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Job Opening
Position: 
Human Resource Officer   
Placement:  
Gyumri headquarters of Armenian Caritas, possibility for remote involvement during the fist year
Starting date: December 15, 2019
Introduction

This ToR defines the modalities and deliverables of the position. The Human Resource Officer will be hired in the framework of the Organizational Development (OD) Solidarity System plan of Armenian Caritas.
The overall objective of the OD plan is: “To enhance the upper-level decision-making procedure through bringing clear and transparent mechanisms”.
Human Resource Officer will be become a key position to guide the Organization towards more advanced management of human resources by boosting of staff motivation, professional growth and dedication.
About Armenian Caritas:  Armenian Caritas Benevolent Organization was established in May 1995. The establishment of Armenian Caritas in the North of Armenia, Shirak Region, Gyumri city was initiated by the Catholic Relief Services (CRS) and the Armenian Catholic Church to deliver direct assistance to the most vulnerable groups of the society. Armenian Caritas is a non-governmental organization registered in the RA Ministry of Justice. 

The mission of Armenian Caritas is: “Serve different vulnerable groups with love and compassion, respecting the dignity of each individual”. 

Armenian Caritas is a strong and significant role player in consolidation of social justice and social protection in the Republic of Armenia. 

Armenian Caritas sees itself as the expression and an instrument of charity of the Armenian Catholic Church. Accordingly, Armenian Caritas seeks to organize and implement humanitarian and charitable actions in favor of persons and social groups living under difficult conditions without religious, national or racial discriminations. Moreover, Armenian Caritas views itself as an important force in actively promoting the democratic and developmental changes in Armenia. We strive to work with families, uphold family values, and empower parents to be involved in healthy parenting values. 

Currently the Organization implements around 50 projects in 4 regions of Armenia: Lori, Gegharkunik, Ararat, Shirak and Yerevan. Annually it reaches 150,000 people living in poverty.
GENERAL

The Human Resource Officer will be responsible for ensuring that the overall administration, coordination and evaluation of human resources plans and programs are realized. Therefore, the position’s essential job responsibilities include:

· Contributing to the development of HR management goals, objectives, and systems

· Developing and administering human resources plans and procedures 
· Planning, organizing, and controlling the activities and actions of the HR management

IN PARTICULAR
· Enhances the organization’s human resources by planning, implementing, and evaluating employee relations and human resources policies, programs and practices.

· Enforces management guidelines by preparing, updating, and recommending human resource policies and procedures.

· Develops and follows up the staff recruitment procedure, providing counseling to managers on candidate selection; conducting and analyzing exit interviews; recommending changes.

· Prepares employees for assignments by establishing and conducting orientation and training programs.

· Oversees and manages a performance appraisal system, that drives high performance.
· Ensures planning, monitoring, and appraisal of employee work results; scheduling management conferences with employees; hearing and resolving employee grievances; and counseling employees and supervisors.

· Assesses training needs, recommends and monitors training programs, ensures knowledge management within the Organization.
· Develops and implements employee compensation programs.
· Manages a pay plan by conducting periodic pay surveys; scheduling and conducting job evaluations; recommending, planning, and implementing pay structure revisions.

· Retains historical human resource records by designing a filing and retrieval system and keeping past and current records.

· Cultivates professional and technical knowledge by attending educational workshops, reviewing professional publications, establishing personal networks, and participating in professional societies.
· Works under the supervision and in cooperation with the executive leadership.



REQUIREMENTS
· Proven working experience as HR manager or other HR executive

· People oriented and results driven

· Demonstrable experience with human resources metrics

· Knowledge of HR systems and databases

· Excellent active listening, negotiation and presentation skills

· Competence to build and effectively manage interpersonal relationships at all levels of the company
· In-depth knowledge of country’s labor law and HR best practices
· Degree in Human Resources or related field
· Fluent knowledge of Armenian and English is a must;

APPLICATION PROCEDURE
All interested candidates should submit their updated CV and Motivation letter to info@caritas.am and CC to a.gevorgyan@caritas.am marking “HRO” on the subject line by the 2nd of December, 2019.

Only shortlisted candidates will be contacted.

Applications received after the deadline will not be accepted.

