Job Description

	Job Title :
	HR Executive (Manpower)
	Main Purpose of Job (Why job exists/what it must achieve)

	Grade:
	J/I
	Aid regional HR in ensuring efficiency in operations and in driving compliance. 

	Reports to:
	Head of HR
	

	Organisation Unit / Location
	Nestlé Equatorial African  Region / Nairobi 
	

	Main Responsibilities / Job Summary
(Primary deliverables of role and its scope)
	 KPIs (Measurable parameters of the role) & 
Dimensions (What is the span of the role)

	Manpower Planning:
· Prepare Monthly Headcount report. 
· Prepare and regularly manpower projections for subsequent periods. 

· Collate regional organisation charts and avail them to users through the intranet and on request to Line Managers. 

· Check off organisation charts vis-à-vis Staff Projections.

HR Policies & Procedures:
· Act as custodian of the regional HR SOPs, policies and procedures. 
· Propose, develop, update, review HR policies and procedures for the region.

· Review and update Employee Regulations for the Head Office. 

· Assist with implementation and localization of HR policies and procedures in the region. 

Nestlé Job Success Profiles (NJSP) 
· Be up-to-date with corporate developments on the NJSP project. 
· Ensure availability of relevant NJSPs in the regional intranet. 
Intranet / Internet
· Support the Corporate Communications and Public Affairs department in developing, generating and updating HR content  

Medical Insurance:

· Manage / administer Medical Insurance for expatriate employees through the appointed group service provider. 
· Manage / administer the Nestlé International Business Assistance Program for all employees in the region. 

· Act as the main contact person for the region with the service provider for group medical assistance initiatives. 
	· Timely and accurate headcount information

· Have in place regional HR policies & procedures

	
	

	
	

	
	

	
	

	
	Leadership Behaviours (Highlight leadership behaviours Critical to the Job)
S = Standard, D = Developed, H/D = Highly Developed

	
	Leadership Competencies
	S
	D
	HD
	Leadership Competencies
	S
	D
	HD

	
	Know Yourself
	
	√  
	 
	Innovation / Renovation
	 
	 
	√  

	
	Insight
	 
	√  
	 
	Proactive Co-operation
	 
	√  
	 

	
	Service Orientation
	 
	 
	 √ 
	Impact & Convince Others
	 
	√  
	 

	
	Curiosity
	 
	 
	 √ 
	Lead People
	 √ 
	 
	 

	
	Courage
	√  
	 
	 
	Develop people
	 
	 √ 
	 

	
	Results Focus
	 
	 √ 
	 
	Practice What You Preach
	 √ 
	 
	 

	
	Initiative
	 
	 √ 
	 
	 
	 
	 
	 

	
	Skills & Knowledge Requirements (Abilities / Knowledge & Expertise in field)

	
	Technical / Functional

Ability to work as a part of a multifunctional team.

Communication and interpersonal skills.
Knowledge

Up-to-date HR expertise

Sound knowledge of Labour Legislation. 

Good business acumen. 

Good knowledge and understanding of organizational dynamics, behaviours and psychology. 
	Qualifications

Degree in Business Administration / Human Resources Management / Social Sciences
Experience


3 years experience in general HR
Email application to cathreen.bukachi@ke.nestle.com

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

















