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

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

	Grade:
	I
	The HR Executive will be accountable for all Human Resource tasks and activities at the Head Office, Uganda, Tanzania and Ethiopia. The job holder will be responsible for providing Human Resource support and monitoring the implementation of the departmental plans and objectives, in line with the strategy.

	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)


	Human Resources administrative Support and Reporting

· Liaising with various functions to provide necessary Human Resources support and solutions that would lead to efficient execution of Human Resources internal processes.

· Executing in a seamless and timely manner of all Human Resources related requests and employment requirements.

· Analytically updating staff profiles and timely provision of appropriate manpower information as per business needs.

· Executing staff data mining while ensuring accuracy as well as maintaining custody of the same. 

· Preparing Time attendance Standard Operating Procedures (SOP) reports & follow up with line management.

· Managing vacation and sick leaves and communicating the same to staff and line managers.
Performance Management

· Updating performance management records and individual objectives and goals.

· Identifying development needs and supporting execution of development plans.

· Updating defined and implemented staff performance information as well as managing the tracking of performance indicators to control and measure the overall performance of the organization.

· Cultivating the development of a performance driven culture, driving people in order to improve quality of their performance and meet the Company’s objectives as a whole.

Third Party Staffing and Management

· Monitoring outsourced services provision and providing appropriate support, ensuring timely settlement of payments and provision of quality services.

· Managing outsourced contracts and service level agreements, ensuring adherence.


	· Efficient execution of Human Resources tasks and activities

· Human Resources advisory responsiveness

· Employee Satisfaction (countries, categories and functions)
· Quality and timeliness of manpower planning reports


	
	

	
	

	
	

	
	

	
	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

· Strong Human Resources advisory skills

· Good knowledge of Human Resources controls Execution and facilitation of business plans

· Knowledge of Cost control procedures and operationalisation of Human Resources budgets 

· Excellent Human Capital Management

· Ability to track performance indicators to control and measure the overall performance of the organization


	Qualifications & Experience

· A Graduate in any social/science  discipline

· Higher National Diploma in Human Resources Management

· Minimum of 4 years relevant Human Resources experience.

· Computer literate with good MS Office knowledge 

Email application to cathreen.bukachi@ke.nestle.com

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

















