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Join Our Team
Advert for Human Resources Intern – 4 months
Self Help Africa Malawi is an international non-governmental organisation working to create opportunities for lasting improvement in peoples’ lives. We work in partnership with others to support a range of livelihoods and food security, WASH and health, sustainable energy and gender equality programmes reaching over 1,000,000 people a year across Malawi. Globally, we work in nine countries across Africa, Asia and South America, however our Malawi programme is by far and away our largest and most established country programme. SHA currently operates in 17 districts in Malawi, supporting 24 on-going projects. This is an exciting time to join us as we seek to tackle the global challenges in progressive and innovative ways. 

Job Purpose
He/she will contribute to recruitment activities as well as support with many HR functions and will be responsible for partial roles of the Human Resources Officer.
Duties and responsibilities
i. Support with the management of human resources systems in liaison with the Human Resources Officer
· Provide information of HR policies including ensuring that all new staff have signed all the required forms at entry. 

· Provide support on the new staff orientations to SHA operations, policies and procedures including the issuance of the Employee Handbook.
· Support the Human Resources officer in implementing, maintaining and updating of HR systems, policies and procedures.
· Support the coordination of the recruitment process, probationary periods and supporting the performance review process (PDR).
· Maintain confidentiality of all staff issues including disciplinary procedures, contracts and pay rates. 

ii. Contract management 

· Ensure that all the staff contracts are up to date and that staff whose contracts are expiring have been updated or informed whether they will be continuing or not ahead of time.

· Support by ensuring that the organization is compliant with the statutory requirements.

· Support the maintenance of filing system (electronic and hard copy) of all human resource related information, ensures confidential access records, responsible for all updates of personal files (both electronic and hard copy) for all SHA Malawi employees.
· Support with management of organisational and related information including policies, relevant legislations/laws, reports, contracts, agreements, project photos and other relevant office documents and ensuring easy access to these documents.

iii. Training and development

· Support by ensuring the completion of all staff timesheets in salesforce including the tracking of attendance, vacation accruals and other types of leave.
· Ensure that the organization is up to date with all electronic training records. 

Safeguarding

· Reporting Relevant Safeguarding Concerns.

· Communicating Safeguarding Policies and promote a culture among the team that upholds safeguarding.

· Complying with Local Safeguarding Procedures.

· Maintain confidentiality at all times, and ensure appropriate confidentiality is maintained by all staff during safeguarding processes.

It is expected that s/he will: 

· Carry out these accountabilities within the operating and process frameworks that apply to the whole SHA organisation.

· Work together with all your key stakeholders: line and functional to ensure organisational objectives, mission and vision are met.

· Exemplify the SHA Standards of Integrity, Purpose & Values.

· Be able to travel when required.

Minimum Requirements

· Minimum of first degree in human resource, business administration/management.

· At least 5 years’ experience in Human resources, administration and office management.

· Strong computer skills especially with Ms Word and Excel and other related packages 

Required Skills

· Excellent verbal, analytical, organisational and written skills.
· Proactive and motivated with a strong commitment to Self Help Africa’s vision, mission and values.
· Ability to work as part of team across different cultures.
· Ability to work with minimum supervision and take initiative.
· Team player with excellent computer skills and knowledge in database management and Microsoft office a must.

· Be able to make decisions and take action independently.
· Knowledge of Malawi Labour and Immigration laws. Strong computer skills especially with Ms Word and Excel and other related packages.
How to apply 

Qualified and interested candidates who meet the stated requirements must submit a completed Application Form, downloadable on https://gsha.box.com/v/applicationform. The completed application form should be uploaded together with the Cover letter, Curriculum Vitae and Copies Certificates saved in your name to
https://selfhelpafrica.org/ie/careers-apply/?jbcd=500QD00000KSxzQ%20-%20Advert%20for%20Human%20Resources%20Intern%20%E2%80%93 
No hard copies / physical applications will be accepted. Please note the zipped Folder will not be accessed.

Closing date for the receipt of completed application forms is 12:00 Midnight of 4th September 2024. Only short-listed candidates will be contacted

Self Help Africa takes the safety and well-being of all those we work with, and our staff, very seriously. We have a zero-tolerance policy on abuse. Our recruitment is safe, meaning that we recruit staff with the highest values and standards of ethical behaviour. Self Help Africa has a Safeguarding Children and Vulnerable Adults Policy, which reflects our commitment to protecting the people with whom we work. All candidates will be expected to comply with this policy and its procedures.

For more information about SHA, please visit our website at http://www.selfhelpafrica.org. 
SHA is an equal opportunity employer.
