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0gudmERags HRM 323¢: (o)Introduction

8303 00 $EENADEIN HR 300603 vdgeonewdsdeon HR sacopl:n?d a3qiad,
0330603 80dep[3d8000dH egpbeogm Zaansd: English cdeqeoon(Be sac[gdopmn $p5:0)
0$e00) 30305 F260056V: 3905333603 60R,3q0l00ddI delopE =9 Buda3S HR
elopEidonepomeent: Bqiton cpcudypizaagad qpdqudB: Human Resources Management
$.00500058 eepqt80d edlodconommes 908 oealgds dooudn dsaeloppizaep cogum
0005080003, 32603 SIS fopyPiseced wapdgudconsd Entry Level qp3aogad agudongn
eopam 8860, cgudonerpcng§HRM 303 @dlt:odod cudomigddonudi London § ATG
Educational & 00&§:p38:006:0% =0c[gdf: &g6: com:dlonddi dlevedd o agudongo

2208 C00d 3epeoR03S [PJponeocag: Alewdi
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o§cobeogom  ofRlogopedal 328 30p5cpiesigpon copd: oondEen  wupchom
coogpdlonudi Sle[opEd,c8, pbe§iadiom 8803 § 0Scobigpizaedien 3agCaomEinnd[d,
2095020603k donudi dsalgE cpOeSigpiaa0g05 0Scobieggdes coneqs 0ScoGigpiaan:
[Hedecnt eoneqpod eqrod 320305 =6epdlopo’ Human Resources Management o3
:2§60:08, copam 208uroo&aloncdi

Human Resources Management og& FDAPIGPINOY ORGP
Human(s) - cpoozd, G&:a §, 360 3o[05| 0g6:0qCq vLram $& 03LEEaeRdizac R
Human Resources - cpoon:3, G&:03, $E0050005600 cilcodyp: $¢ specpsoyCyp:

Human Resources Management - cpbc$iznd so0pd:qpict cpdeSeaonomnypia’ caonlgod§tes
2005 pooss GE:03 $E 00dMBEaM edlcLBgp: 3eYIOEP:N? Boses It 258 oBgum
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2§§3200  33[00Cdo00d HRM 0 0§c0bsqp:od  codesd), cpdeSiomosqp:  (Mission)
c06c8d,qp0gudqed  (Purpose) 903§,  omofogoep:  (Role)  GoRod  Geonlgod
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meonmwpdedoy  eseped 0By,  gpdmoqieoy  (Qualities) o Beepodgn
0)q8Eeodlonddi

2Ndg  pOcSidum  oScobieonligpid 936l aB§:a36:000:8 83l
Bepdesiné HRM eomieomsdaen [§0donudi cpdesiondoum 29§ 0Sc0seoy saedgp
008§3:000:0003  cpzagPion [§Ee0p [mqeudadal opod o FEpdeSin ARERESBodgp:
edanmodff secpdeagpadopgp:  gpaooddonudi  sacpdefm§adataopd:  oodBieon;
B8O §BF :wS  w6Blo3dloocdn HRM  eomiadomom  apbesiondem
a9 §,05008:qp2sE 08003 BadSeoeudeaspyp: cagpaysp5:eo§Eomd [§ddoudi pows -
oScobegqudes codeqs,  Sdajellcodypisé  cpdodipbsobieomgp:  320pden
c05c8:0009m 0 WECE:320905 BABeepPadeapad 3pERE8EL) 0§codigp:d oydioyign
08,00:8E[gE:0  [98Cloncdi  cpbesonleapd 8de$ 3¢  (Performance  Management)eomCs
aB00p5enc0pd: CROCEidoum 0p § 0800GsgPiade IeomMEiad: EesCRdd g§eolgt:d
[363loo05n

cbesezaeod (Organizational Level) 03€§eaon HRM

HRM 300500058  geconéypigoddlonudi 006§),6005 cpbeSsgpien HRM  $E0cH005(8:
ndesepmes 0§eudsdonn?d asoadl [§bes0005(mdlonddi gpieomsdyé HRM olomosoy
6e00Cgrde0danmdB: 03 00rod 33 009  Sloewodel rsode B[ c00d00Hecded
0§[0303.3 [§6AoncSu

