[image: image1.jpg]World Vision* l








VACANCY ANNOUNCEMENT:
Functional Title:
 

Organizational Development Business Partner
Organizational Unit:

Human Resource Department (P&C), World Vision Mongolia

Deadline for Applications:

February 29, 2016
Report to work: 


Human Resources Director (P&C)
World Vision Mongolia (WVM) is the largest development and advocacy organization working in Mongolia, with 33 offices, and many staff implementing context specific programs dedicated to working with children, families and communities to overcome poverty and injustice. Inspired by our Christian values World Vision is dedicated to serving all people regardless of religion, race, ethnicity or gender.  WVM Human Resource Department’s (People and Culture- P&C) strategic goal is to enhance organizational capacity to promote sustainability through employing, developing, retaining highly qualified and motivated staff and supporting effective and efficient systems.
    
Purpose of position: 
The purpose of this position is to support and work together with the HR director and coordinate/take the lead regarding technical functions relating to personnel data administration and maintenance, salary and benefits, HR administration including information and document flow for staff, support  with recruitment, orientation and Employee relations as well as contribute to high quality HR functions.                                                                                                                              

Duties and Responsibilities:

Summary of key functions:

· Implementation and revision of HR strategies and policies
· Effective HR management
· Facilitation and promotion of knowledge building and knowledge sharing

· Salary and Benefits

1. Ensures implementation of HR strategies and policies focusing on achievement of the following results:

· Implementation of HR strategy and proper design and functioning of the HR management system
· Full compliance of HR activities with WVM rules and regulations, WVI policies, procedures and strategies

· Interpretation of HR policies and regulations and advice/coaching to managers on HR new practices and their implementation, strategic recruitment, advice on contract modalities, learning plan and performance evaluation
· Development of procedures and practices that contribute to enhanced and improved HR management
2. Ensures effective human resources management focusing on achievement of the following results:

· Consolidate reports to support HR Director to produce matrixes on HR Data (turnover, gender, diversity, leaves, recruitment etc)

· Support and Coordinate with the HR director on Employee Engagement, Satisfaction and Employee Relations
· Support in arranging and conducting orientation with the new hired staff

· Support managers to conduct effective screening, interviewing, and assessment for the best candidates for a position match
Competencies

· Organizational Competencies:

· Demonstrates integrity by modelling the WVM’s values and ethical standards
· Promotes the vision, mission, and strategic goals of WVM

· Displays cultural, gender, religion, race, nationality and age sensitivity and adaptability
· Treats all people fairly without favouritism
· Functional Competencies:

· Shares knowledge and experience and contributes to WVM Practice areas
· Encourages office staff to share knowledge and contribute to WVM Practice Areas
· Promotes a learning environment in the office.

· Demonstrates strong coaching/mentoring skills, regularly providing helpful feedback and advice to others in the office
· Actively works towards continuing personal learning and development in one or more practice areas, acts on learning plan and applies newly acquired skills
· Promotes Team spirit and is a strong team player within the big World Vision Team as well as P&C team

· Development and Operational Effectiveness:

· Ability to lead strategic planning, results-based management and reporting
· Ability to lead recruitment, performance appraisal, career development management, build teams, maintain high staff morale
· Excellent knowledge of WVM HR strategy and policies
· Ability to implement new systems (business side) and affect staff behavioral / attitudinal change
· Self-Management competencies
· Consistently approaches work with energy and a positive, constructive attitude
· Demonstrates strong oral and written communication skills
· Builds strong relationships with departments and managers
· Remains calm, in control and good humored even under pressure
· Demonstrates openness to change and ability to manage complexities
Required Skills and Experience:

Education:

· Master’s Degree or equivalent in HR, Business Administration, Public Administration or related field
Experience:

· 5+ years of relevant experience with the organization 
· Experience in the usage of computers and office software and experience in handling of web based management systems.

Language Requirements:

· Fluency in both written and spoken English and Mongolian.

_______________________________________________________________________________________________
Interested candidates are requested to submit the following documents to National Office – People & Culture Department:


· Application form http://wvi.org/mongolia/career-opportunities-0
· Cover Letter (referencing the Job Announcement) 

· Full Resume/CV stating details of educational qualifications and working experience, and full contact information (telephone, email)/
· Two letters of Recommendation

Incomplete applications will not be considered. Please make sure you have provided all requested materials.       

Note: Only short-listed candidates will be called for an interview.                                                                           
Address: 
P&C Department, World Vision Mongolia
Somang Plaza-408, 15th khoroo, Bayanzurkh district, Ulaanbaatar

Contact Phone:
7015-5323 (Ext:124, 125 & 128)







