Manager, Administrative Services     P/N 7261

Job Description

1.  Undertake management of human resources under direction of the SAO.

2.  Under limited supervision, undertake day to day management of the human resources, local security and transport functions of the embassy.

3. Under direction from the SAO and in compliance with guidelines and directions, ensure the implementation of conditions of service and entitlements for locally engaged staff. Ensure procedures relating to engagement, termination and contract employment are in accordance with the LES Conditions of Service and other directions. Maintain LES employment and salary records, including security and medical clearances for LES staff.

4. Provide HR, security, transport and reporting services to client agencies of the post and ensure they meet the Service level Agreement.

5. Assist in organising ministerial visits.

6. Maintain and update inventories of portable items (mobile phones, radios and satellite phones) and office equipment and undertake stock takes as required.

7. Perform accounting services such as bank reconciliations on a fortnightly basis and maintain petty cash advance. 

8. Manage fleet vehicles and co ordinate vehicle movements.
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Selection criteria

1.  Experience in providing HR services to a similar international organisation.

2.  Ability to manage staff.

3. Excellent interpersonal, negotiation and organisation skills

4. Ability to achieve outcomes with limited supervision.

5. Proficiency in both written and spoken Arabic and English.

6. An ability to manage competing priorities in a busy office environment.

7. Some knowledge of accounting software eg SAP or Peoplesoft or ability to quickly acquire this knowledge.