2OGgP:  2005000900500500500d 208 0§F0ln  dHBELSA3 HRM  § 005200503

c06c8:e0308 RSABER, 2n§, cwicEiomoS:lgd omo§eudend, F25:30Eanqhdlonwdi
F580300052005905005 WOeLHIEEELNHHENINS 3a505:00:8[aC:0m gpigread sacdEeoyEm
qP2o? [§0g§:e000053l0n0dn pows -
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GE:006cE20005 poess, $BET) ABggpimacgnd 2§ up-to-date [§Bes000530n0Sn
Strategy, Policy qps§, Practice qp:3a0R0d :edlC:ea0nqodfgl: spbscubigps [&
6e00Egn5608Edonudi 8acrdlglimanyl oScobiqpizacd ggonons, 0oo0eodoopds
[36g> s005e066:03 cooeogpap [gdedeodlondd

08006260307 2903 3 83803 M3gyP:ERnd GlPedSEYE §dlooud
080052gP:),C000GPE03 gD feodlonwdi

edlcodeomgp:d, 360z0yCe0mEgpia? 360mEz00pd ed§EJ0d

Job Description gpza3copd: up-to-date [geodloocdi dlefopé oScobigp:s, 0903 g,
oSesqPePion  9NGoRAAROGELd  0eaRed  03C:omeeudsdom  GomEigsgn
a3&o3clonci

0800bsgpiegegdeadep  000d:pOsDigpion  3eoxdodG:  cpeamEigpiod
08 0022888 3600005320p{gCloncdI

o§cobsgp:ei Briefing &, Induction qpzo? coogpgn [4EsoCesmngod§Edonud

c6ckien HRM o3 3266p60s0[g¢ 08codiqpionn 9903 3360l 00§:comigod donsqB:
8PS 005NWONRENBB05H3 [gdcdlcodlonwdi

HRM o3:000dgaacp0d[yCaol(yt:

HRM s26[03pE:03 wodion:al 226qE03:03 32905 () od0? 32qCed: 20050058Eqen [§8dlondd

1. opbedeai Vision, Purpose, Mission § Values

2. cpbesel §.0p5:0

o1 apdesed Vision, Purpose, Mission § Values

HRM Gom&:iom apdeseel qE:culiaBoyol Vision, Purpose, Mission &, Values o saeologe

2:26[gddloncdn Vision 03 ofcodigpeaa: Motivate cpdg§ 320305 c3326l000Si Purpose o
08008:qpi0d 0980382000505 0§:BE ZedRO3EQS 20305 A33a6000udI DMLSAS gps
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Mission 2000§3dl aBapbesiwn 0060303 qpdeEudedomad a88E(oge vurcdilona d3alyE Job
Description qpz0o3copd: 90050058Een ewpoddlonar Values qpson cpdes omosgp:a? 9o0dad
c5qecdadomnqed  90udcdoscobieogad c33adecd a8omeozad  edljgeuidlonddi  Slefoypé
c05c§:000907 HRM 03 wso§iodel 338 329105 (G) §0d0d 20§E0050058E3, a33260l00udi

Vision: 8860m&:9$3 320305 90058 mae|gpEizacd§jod [§ogEaondadona? sBaddlondd

powd - A World Without Hunger

Purpose: cpSeeoopd 88el Vision 8360Es00p560lg8320305 9005c3q000pd Gaonigodecd
Bom0B Bcdclonddi

powd - To help people to increase food production

Mission: cpbcSs0pE 02060308 cobqeodi 88§, 08cobigpiumcopd:s cudesepanes 0udc8dlod
v66a00EqEd aB003 s3c8dlondd

powd - To reduce hunger in our country through training, enabling and supporting farmers

Values: cpdc§iom  onodsaepedien  00opdesoocdsda maqodd, 200583Edoudn  F38
YOO oekiel  wbeanty medopt oSl 38 woes, oo
edlop&dgoodlonudi Values gpsom cpdeks 00693 0069 salogp: oppdodsacioplisaepecy
:6d e 0opB8a) 098 [gSeeaRs, 03c3e00n05donud

powd - Commitment to God; Commitment to learning; Commitment to relationship; Commitment

to Excellence

Ji cpbcseeid 0p5:d
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oScobigpiel 000003 0dsodsepoRt  FeacnadIoplgdloocdn  8aBgad  eaonlgedepog
:260mC:e0:500:008500  ofcodigpieponsesepyp: pOcSiden 00l esepucocd
Bonaded[g§Cos §.0p5:0@0m:03 eqealel:d [gdolonddi

