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JOB DESCRIPTION

	Job Title:
	HR Generalist 

	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 Generalist will work directly with and report to the HR Manager. The HR Generalist will act as a main HR point of contact for line management across the organisation including the support of management teams within our African country offices. This is a progressive role with scope for the ideal candidate to drive and implement initiatives which will enhance the level of connectedness between staff across a geographically dispersed organisation. Some travel to our African country offices may occur.  

	Key Responsibilities:
	Recruitment

· Manage the recruitment cycle process (advertising of roles, filtering of applications, calling/screening candidates, conducting interviews)
HR business partnering

· Management of a pro-active HR business partner approach with retail managers and our HR representatives based in our African country offices

· Manage the induction process to all new employees in UK and Ireland. 

Learning and Development

· Support the HR manager in the design and roll-out of learning and development initiatives

· Support e-Learning initiatives across all country offices

· With the support of the HR manager, design and deliver soft skills training courses and team building initiatives where applicable

Employee relations

· Provide accessible HR advice/support to all level of employees across the organisation
· Ensure compliance of HR policies and procedures, updating applicable compliance documents where appropriate

· Support the roll-out of employment law compliance training

Employee engagement
· Support the HR manager in implementation of employee engagement initiatives

· Implement an employee satisfaction survey, supporting teams across all countries to develop associated results focused action plans

Employee well-being

· Support the design and deliver of an employee well-being programme

Performance Management

· Support the implementation of the performance management process
· Coach and support line management in effective performance management implementation

HR Miscellaneous 
· Support the design and implementation of HR reporting requirements

· Assist in the preparation of Ad Hoc reports
Other HR Generalist responsibilities as required by the HR Manager 

	Key Relationships:
	Internal

· HR Manager
· HR Administrator 
· HR Administrators in all Country offices
· Line Managers

	Qualifications/Other Requirements
	Essential

· Degree qualification in Human Resource Management and/or CIPD certification and/or equivalent
· Minimum 4-5 years’ experience in a busy HR Department
· Evidence of experience in recruitment and Employment Law
· Evidence of experience in learning and development training programme design and implementation 

· Strong Interpersonal and organisational skills. 

· Good IT skills with a high level of accuracy and attention to detail.
Desirable 

· Experience working in the Not for Profit sector

	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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