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	Qualifications, skills and experience
	Essential 
	Desirable 

	Relevant degree and or experience
	(
	

	CIPD Qualified / SHRM-SCP/SPHR 


	
	(

	At least 3 years’ experience working within a similar HR Advisory role
	(
	

	Demonstrates up to date knowledge of Malawi employment law and best practice
	(
	

	Exceptional communication and relationship building skills 
	(
	

	Human Resources experience in a managerial position, preferably in a not for profit and/or a global organisation.
	(
	

	A creative and innovative thinker
	(
	

	Demonstrated a strategic approach to HR with the ability and willingness to also execute the tactical elements of the job in a global organisation
	
	(

	Strong non-profit background either professionally or via personal non-profit volunteering efforts.
	
	(

	Strong planning, supervisory, and management skills.
	
	(


Mary’s Meals International team member competencies

All Mary’s Meals International employees approach their role in line with the 7S competency model.
	Self
	· I demonstrate resilience

· I lead by example

· I’m authentic and true to Mary’s Meals values

· I develop myself and set stretching goals

	Service
	· I have a vocational attitude to my work

· I inspire hope in others

· I build belief that even difficult challenges can be solved

· I am committed to serving and enabling all who want to be part of the global movement

· I work to ensure our future will be even better than our past

	Simplicity
	· I communicate effectively

· I follow clear decision making criteria

· I create plans that are easy to follow and contribute to organisational goals

· I embrace inclusivity and diversity

· I focus on delivering results

	Stewardship
	· I pay attention to the things that matter – (a) our physical resources; (b) our people

· I nurture, develop and respect our relationships with external stakeholders

· I deliver on my promises

· I am happy to be held accountable and to hold others to account

	Strategy
	· I have a point of view about the future

· I know our stakeholders and see our priorities clearly

· I help others to work in ways that have the greatest impact

· I work to deliver my objectives 

	Strengthen
	· I contribute to a positive work environment

· I help and support those around me

	Success
	· I maintain my technical competence 

· I contribute to the success of my team

· I am accountable

· I embrace change


Changes to the job description 
As the organisation evolves, job descriptions may need to be reviewed and if appropriate, changed. Such changes may be initiated as necessary by the manager of this position in consultation with the employee. This job description may also be reviewed as part of preparations for the annual Personal Development Review. 
Declaration of acceptance 

I have read this job description and accept it.

Employee name……………………………………………………………………….

Signed ………………………………………...   Date……………………………......

Human Resource Advisor (Operations)





Department:		Human Resources 


Responsible to:	Head of Human Resources and People Development


Location:		Malawi 


Contract length:	Permanent





Our vision


That every child receives one daily meal in their place of education and that all those who have more than they need, share with those who lack even the most basic things.


Our mission


To enable people to offer their money, goods, skills, time, or prayer, and through this involvement, provide the most effective help to those suffering the effects of extreme poverty in the world’s poorest communities.


Our values


Confidence in the innate goodness of people – respect the dignity of every human being and family life – good stewardship of resources entrusted to us. 





Job purpose


Human Resource Advisor (Operations) is responsible for provision of high quality HR Operations service, overseeing HR administration of hiring, retention, staff development, termination, personnel records, legal compliance, compensation, benefits, and long-term staffing strategies. This position reports to the Head of HR & People Development.





Key activities 


Development of HR Strategies, Policies, Systems and Plans


Support the Head of HR and People Development to design, operate, coordinate and monitor operational systems for managing necessary human resource functions to implement the approved policies.


Review and develop HR policies and revise as necessary. 


Identify labor related legal requirements and government reporting regulation affecting the organization.


Update the position descriptions in the organization according to the need in consultation with the respective line managers.


Maintain employee database.


Developing HR Budgets and monitoring the spending.





Planning and staffing for human resource needs


Supporting the Head of HR & People Development in developing workforce plans.


Develop and maintain human resource information system and utilize and feed information for major human resource decisions in the organization. 


Establish standard recruiting and placement practices and procedures as suggested and directed by the Head of Human Resource & People Development.


Ensure an appropriate level of human resourcing to meet the existing and anticipated staffing needs.


Coordinating the recruitment and selection processes and onboarding/induction for new staff.





Management and development of staff performance and Capacity Assessments


Review, develop and implement effective employee performance management system and coach the line managers / supervisors and provide advice and support for performance management issues and assist them in implementing the Performance Development Reviews (PDR)


In conjunction with the HR Advisor (L&D) implement a training and development process to ensure that appropriate development needs are met on a timely and cost-effective basis. 


Coordinate activities throughout MMM across the department lines. 


Participate in Capacity assessment exercises.�





Develop effective Employee Relations issues


Support the review of salary structure, pay policies, employee benefit programs and medical insurance


Support the development of the compensation and benefit policy and practices to ensure that staffs are rewarded in line with both general market practice and individual performance level.


Determine and recommend employee relations practices necessary to establish positive employee-employee relationships and employee-employer relationship.


To ensure that MMM and the employee’s interests are protected, and the policies/ practices of the organization are legally compliant.


Provide support for disciplinary actions as per the HR policy guidelines and tracking and managing the investigations and grievance matters in conjunction with the Head of Human Resources and People Development.


Review employee appeals through compliant procedure. 





Human Resource Operations


Input to the development of and implement HR procedures and policies that meet national employment standards and legislation and align with the Mary’s Meals global standards which all staff are fully aware of.


Manage staff payroll for authorisation by the Country Director and ensure returns for all statutory deductions are filed and paid for.





Oversee staff wellbeing and engagement 


Provide counselling support to staff when requested. 


Develop, carryout staff engagement surveys and ensure staff participation. Analysis on engagement levels and propose resulting actions   





Exit management


Carry out staff exit meetings with separating staff and periodically analyze staff exit related information to guide retention initiatives and recommend initiatives


Manage employee exit processes (clearance, handover etc) and ensure that the exit process is compliant with applicable labour laws and MMM policies.





Reporting and accountability 


Prepare and submit departmental reports and other briefs as and when required.


Proactively work with the HR team to address HR issues and ensure the HR activity plan/ mandates are achieved to the required standard.


HR data collections, evaluations and communicating HR metrics.





Meetings/Networking


Participate and conduct meetings with relevant Human Resource Management organizations.


Provide regular updates on HR activities and plans at regular meetings with management staff.











External relationships:


HR legal advisors and consultants


HR service providers & HR Associations





Internal relationships:


Malawi HR team








SLT


Country Director








Direct reports: HR Officer





Reports to:


Head of HR and People Development





Key relationships 
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