Managing
Director

Deput‘y Project
Managing Manager
Director
|
1 1
Manager
L L HR Assistant Project Office
Assistant
L

o 300800505[gE0sd (Grading System) o3cguSongnoopdescnab§EB: Recruitment
Process 03copd: eqpeg codlonwdi

o 08565qPodEUNRM WIWSESELNNHNY FpOYIEBEI003 Bomgd [§ESEALdI
080062(9)e03050005 3Bk eSesqPoddeLINdRd:ad Report vapdaodlon

o GPORIYPOY 0220096005000 eodloud

o 05c8eseped 2005c30p05006603 §esooudedomnn? 3o [gEeodlonudi

583 0pSsdeumiom

c5c§:000900 HR gps50d 360mEsecopded 6s0oEgodepagt 83a3udad 83[gsq)
GE:00CEI0D GeIgSiyp:
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o 33D 0Sc0bigpaopd wOesiel  eIMEGleqemacd]  udeamndeaegdl  dloocdi
8803,0000  30§),600508000:qpi0d  Fa[gpreo0doscodigpioond  JB 3ee:dlonudad,
oodlooaos

o 3303,000c8:0 300003 0§codigpaan: 00§8s00nelepE:n? [goofpadloocdi

o 33361 08cobigpium O, Vision, Purpose, Mission & Values saedogE 00058
sdotgloyq §oloocdn 880307 ofcodigpimed osmEgn qE:8igods ad:q(
Claocsn 98 00poddlon 905ad [gEeo[gfyes, c8aaducdi

o 38333, vickd 0000, 0udcd§esiloocdi GE3 0pSidmaedlagt TLddsaepypiaan:

GO §2:00p08EAkaCdI

s00ScuodfB: Grading, Salaries ¢ Benefits qpsacfopEiod cgudopeaoongé HRM 08E: () o3¢

GogogEaiRendl
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0gudmHERagS HRM 33¢: ()

Grading, Salaries and Benefits

coo (Salary) 3, $o2:g&qp: (Benefits) 2005 o§co&ieogmn qpdesaacdl 60320503 CvdIMgp:
2R  [g§opdeuim&gtidlgboloncdi  coms, Sodgleogumn  oScodigpizaoged  apdess
:6d e Bea0nly eofBs 320000 0opdlgeownd 3ag05qP:ade 226qdla) 3291050069 [gbAlonwdi
c06c8e005906qEeonEigSd 30305 goo  2feoddol  commeolsE  domgeogad
200500560dgE:um 3200:0 o§efgd 83250loocdi dleloPES 3, cven Sodegtenyn’ saaqiCocd
©200500500Elopa c0pdogCi0d:e2080} Sog05eaRMd GooeOgPYP 0P, SPRSRGHN:
SlonoSi

Salary coogpsu 000H0OGELNN50080n CYEABEQE) 04|, 3005008$E s00dgudg ool

Cloocdn Benefits do0:gCqpiom 080062607 3003260l 9903 §, 3000qI03q 2[0j0E
200566p05 ¢olaopdi

Grading and Salaries

COOOGPEN? OP:EI00900EPED 328 ]I0d () o3 c0pda3E: od:engClewdi

Consistent: cp&c&sq), 3200632008 §,005:0 (Grading Structure) 3a60l000pSBieony coodgP:c?
6[gpEizacd0§ 02000d0p5:§qolewd Equal pay for equal work $05:0x0 & 630503 qolecdi
Fair: cooa0pd gooe§golecdi oofgpiead cpdeioneogon 8c8sacniony 3000epan320305
Go03CoogPEnR0pde copdagt: oo depdi

Transparancy: 820p08280&0005005[gE: (Grading) $& oo o5dgpium sagpe3algen aBom
[4Eoedqdlecdn  elgpgiomm  ofmdisogum  ABudqozcomaegm  qpdeSiel  coensesot
2005005060EMDE  udcdesepensoten  §oocdedomad  gliuligny  [§E8EQlecdn  8cd
c05[gCsemdgE Fairness §, Consistency a3saeoonabsanylgdeodioncdi
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2000008920005 CLE0IECEPEd 280¢ (G) 0& 03 0ds0EBid0E qdesoEogngy?
[36 o0

1. Job Profile o3eegoodgCs

2. 30063203(9o5[gE: (Job Evaluation)

