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JOB RE- ADVERTISEMENT
| Job Title: Roving HR Officer

Location: Juba with Frequent Field Visits across all GOAL field O

Reports to: HR Manager

Posting Date 18" October 2023

Closing Date 6" November 2023

General Description of the Programme & GOAL

Established in 1977, GOAL is an international humanitarian agency dedicated to alleviating the ,

needs of the most vulnerable communities. Currently operating in 13 of the world’s most vulnerable
countries, GOAL delivers a wide range of humanitarian and development programmes, ranging
from humanitarian relief in disaster situations, to focusing on nutrition, food security, and building
greater resilience and sustainable livelihoods. GOAL has been working in South Sudan since 1985
with a focus on health, nutrition, WASH, food security and livelihoods. GOAL is continually adapting
and responding to the context to support the communities where we work. GOAL is committed to
work by and fulfil our core values of Humanitarianism, Respect, Integrity, Partnership and Courage.

Purpose of the Job

The Roving HR officer will support the country HR office on the general oversight of all field
HR functions at the field to improve the departmental performance within the strategic HR
functions of the organization.

Key duties & Responsibilities

* Responsible for giving support to all GOAL field offices and in consultation with the HR

Manager will closely work with the field HR officers, and the area coordinators in
ensuring all the necessary HR support is provided when needed.

* To provide direct and indirect general HR support including the setup of HR systems in
new and existing offices. This includes recruitment, onboarding, and HR orientation to
new HR team in field offices as needed.

* Monitor and audit HR processes and records in field offices, provide guidance and
recommendations to HR teams in areas of improvement and highlight any potential
risks or incompliance to relevant stake holders.

» Provide support and guidance to HR team in field offices on general HR matters and
manage the day-to-day employee relation issues.

e Provide updates on all field recruitment and share the updated recruitment tracker on
weekly basis to the hiring managers and SMT.

* Responsible for ensuring all probation reviews are done and all documents are in place

___inthe individual staff file. |

e Follow up on all staff performance evaluations from the field offices for all staffs and
ensure that all performance evaluations are tracked, and all evaluations are followed up
during the annual evaluation for all the field locations.

e Follow up, track all monthly timesheets from the field locations for shared allocations
and ensuring this has been tracked in the online tracker on SharePoint.

e Focal point person for all leave management for field locations with emphasis on weekly
updates, based on data shared by the field locations.

e Perform any other relevant duties as requested by the superwsor

o Ensure GOAL polices are signed by all staﬁahd;n%trafts as*tqulred
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_Payroll |

e Focal point person for receiving all payrolls form the field locations, reviewing them
alongside the supporting documents for any changes that need to be done in the
payroll.

e Follow up all payroll related issues for field locations directly from the field HR persons
or Area coordinator.

HR Compliance

« He/she will ensure there is general compliance in all GOAL field office in relation to HR
functions, Policies & procedures which should be always monitored.

« Coordinate and provide support to field HR offices on ensuring fraud & corruptions and
red flags are identified and addressed through the internal GOAL procedures as guided
by the policies.

Filing and Data Management

e Work with the HR team in Juba and the field locations to capture all personnel file data

——as per the personnel file check list.

e He/she will carry out personnel file audit at each field offices to ensure that all personnel
information is up to date and all in the individual personnel file.

e Provide support to the HR department to improve on the effectiveness and efficiency in
personnel filing both manually and electronically.

e Carrying out all HR related document filing for individual staffs for documents received
in relation to the staff and ensuring such documents are filed and the checklist is
updated.

e Support the HR department in the updating of staff database.

Coordination

e In coordination with the senior HR Officer/ HR manager, ensure that all field-based staff
contracts are up to date, followed and renewal & non-renewal processes are followed
and executed on time.

e In coordination with the HR Manager, process all exit procedures with support from the

——field HR officers and ensure that terminal benefits are processed on time for all exiting
staffs.

e Coordinate and compile the different field offices reports in regular basis and provide
recommendations to HR Manager and Country Director as required.

Learning & Development

e The Roving HR officer will support and mobilise any field learning and development
initiatives as requested by the HR Manager.

e Participate in providing refresher trainings for all field HR focal point person
functions.

Financial Responsibility

e Support the HR department in providing data for budget preparation.

Qualifications & Experience

e University degree or Diploma in human resource management of

——— administration majoring in Human Resources or Social sciences. oS

e 3-5years of previous experience in a Human resources role preferably at a Roving level
is required.

e Knowledge of the South Sudan Labour Laws ( : @‘” f} L _ |
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 Strong thinker with excellent organisational skills

e Skillsin providing training across different cultural setups.

* Experience in liaising with other organisations and government agencies

* Fluentin spoken and written English.

* Knowledge of Arabic language or any local language is an added advantage to this
role.

o IT literate with very good IT skills particularly in MS word, Outlook, Excel & Power Point

Equal Opportunities

GOAL practices and does not discriminate because of ethnic background, color, age, disability,
marital status, religion, or gender and will practice positive gender employment as far as possible
however female candidates are strongly encouraged to apply.

Qualified female candidates who meet the above requirements are strongly encouraged to

apply.

Safeguarding

Children and vulnerable adults who meet GOAL as a result of our activities must be safeguarded to
the maximum possible extent from deliberate or inadvertent actions and failings that place them at
risk of abuse, sexual exploitation, injury and any other harm. One of the ways that GOAL shows this
on-going commitment to safeguarding is to include rigorous background and reference checks in
the selection process for all candidates.

—Accountability within GOAL

Alongside our safeguarding policy, GOAL is an equal opportunities employer and has a set of
integrity policies. Any candidate offered a job with GOAL will be expected to adhere to the following
key areas of accountability:

* Comply with GOAL's policies and procedures with respect to safeguarding, code of conduct,
health and safety, confidentiality, do no harm principles and unacceptable behaviour
protocols.

* Report any concerns about the welfare of a child or vulnerable adult or any wrongdoings
within our programming area.

* Reportany concerns about inappropriate behaviour of a GOAL staff or partner.

Application procedures
Interested Persons who meet the qualifications, experience and skills are required to submit their
applications through the below:

1. Drop your applications in hard copy at GOAL head office located along Kololo Road near
Sector four Police post in Tongping clearly addressed to the Human Resource Department,
GOAL South Sudan P.O Box 166 Juba with the Job title Application for Roving HR Officer-
Juba

2. Note, this is a National recruitment for South Sudanese Nationals only.

3. Due to Urgency of the positions, applications will be reviewed as they come.
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