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MEDIA ACTION

TRANSFORMING LIVES THROUGH MEDIA
'AROUND THE WORLD




JOB ADVERTISEMENT 
	Job Title
	Human Resource/ Admin Assistant

	Line Management:
	Human Resource and Operations Manager

	Contract type

	One year fixed term with likelihood of extension Local terms and conditions

	Location
	Juba


BBC Media Action
BBC Media Action uses media and communications to reduce poverty and promote human rights in developing countries. To achieve this, it partners with civil society, local media and governments to:
· Produce creative programmes based on robust research in multi-media formats which inform and engage audiences around key development issues.

· Strengthen the media sector through building professional capacity and infrastructure.

Overall Purpose of the Job
The HR/Admin Assistant is to support HR and Operations Manager with HR and administrative tasks.

Main Duties
· Ensure that all staff submit their timesheet within the dateline and update timesheet tracker.

· Assist HR Manager in the recruitment process of new staff

· Liaise with local authorities on HR related issues

· Produce a checklist of content for the personnel files

· Ensure maintenance of the HR filing system, including that all paperwork is up to date

· Process medical claims and enrol new staff into medical insurance scheme according to agency policy.

· Proper leave management of all National staff and accurate update of the tracker.

· Monitor and record data on national staff absence and report to the respective line manager

· Issue new staff ID cards for the same time period as contracts

· Ensure that approvals from the respective managers to recruit and appoint new staff are filed

· Ensure safe reception and registration of all job applications

· Perform any other duty assigned by the supervisor.

Person Specification

· Minimum Diploma in Human Resource Management

· At least 1 year of experience with International Agencies 

· Proven experience of system management and the use of appropriate tools and reporting formats

· Fluency in written and spoken English and Simple Arabic
· Ability to work on Microsoft word and excel is mandatory.

· Ability to work with minimal supervision

· Creative thinking and the ability to find solutions and execute them. 

· Ability to make sound judgments in stressful and conflict situations

· Excellent communications skills 

· High degree of personal organization and ability to build relations 

· Good attention to detail 

This position is open to south Sudanese Only.

Interested candidate should send his/her application and CV to BBC.MA.Recruitment@gmail.com 

Dateline for submission of application is 1st April 2016
Only shortlisted candidate will be contacted and no application/CV will be given back to unsuccessful candidate.