3. 3200632802005005(gE: (Assign Grade)

4. cLEEEa0deo[EE: (Set Salary) 03 S[gddloncdi

3200¢ (0) Job Profile 0 aqgoogCa

2000 (Job) 00d9en 0d3mrdeny dofesaocd @003 =aqCedopdoné odiogyd
[§68000S dlwax Job Profile o3 Goocoogpgp GeEo:8Ee [g8loncdi §m:0pSagudm3,
0odewnE:ondel Job Profile 03 powfgCealgaonzilondd

Job Profile of A Driver

Job Descriptions

e Reports to the logistician
e Ensures vehicle is maintained
e Drives staff to designated location safely

e Conducts errands, collects items

Person Specification

¢ Clean driving license
e Two years’ driving experience in rural area
e Punctual, accommodating, polite, patient

e Drives carefully and aware of good safe driving practice
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22008 (2) 300p0303(god[gC: (Evaluate Job)

320p0980820050058, (Grading) 820305 Job Profile 03 3203(4056$c83260l0000n 8c8cpbepen
Fairness &, Consistency o3 §3 900305 mo[gn:e005 cpdcSigpist $IC:00D8800d 3200560086
00690332004g[gC:0m F205zB[god[EE: (Job Evaluation) $p5:008:0069 [g6dlonwdi 8so0305 HR
0800620008 :[gEeac3[godend 2:0pde, eesqpondBiopds :aspdiadieony Jolf: saopony
BE0EE3EQen [§8Clonudi 238c8pbgEimandyC 32006§,0060900920003 33502058 [0y
[363l000Sn 385020005 guSopqSanacged sacgudonad: powagpdyC elgplgagadlecdi dlevend
o300t 2005c805003509:00: 0SCEB§o3 205 (Job) gpEndiod S38030dadkend
05600090033 2B[godoggSer  eqddloocdn 086  adecosy  owofgé  eepesd
2[godg§e0Eeoddl

056000903 00pdeem05[gE: (Designing the System)

:28m§|Cr0ppoocdecdyed  (Criteria) (p)qd0d 226[gd: Job Profile o sao3[godognqy?
[360000S 8adllgol sag05 () gEd20p0 el ceomMao0 e0lEmEd] APt
c05c8:00093, 0069 F[grsEilonudi vogmaadHgend poedart adiooeadd §ICuDc5ecdgnd
(Criteria) 329105 () 942 -

Skills sos0&2000§: - Gos3dgC & skills 20808 32008203 328000002 3A3[godeolondd
Responsibility sas0&500§: - 0200§0p0066800E6g veraN 3360 opSBiroRd: 2203[god oloddd

Representation - 000560000532038:32000 008928 cpbesimned  odudendggoocdedomod
©00p5[Bc0d 3203(godqdeaotonddi

B C:0p50005005q05  (Criteria) 0009803E:wn 65005000 0  (G) ©0&  200d00d
qgSdeonioncdi 38 a0l 0009803E:n 005 Point 00698 20050aHglonLdI 32834
§|C:0pDa00de0dged (Criteria) gqpegdo3 Skills, Responsibility 5, Representation 0od98 oBC:wn
3[gCo3 =oe0lad Jlgah meddeu8r 38607 32508a3 38603 sawodeusqllaopdi od =algé
Responsibility §|Czondgjed (Criteria) 03 320053[gCeodda Representation §|C:apdqod (Criteria) o3
3265350548 coqlonudn 309 gEgoopd 32038: 6320050 evAB(gEent qdecdi 8cdauas§Ead
6e00a5ilon GE:03 3aaddgG: cpOesiod§ 2cpd (Job) gpiaaniadiad sao3[godqolecdi
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Responsibility Skill Representation
Points Description Points Description Points Description
L 3 Little or no accountability 2 Performs a small number/ 1 Has little or no contact with
(0] for materials, equipment range of simple, routine tasks people outside of his/ her
W or finance own working group
No responsibility for the
work of others
Works  under  close
supervision
6 Accountable for the use, 4 e Performs tasks which 2 Has frequent contact with
M control and/ or protection require  discretion and people inside his/her own
e of the organization’s judgment working group and others
d resources e Has knowledge of a variety within the organization
i May be responsible for of procedures, methods
u the supervision of staff and techniques
m Works  with moderate
supervision
9 Accountable for part of 6 Performs highly complex tasks, 3 ¢ Has frequent contact with
H the organization’s work involving a number of different people within and outside
I Responsible for a aspects of the organization the organization
g significant budget and/ e Frequently required to
h or a significant number of use influencing skills
staff
Works  with  minimal
supervision
12 Fully accountable for a 8 Deals with a variety of highly 4 ¢ Has regular contact with
complete area of the complex assignments across people at senior levels,
e organization’s work the organization both within and outside
r Works independently the organization
y within ~ broad  policy, e Needs to develop and
professional  standards maintain  relationships
H and budgetary limits and to influence people
i as a fundamental part of
g the job
h

