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MAG’s Vision is a world in which everyone can
live free from the enduring and devastating
consequences of armed violence, conflict and
their legacy. People will live in communities
where their rights are upheld, with dignity and
choice and free from fear from mines, explosive
remnants of war (ERW) and the impact of small
arms and light weapons and ammunition.

MAG’s Mission is to save lives, ease suffering
and enable sustainable development by
limiting the causes and addressing the
consequences of armed violence and conflict
so people can live with dignity and choice, free
from fear. We will use our core skills and
distinctive competence to save lives through
the removal of mines and ERW, and reduce
the impact of small arms, light weapons and
ammunition on people and communities. How
we do this is as important as what we do — we
work primarily with and for communities, for
us ‘it’s all about people’.

MAG’s Values: Our values come to life
through our actions, every day. How we act
has an impact on others. As someone who
works at MAG, you can help to create a
positive culture by demonstrating our values
through your own behaviour and actions.
Everyone has a role to play in shaping our
culture. Everyone should understand our
values and is encouraged to think how they are
relevant to their individual role.

e DETERMINED - we work with purpose.
e EXPERT through excellence and expertise we

build trust.
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e [INTEGRITY - we strive to do the right thing.

e COMPASSION people come first in
everything we do.

e INCLUSIVE we are inclusive, and we value

diversity.
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Job Purpose:

The HR officer will provide support to the
implementation of human resources activities in the
base office. The HR Officer will be supporting the
recruitment of national staff in the base. S/he will be
ensuring that the HR policies, procedures, systems and
guidelines are implemented effectively in the base
office.
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Job Description

This is a non-contractual document that can be varied
from time to time as circumstances dictate. This job
description is intended to summarize the main duties
and responsibilities of the post; this is not intended to be
a full and exhaustive list of tasks. All MAG staff are
expected to demonstrate flexibility and willingness to
perform appropriate tasks when the need arises.

Some Job Descriptions may be supplemented by specific
Terms of Reference.

Recruitment and Selection

e Coordinate and support the recruitment of
national staff at the base.

e Update the recruitment tracker regularly and
share it with the HR Coordinator (HRC) on a
weekly basis.

e Ensure that the Authorization to Recruit
(ATR) is completed, signed, and approved
before initiating recruitment, and confirm
that the job description is prepared by the
Line Manager.

e Manage and maintain online recruitment
records on SharePoint, ensuring they are up-
to-date.

e Provide administrative support throughout
the recruitment process, including contacting
candidates, coordinating written tests and
interviews, and arranging for translators as
needed.

e Follow up on actions for both successful and
unsuccessful candidates, ensuring proper
documentation.
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e Ensure that reference checks are completed.

e Compile and file recruitment reports
appropriately.

e Develop and maintain an organized filing
system for recruitment documentation, both
in hardcopy and on SharePoint.

e Provide induction on recruitment SOPs and
procedures to newly recruited staff and
facilitate induction sessions as needed.

Contract Management

e Support in preparing offer letter/ contracts for
newly recruited staff and share it with HRC along
with supporting documents to validate it and
getting the appropriate authorization

e Create tracking of all staff’s contract and remind
managers of staff’s ending of probationary
period for termination/confirmation before Two
weeks.

e Ensure that Managers are informed and updated
on the expiry dates of national staff’s contracts
before One month.

e Ensure national staff completed necessary
documents during the first day of the
recruitment.

Compensation and Benefits

e Prepare timesheets for all national staff for
payroll purposes.

e Manage national staff leave, including annual
leave, sick leave, and other absences, updating
records daily and sending updates to the HRC by
the cutoff date with supporting documents.

Induction
e Support the HRC in scheduling induction plans
before a new employee's start date.

e Develop, implement, and monitor the new hire
induction schedule, conducting HR-specific
induction sessions for all new national staff
within one week of employment.

e Ensure the induction checklist is completed, with
records filed both in hardcopy and on
SharePoint.

e Ensure all policy forms are completed within one
week of employment.
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Performance Management

e Coordinate with the HR Manager (HRM) and line
managers to ensure performance appraisals are
conducted after the three-month probationary
period and annually. Send reminders one month
prior to ensure timely submission.

e Ensure that all performance appraisals are
submitted to the HRC annually, as per schedule.

o Keep the performance appraisals tracker
updated and share it with the HRC and HRM as
directed.

Employee Relations and Welfare

e Report any issues affecting staff morale,
performance, and well-being to the Country
Management Team.

e Serve as the first point of contact for all base
employee issues, escalating them as
appropriate.

e In consultation with the HRM, participate in
national staff disciplinary and grievance
procedures through to conclusion.

e Conduct annual training sessions on MAG's
Codes of Conduct and policies. Ensure that all
raised issues are recorded in the complaint’s
tracker, maintaining it up-to-date and sharing it
with the HRM on a monthly basis.

Record Management and HR Reporting

e Ensure all national staff files at the base are
complete, and HR documentation is filed
according to the filing checklist.

e Submit all original staff documents to the Erbil
office for filing as directed.

e Ensure that all staff have submitted the required
personal documents, escalating any issues as
necessary.

e Keep the national staff and daily worker (DW)
databases up to date, properly maintained, and
communicated on a monthly basis.

