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JOB DESCRIPTION

	Job title: Human Resources and Organization Development (HROD) Officer
	Effective date: May 2010

	Department: HROD
	Location: Hanoi Office with travels to fields

	Job code:
	Type of contract: Regular

	Reports to: HROD Manager
	Staff directly supervised: None


	1. WORKING CONTEXT

	Founded in the United Kingdom in 1972, ActionAid International (AAI) is a secular and non political organisation working with over nine million of the poorest people majority of them living in the developing world in 47 countries across Asia, Africa, Latin America and the Caribbean. It is committed to improving the quality of life of the poorest and the most excluded people so that they can live a life of dignity.

Working towards this direction, since 1989, ActionAid International Vietnam (AAV) has been operating in 20 provinces in mountainous and remote regions across Vietnam. AAV works in partnership with local partners in provinces and district levels.

	2. JOB PURPOSE SUMMARY

	In charge of implementation of operational HROD plans. Ensuring policies, processes and issues are handled in accordance with AAV’s HROD Policy Manual and current local law

	3. AUTHORITY

	Actively works within assigned tasks

	4. KEY WORKING RELATIONSHIPS

	Internal
	External

	All AAV staff , AAI and regional HROD focal person
	AAV’s Partners, PACCOM, Consultants, DIPSERCO, FOSCO, SCEDFA, INGOs

	5. MAIN AREAS OF RESPONSIBILITY

	Key responsibilities / accountabilities
	Key performance indicators

	1. HROD Operations and system
	· Positive supports and inputs are provided to build HROD strategy, policies, work plan and budget in line with AAV’s strategy.
· Day to day implementation of AAV HROD policies, practises and operational activities, ensure they are in line with local labour Law.
· Ensure staff are aware and have access information to mandatory HROD policies and procedures.
· Liaise, communicate with local labour authorities such as Dipserco and FOSCO.
· Legal framework is updated and informed to staff to help organisation’s operation compliance with labour law.

· HR data are updated in HRIS system ,HROD filling system and AAV’s organization chart are updated.

· Maintaining personnel files, ensure that all changes regarding staff’s related information, contract, objectives setting, performance review, contract amendments are maintained and updated.  

· Labour contracts and relevant annexes are issued in accordance with Labour Code and current HROD Policy Manual.
· HROD related reports and memos are produced and submitted as per request.


	2. Recruitment and selection 
	Organise recruitment process for staff and interns, ranging from development of job profile, advertisement, screening applicants, arranging interviews, references check, issuing offer letter, contracts and registering staff to local authorities.

	3. Induction and reorientation
	· Induction and reorientation plan and pack are designed, developed, kept up to date and effectively implemented.
· Ensure each new staff feel welcomed and receives a comprehensive induction with all queries being answered. 

· Induction and reorientation on HROD are properly provided to new staff.

	4. Compensation and benefits 
	· To assist the HROD Manager in carrying out the pay reviews like salary surveys

· Managing Health and Life Insurance of all staff 
· Changes in staff salary and benefits are timely informed to Finance for salary/benefits administration.
· Ensuring proper and cost effective management of the staff benefit schemes

	5. Performance Management
	· To work closely with line manager on: effective performance development plan, career growth, timely feedback is provided to staff..
· Remind manager to ensure performance management process is implemented according to annual set calendar and papers are submitted to HR for filling.

	6. Learning and Development
	· Availability of training informations are provided to staff, sourcing training information where necessary.
· Work with line managers on individual capacity development plan to ensure the plans’ implementation is in line with AAV’s priorities and individual needs. 

	7. Provides support to HR auditing
	· Positive supports and necessary actions are carried out to make sure that HR system and procedures are aligned with mandatory standards. 

	8. Employee Relations
	· Support HROD Manager in handling employees relations issues (grievance etc) 

· Conduct exit interview, ensure handling over is completed for the end contract benefits to be transferred.

	9. Others
	· To work on HR project as assigned.
· Other tasks as assigned by line manager are well performed

	6. QUALIFICATIONS REQUIRED

	Education

· University degree, preferably in Human Resources Management, business/public administration or English department. 
	Work experience

· 3 years relevant working experience, preferably in INGOs or international companies. 
· Substantial knowledge of HR administrative procedures and systems

	Technical knowledge/skills

· Sound knowledge of local labour laws and legislation with ability to adhere them.

· Good team member with experience of working in a small team and supporting a wider program team.

· Strong interpersonal awareness and be able to get on well with others and respect for confidentiality.
· Ability to work under pressure, manage routine and adhoc tasks while still ensure its effectiveness. 
· Excellent skills in MS Office.

· Commitment to Diversity issues, Equal Opportunities and capacity building

	Language

· Good communication skills in English and Vietnamese 

	Attitude

· Solidarity with poor and marginalized people
· Fairness and transparency

· Mutual respect
· Gender equality and sensitive
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