2000000903 303[§od03dsp0:0d: (Method for evaluating a job)
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ocoeded: Responsibility o3 a3uSendgioon:a) @uamsd,ocoe column ooesoqen [gddlooudi Job

Profile oBo3pdfBieon; 90003 Responsibility Level &, 030508005e802003  oddgodqdlecdi
008lon§e 03053303(godee0d Job o level $6933[03pied GePaSE$005AlonWdN 338adl§jEeo level

509§y 20Ceod503 point 03 egeged cucionudn 85p5:c08:32038:  Skills 3,
Representation qp:o3dl so05c0cdedigodogn: qolend §i8:urda00500dq05 Criteria (p) gdond:
[B:82 ogosdlon qeodgps sa2cdi0d Al 38 Job §, 9oedIC:300503 0g050rqe> [§ddlonwdi

2qCmed[gdc) vodewrt:ndB:q, Job Profile 038005005338t cgudSopgo §0:0R5eS
P0E0d9 GozaleLdl

RESPONSIBILITY 00pewn:o00d 6edeood0od o maintain apdd 0000863 308, qudSontagn
6608:5E3 0008§A000dH  dlevecd  vopewtiom  cuSoscodiae  [B368 omoSe§dlons

290005 logistician & [030309e3200503E §eoeudeopd: oeenti0pd 8lrE 3udaB0Sad
a38:86:q0lecdn Slefopé e380odewnts 330060 Responsibility §, Low level §, Medium level

[opien §es000508 6lgpad,qoloncdi defop (§) 905 cuscd 0Eeonddlondd

SKILLS consonlign eenlisllglimncgnd eddgodqodeomEeomt: gonod8 addloncdi dlevwnd
3280 0Peeti3cpdopd goeoggpsgpiveom  procedures, methods, technique $ &30}

00p0 gpigd §eSecdzaddlona slelopé (p)ecdeu:d coEeanddondd

REPRESENTATION 835006038 0§00d:qpi320305000 6endsd coqengbfB: epdoopdqpezacgo’d
eenieotoep eaddlona defopt () 9odeu:ad 20&eoxddlonwdi

8602 2383005603 3:0d:eAIE:8056C g+0+ ) = 00 90 g§Alodudi
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2008 (p) 320082005000gE: (Assign a Grade)

2000033203(96[gC:(Job  Evaluation) 20pd 0e080005005[gE: cwocs:od (Grading Process)
00696l 22000063 [§6dlon0dn 838650050607 F203(goBEI03 Job o3 pdesaa0aC:endad Falgp:
Job gz, §1C:0996¢0 [§8lonudi Bc8apbodesepen gigionon (388, aeeBidlonodi dlelopE Job
g0’ 3203[god[Beogadlon facdEeeodygPid Codesel 2s0&a0deodgE: ddau: (Grading
Structure)$, §$00: 0desoiqe[gddlooudn €38 Grading Structure o3 Job Evaluate cpSop&sen
q§ o203 ap0dgpizeedien 226[gddlonudi Sa00dgpigpiaeo:d Job o 33908(EElgCay> (4o
32600050:505:q07 Job 0160 3380E88w[gdClonudi 83aepad RuSREEN:pbSE]. 30305
6305 powfgoon:dloocdi Job families 03000500503 Gsepy> G0 CVOCEEEA S
9oopddloncdn 030d000eses 03050860d B0d 305 qEbgudqed &, values eoRod
edg8€uud Grading Structure 3@, 220305 BoSofoodegpss, 38 E:03E0E
c6ea0Ea0¢d0d