Administration

e Coordinate with Logs officer to ensure that the
proper utility and good shape of the facilities
(Plumbing/ water and electricity supply device/
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sanitary ware of the premises); checking the
upkeep and cleanliness of the various spaces
(gardens, courtyards, etc.); checking that
domestic waste is disposed of correctly in the
different facilities and waste treatment
installations are properly maintained

Anticipate the needs for maintenance of the
premises and equipment, by performing regular
maintenance check-ups in the premises;

Check that installations and buildings conform to
security norms (closures and doorways in a good
state, open spaces lit up, buildings identified, fire
extinguishers present, electrical installations
earthed, etc.)

Ensure MAG office is well run and professional in
appearance.

Manage cleaners. This includes setting up
objectives for the cleaners and conduct their
annual performance evaluation.

Compile and provide orientation packs to all
visitors and new staff.

Share the office consumables needs with HR &
Admin coordinator on regular basis..

Coordinate maintenance and repairs of fixtures
and fittings in both office and staff residences —
i.e. air condition units, water pumps, lights,
heaters etc..

Assist in organizing events, conferences and
meetings; and internal trainings

updating the Guest house trackers, room
planner and cook expense tracker

Prepare & review the attendance sheet for
Water provider and garbage collector

Any other duties as assigned by line manager

General Responsibilities:

Work within the framework of MAG’s core
values.

Represent MAG with integrity and
professionalism.

Participate in meetings where relevant as
directed by Management.

Apply learning from appropriate training and
development programmes.

Perform other duties as requested and
assigned by the Line Manager.

Safeguarding

Work in compliance with/ uphold the
organization's Safeguarding framework -

O ek palsadly dumy Bl wl>lully L}b..oJ\
bl

INs e Wliaally Gel) Bluall Ol b Gl
9o Bluoyg wads O s> sly)

Al pulaad Olimgilly Glead! Aollao oo ASTI
Oldaag B;L,'o}’b )\3_‘:)’\3 g\yg)ﬂ eld ‘_g Lo cOA‘)"j
eI Lalilly 2y Aedie

Aadlally 4815 89020 MAG i 8yl Olass
Wl oyekae L

OBluadl wuss Jedn b ddladl Jos Je CB1EY
080 Soid! 1Y 003 syl

b gall 53 alanYlg Cayyaill o3> ealudg sl
ddadl

S S grwdl algall ¢po oSl il b dS)Line
SlYlg du il )l gall Funio 2o (5)92

oSty 3l Z3Log Eluall JlosY Gpu
olaall luyang CanSHl BygrT 3 § Loy cnals gall
e g bl 8By

Slelatzdly Olyaiolly LIkl e (§ sdeluall
A1l Sloyaslly

Byl aygs Jalasg cddluall O go OMw Codd
bl ©lg pae Jomwy

o Joleg obeadl D930 Hgua> B g8 dazxlpag dlus)
obladl

Al il gy s (5,5 plga (51 s

sdaladl Sl 9 duunal

dladal de gazeall dwwldl 0l ] aus Jasd)
(MAG) ey

Aol (MAG) plY dyLaduwdl de gozxall Juke
AdlA=l9

Olgr g e duall O3 Glelaizl (§ dS)Lind!

) BylaYl

Aswliadl polailly Coyuidl ol (o delad @5 bo Gaudal
edl o LadSSy b s (5,31 il sl
Sl

Ogall

ol - Dolosl) dalaiall Jos o] e /J g Jall

]




Policy on Personal Conduct, Protection of
Children and Vulnerable Adults Policy,
Dignity at Work Policy, Reporting
Malpractice (Whistleblowing) Policy, Equal
Opportunities Policy and Policy on Modern
Slavery

e Encourage an open and transparent way of
working that facilitates a strong safeguarding
culture within and between teams

e Ensure that all staff understand the
provisions clearly and challenge any
unacceptable behaviour

e Ensure that any concerns, reports or
complaints are taken seriously and
investigated promptly and thoroughly
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Person Specification

Essential Experience

= Bachelor’'s degree
equivalent experience
minimum 2 years.

= Fluency in English and Arabic, with strong verbal
and written communication skills in all three
languages.

= Proficiency in internet usage and computer
applications, particularly MS Word and Excel.

= In-depth knowledge of national labor laws in
Syria and other relevant statutory requirements.

in HR. management or
in human resources

Essential Aptitude, skills and Knowledge

= Previous professional experience working in a
HR function.

= Experience coordinating recruitment and
selection processes.

= Strong organizational skills.

= Excellent attention to detail.

= Ability to prioritize work, meet deadlines and
work calmly under pressure.

= Excellent interpersonal skills with the ability to
build effective relationships and work with
colleagues in a cooperative way.
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Qualifications
e Bachelor’s degree in HR. management or
equivalent experience in human resources
minimum 2 years.
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Date:

Signed manager:

Date:




