Help Africa’s objectives and delivers on commitments; uses appropriate techniques to help achieve agreed objectives.
Planning and decision-making – Systematically develops plans towards achieving Gorta-Self Help Africa’s objectives and delivers on commitments; makes clear, informed and timely decisions appropriate to role, in the interests of Gorta-Self Help Africa and those we work with.
Creativity and innovation – Seeks out, develops and successfully implements new ideas that further the needs of Gorta- Self Help Africa and those we work with; builds on proven approaches and learns from ongoing work to improve it.
Influence, advocacy and networking – Engages with others inside and outside the organisation to promote the interests of Gorta-Self Help Africa and those we work with; gathers and shares a wider knowledge of issues relevant to Gorta-Self Help Africa’s work.
Change – Responds positively and constructively to change; manages or takes part in change processes in a way that is appropriate to role in the organisation.
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