GRADE POINTS JOB FAMILY

Al 24

A2 23 Senior management
A3 21/22

A4 20

A5 19 Project management
A6 18

B1 17 Officers

B2 16

B3 15 Administrators

B4 14

C1 13 Assistants

C2 12

C3 11 Driver

C4 10

D1 9 Domestic

D2 8

D3 7

D4 6
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9500 POED 095903 LOPEEWIE:TIVELM 260D (00) ©OA3 FAB[godgfFoMeEPE 3250¢ (00)
doowod (00) §oolondd 8 edlyeso; Grading Structure 3 .030503¢§0m03 o qdlecdi
Slefopp¢ 238 Job 03 33508 C4 20050058 Edlonudi

[godoonoy Job 6oRd, qeodeoge’ Grading Structure ¢ §§ad:odfyod [Brogriclzadlen
c83206€ 82262003 Lower Grade o3 00pob Higher Grade 60303 cpde3a0pE:e0803 Fa[grie00d
Job qps3, Consistent [gdesesan 3203:e0qpdqdecdn 8c8apdglsmndyé sacpdondesacgnd
COOD20056056PE> Y5V 3280¢ (G) s0&aded 32908 (p) sdBadioznien [ddlonud

200N 3006006930205 CLECHLCIPED WOGEL) 3050¢ (G) 0EDBM G§PM DT
[3603 Set the Salary saclozp€:0B “aguSenecoamngs HRM 2088: (p)” 0p€ cocomddied
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22008 (G) C0OP2005005[gC: (Set the Salary)

006§),006c§:60300 20808 (Grade) 0069320305 CLEIOPE 20096050003I3CldLdN F2E(Job)
06903 360¢(Grade)ood9d 200500503328l CO300050056pE0p5:30Rs
cgodoneodiondi  dleoeodeond:  cpdesisacoddypigpied 3208 (Grade)ondedodEinn
OmB306e000podd  Range omd9s, 0050c500d[omeoPpE  3cpS(Job)ordedeacgnd
comad 38208, Range 320380 dBodoqioq 20050058ES, c336dlonudi 8cd cpbesiondem
29§, CVEWEOEEROD W0DECd0Y el WOCE(GE: CIOICROCIBOREY I ARG
00085096503 085006203 2005c860ie$0MS Vo §7:0R0[RE: 33q0  FECSTM)
[g6c0dlonddi

00§, 005:00p568000506006903 200500507 WOCEDON? 63050IZ03E: Grra§Edondd

o0d[gprpdeSigpie §.0p5:000568000501 Job Descriptions &, coongpzod qoplats

A\ 4

edeecpon §iC:nd[Be igicven aadgodlg:

A\ 4

360¢(Grade) qp:326) pans(Post)ond9[g:zaag0d coen20056005gEs

A\ 4

c05c§2008) Fa[gpreoonepans(Post)qpesafoyps Consistent [46qS cooqpeolgt:
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Job Description

2800 20008, ooSoepieapn? 0d:esds Job Description 008903 0oneqeoonaed [gbdlonwdi
Job Description 0269¢0 doaoEo3zedod38E:6000600; -

32056 3289059059105 (Main Purpose of Job): onelopEisdelopCiecnads, Saacnbomaloppé
00p5§e56020c5830:03 eqeooneal[gaen [§odloudi pows - administrator oodeox0dEa0305

qpOgudqodmeon; “to provide administrative support to the Finance Director” O[3
Fleop Tl ealer]!

Line Management/ Position in Organization: cSc&ondeen onudcesepanes doesoocd

Bonadedgoloncdi 8300600 9005683030531 90050pMZROYYPOEII 83RO oofeps
opeogadesp  3pbqbagoen  3pSqbaeddead  cuSopeczafapbaibaeacdi - oofgpioadSop
6oR3.6ep  320p0p3OOEdI 830380 :OgPPLSesqPed  GouiySiopecds  03u53E
a5godqi0d 8Co3saspeagndaupds adllgoogdlanedi

o oofgp0§c0dieannd o conxgls 9B 0upod Sacpdlyod[gtiqpind CvOSES:
o 0SeanadegeqEe[Eee:adggtioocdi  oofgpiosobigpindcopdionudennnd  akggs
qes§Eloocdi
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o DGEEERNY (3208 Bodqedstecmn  §oodadal  ooudSea53203E:320003200
DANGEEON0§0Pe03 6u:O8ELdI powd - “This role is based in the Finance
Department and will be managed by the Finance Director. The main aspect of the role is
to carry out administrative duties for the Finance Director. It also involves providing

