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POStTtON

ORGANISATION
LOCATION
REPORTING TO

EXPECTED START DATE

: Humon Resources Officer
: Africon Porks - South Sudon
: Nyot - Bomo Notionol Pork
: HR Monoger
: As Soon As Possible
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BACKGROUND:

Africqn Porks is o non-profit conservotion orgonizotion thot tokes on the complete
responsibility for the rehobilitotion ond long-term monogement of notionol porks in
portnership with governments ond locol communities. We currently monoge22 notionol
porks ond protected oreos in l2 countries covering over 20 million hectores in: Angolo,

Benin, Centrol Africon Republic, Chod, the Democrotic Republic of Congo, Molowi,
Mozombique, Republic of Congo,lRwondo, Zombio, Zimbobwe ond South Sudon.
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Bomo ond Bondingilo Notionol Porks ore locoted in South Sudon's equotoriol region with
o combined oreo of 30, 000 KM 2. The porks host the second lorgest wildlife migrotion in

the Africo thot covers over I20,000 KM2, ond provide hobitot for lorge populotions of
hortebeest, buffolo, elephont, giroffes ond lions.

JOB OVERVIEW:

The HR officer will be responsible for providing support to Bomo Notionol Pork stoffs in Nyot
os well os other sub field sites. The job will involve oll ospects of HR such os poyroll, leove,
Timesheet, Recruitment etc. This position demonds excellent HR knowledge ond strong
orgonizotionol skills. The incumbent must hove good monogement, interpersonol ond
orgonizotionol skills ond the obility to report occurotely.

MAIN ROTES & RESPONSIBIIITIES:

HR Monogemenl

Leod ond monitor efforts to estqblish HR systems thot ensure on orgonizotionol
culture thot reflects our volues & promotes occountobility.
Helps estoblish, mointoin, ohd improve octive ond regulor working relotionships
with locol outhorities including lobor office, portners ond our service providers
(controctors, consultonts ond loborers).
Monoge recruitment, providing odvice ond support to line monogers on job
descriptions, odvertisements, right to work eligibility ond oppointment.
Support new stoff orientotion, develop offer letters ond controcts of employment
for new colleogues ond exploin employee benefits.
Provide mediotion between conflicting porties when oppropriote o
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closely with monogers ond colleogues to resolve employment
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Schedule ond undertoke exit interviews, when required.
Effectively deol ond monoge HR queries, monoging expectotions.
Provide support ond odvice to ensure HR policies, processes ond policies ore
understood.
Supporting oll line monogers on o ronge of HR issues in complionce with AP
policies ond procedures ond employment legislotion.
lnform employees of their rights ond entitlements ond keep them up to dote on
ony chonges thot ore mode.
Hondling workploce investigotions, disciplinory ond terminotion procedures.

Policies ond Procedures:
. Leod HR function to ensure thot counsel ond support ore provided to monogers,

stoff, consultonts controctors ond ony other person engoged by AP to ensure
occurote opplicotion of policies ond procedures ond code of conduct reloted
motters.

. Oversee oppropriote implementotion of personnel files ond HR documentotion,
ensuring oll personnel files ore complete, mointoined, ond secured.

Employee Relolions 
I. Build o strong business relotibnship with internol clients.

. Provide monogement with guidonce on employment low, ensuring thot ony
employment terms, documentotion, ond proctices ore up to dote ond in line
with AP HR policies, procedures ond best proctice.

. Act os the first line of contoct in Humon Resources for ony employee relotions
issues for your designoted business oreos.

. Support, develop ond cooch people monogers to monoge employee relotions
issues in occordonce with orgonizotionol policies ond procedures.

Performo nce Monogement
. Advice ond cooch monogers in employee monogement 'best procfice'.
. Advise monogers in the use of the performonce monogement process to

focilitote high performonce ond personol development, ond effectively oddress
ony issues of poor performonce.

EDUCATION AND EXPERIENCE:

Holder of o Diplomo or Degree in Humon Resource Monogement, Business

Administrotion or Sociol Sciences from o recognized University/institution.
Proven experiences of not less thon three yeors in hondling HR roles ond issues

from INGO is preferred.
I

drse Knowledge of Current South Sudon Lobour Low is

in lioising with other orgonizotions ond government ogencies

te must hove odv
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n ond written English (Arobic on odvontoge)



Computer literote in bosic micro soft Pockoges
Excellent Reporting skills is rgquired
Ability to prioritise o demonhing worklood
Ability to work with minimol supervision
Good interpersonol skills.

HOW TO APPLY:

To opply, pleose emoil your CV ond cover letter to ssrecruitment@africanparks.ors or hond
delivery to Africon Porks office Thonping, Synergy Suiles - Plol No 849, Block No 3-K Soulh
by Fridoy, 3 November 2023. Pleose mention the position nome in the subject line of the
emoil.

ln cose you do not heor from us within two weeks ofter the closlng dote, this meons thot
your opplicotion wos not successful. We thonk you for your interest in working for Africon
Porks.
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