Human Resources Coordinator Assistant

MAIN OBJECTIVES OF POSITION

Assists the HR Coordinator through specific tasks and responsibilities.

Is in charge of administrative and managerial issues for international and national staff

RESPONSABILITIES & TASKS

Legal framework & HR policies
· Knows the National Labor Law and keeps informed on changes by staying in regular contacts with Labor office, lawyers, other NGOs,…

· Knows fiscal legislation in the country and keeps updated on any changes through his/her regular contacts with tax authorities, social security authorities, lawyers, other NGOs, etc…for everything related to tax and social security contributions 

Recruitment & Introduction of new staff

· Ensures that proper recruitment procedures according to legal framework 
· Communicates to and briefs new employees on HR policies and regulations.

Employment Contracts

· Drafts employment contracts upon HRCO request
· Presents and explains the terms of contract to newly recruited personnel.

· Compiles and updates individual employee files (curriculum vitae, motivation letters, employer certificates, diplomas, certificates of physical aptitude, family composition, power of attorney, national identity card, driving license for drivers, contracts, amendments etc…) 

Human Resources Management 
· Facilitates the organisation of staff meetings and the good exchange of information 
· Helps the HRCO to draw up annual holiday planning according to personnel requests

International staff movements

· Creates and updates international personnel files (arrival and departure dates, paid holiday, passports, visas and plane tickets)

· Provides staff with the documents they need for their mission (MSF card, mission order, driving license, etc.)

· Collects plane tickets and keeps track of their validity, ensuring they are used for appropriate purposes before expiration.

Info gathering & documentation

· Assists the HRCO to prepare statistics.

· Prepares letters or any documents to send to local authorities, upon request of HRCO

· Prepares all  written documents and certificates for the staff

Support to field teams

· Is the technical referal person for data entering in Homere
· Trains Administration assistants on Homere

· Replies to field questions on administrative issues

· Carries out field visit when needed, upon request of the HRCO
REQUIREMENTS

Education: 
Desirable degree in business or administration related studies

Languages: Turkish and English
Experience:
Essential working experience of at least two years in relevant jobs 