administrative support to the Payroll Officer during the last week of every month”

aacpbomogep: (Scope of job): 8338 qpieosgé 3006§, 380 cpdesmCogpeogad

edl[gecogiloncdizagpads 328mapdesoosp (9)90$ 3303 eegosedgootiloncdi 8cdeqio)
:elen 33820Ea30d00dons cvdesmtospeoy medlen cuqeud :EEP[EEe sedlen
oG Bionseusedljgelgboloncdn  sagSqpigpieoiqead  cpbesonospypines  ofBs
edl[gooCdlonodi 0muded, F28mardeamnlosp 0096aNAAS  Joudedqleor, 8§3a3E:m
©c33208l0ps

32060203, 0gpepzgps  (Duties and  responsibilities): s28mcpdesmntosp 000980384,
60O Boyod wScsiomosogepigpod edllgaelgbiloncdi Fdedllgesgomicieseped
cv6eaontelcdomn verb qpigé 0ooCeqEaoniqdlecd 0005c8poqeuedad (how) sdomadeon;
edl[g8, 00830 pown -

¢ Maintain the calendar of the Finance Director
e Take accurate minutes at team meeting and distribute them

e Make travel bookings for team members.

F20000000850QREPIgP0N GEEO:0I3d 320degPi0d Verb 6oge? 630dwesl[gaod:londd

Advise Coordinate Inspect Participate Research
Approve Create Issue Perform Select
Arrange Design Lead Plan Set up
Assist Develop Liaise Prepare Submit
Carry out Direct Look after Produce Supervise
Check Ensure Maintain Provide Support
Compile Establish Manage Receive Train
Complete Evaluate Monitor Recruit Update
Conduct Implement Own Represent
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Person Specification

Job Profile 0069§, 32805323C:0009(g0R: 0oBPIBEUNBUM  REIOR0D  0EEEH)

:6pdm0qC:3, 20603 2(0jje0R §edosiodeped 3205:00050l0000I 6805 edl[goonioy @ux:od
Person Specification c063 320305 3223 SEClondi

o 0§o[gdc8320q05 (Essential) &30 column o> 330063303050833003 386D o0E)
:6p0m0qC:3 :60p 3[0jecgn’d  edljggerlgbiloncdn  sacpbengpadopodtiad 538
208600 Bmwbqodennd,  §Eadqealgdolonddi  samudq  sacpdeagpadoyanum
58359056033, 0a30580:e8qE 29 03c0pdogEiendion: 20&aomdlop

o §qlooneomEiwed (Desirable) a03 column ¢eom 2000800305602 Secood(Bs
03003 §qeoneomieudsday  saqpdeagitis 32603 3a[njeogadeal[gaonitlondd
38600 33209105 60R8, 03050303 FRdeaEPad0IEaRRY § Desirable sogdeRs,
603, 6eg8d 200305 S0§0m0d]IKd qdlodud

PERSONAL SPECIFICATION
ESSENTIAL DESIRABLE

Qualifications Insert essential Insert qualifications
The level of formal education that would enable qualifications for that would be
someone to carry out the role effectively the job here. helpful for the job

here.
Experience Insert essential Insert experience
The amount of relevant experience that will experience for the | that would be
enable someone to perform the role well. Be as Jjob here. helpful for the job
specific as possible. here.
Skills and abilities Insert essential Insert skills and

Skills such as communications, presentation and | skills and abilities | abilities that would
computer skills, languages, skills in prioritizing for the job here. be helpful for the
work and organizational and administrative skills. Jjob here.

Abilities such as coping with pressure, team
working, initiative and ability to work with other
people.
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Personal qualities Insert essential Insert personal
Aspects of a person’s character, such as maturity | personal gualities qgualities that would
in work place, whether they are approachable, for the job here. be helpful for the
and whether they are flexible. Jjob here.

Job Description &, Person Specification 6o03 eqoocd [Bazo[§adqCeo Job Profile oodpad:o?
eamoddewsgSieogeefieon [gado0odl

* 20020007, CO:
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§9). 0022680203 copdagEiodioniqdecd

o c8260moo0ddcopdiogp:  Bbcopespdieent  Feeseorderncdgdesmt
Qe R

o 8mpbodendendonadesp 05e0R wePdgd8EH con: SBomaBcopd: obon:
qlecdn  3006§, B=adgEdeogan BoBieomnoyedfys.esqt 208e025030p03
§Peyes 0023 s8om 33603560003 93530l08dudI

o qC:coCia8d cons
o 030dcpdesmacoptind  ©aBa3opodeuncdm  #38RsEUITCRswy e
OloocdaB0m003 §EsqEicnn:88Eq cons
o §&:ué:a) Job Description 03690 20E60250309E0R03 IGO0

o w05 P03 FgCanCEEoR Y, o
o Person Specification ¢  edl|gooncmagEdmacocieym  po3E:E0305
20860056§J, 0022800003 29:206008Alondn Soni0gE ogpie wooSegsq

eopzeeden JlgredEedoodalon
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05§00 (D) I 0$000:6PGYS, 00GEEE0IE:00d[gPSRC:

Job Profile ceegondB§adaleon grsesesqpordeomncdum eponudrodes cod §¢ad HR
030005 200583Eep 2pEE8IC:ee0E3E00e cep:o comEiadengpadoonaes [gddlooudn 338
3320603 Recruitment Request 603 3a(038sqS:esl[goorzdlonodn 32§),006c8:e03¢0 o3 Personal
Requisition Form gloowpcd Personal Action Form (PAF) ooolg¢ sadj§jesonododlonddi
32800meon el 8 35005 §E[ggodeomEiomddi Form 66 meom 03ud§, cpdesiedlen
qoopdfBieony  20500:3 sogqpieony  G[plicd§Edonddi @9 eallgoonionmeony  $es006
20052005(gd oo

RECRUITMENT REQUEST

Job title
Location

Line Manager

Needed from Start Date End Date (If not permanent Contract)

Reason needed (Give | Replacement for current position | New position, with reasons
justification in relevant box)

Funding General funds Specific funds (please give details)
(Tick as appropriate)

Job Profile Attached?

Child protection Does the job involve with children?

Advertisement Suggestions of appropriate places to advertise the job

Requested by Name Signature Date
Approved by Name Signature Date
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o BeloPlpoonoimecpden  omeogilofesdoocdi  gpeoodsmyé  Job  Description
65830005 66l[goncddloncdi 328060 peogd), Bodoloeqdd.ddn “You will be an
excellent  communicator..."somdjc8edi  sacpdaeloPPad  R:Bodolonicnesand
o8003 vpd: 6loP|GPo0ddle00:0dN puws- “Do you enjoy working with children?”

o 0003p§ad  cpbeion  c3mabesiloocdn  dsagdeogad  Person  Specification
eomE:ieomE:q§Edonud

o 0o 20p020R05GLEELS CoMZIOEON:

o 320p0000CLOIEEONN 00mLSAS gp: 3268:03 2o[g$es qiCesoudadatgdilondd

o GOEPAHOFPNHH3OaERN  32§),6009000CE60ME0,  DWOIPEED  YEORTARO
ConGaPad aeagPeddienr co0dd8aEomgEonod[adlonud comEionmeon eg0ded:
GOPASOZ005900965q0503 copdazEielo3dlgroddn 8c8apdglisandyé 0odgSaden
Bd3gqiEo} 208603503 3005EAPER03IEaRR §a205lodwdI

o 30000300003e0gPedaEIdI Sog,cpdcsieogm  3acpdegPadagPnd  Guta5dlonwdi
25§),0°60 Cirriculum Vitae (CV) 033200060qpodagn3 3309 600E:00050l00udi 00§,
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email template 0069[g¢ 3006GOGPASIPORE:Y  BrgPEdAFICRddqGeloPEd  elgplop:
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Declaration I confirm that to the best of my knowledge all the facts set
out in this application are true.

Signed: Date:

Open Application

20§, 0pG0R00 3>OEPONDPI0R050D 20052005605605 GaPad[gE:§Eewrodall GEapdesiwn
2000005qIE80O§omeopé  cpdengpaSagnadensd 0ooddlonddi 633, FcRdeagPd
[§C:§ged Open Application 8 ealdonodn S38c8cnEod B=0003  CR5EAIPAd PGS
[5058C8: & eagpodPI’  F2dePoRCBEREAMAl GalupSaSaaog0d  BbeopSioontont
SlonoSi

QRIS cleetvele (&Y I 3OR0GOANPORPEPIE CVGOR Guilysqs 0s0oe oge
qodgc:

:pdeagPadagesndeduddaodadeoypogffedqeon gleagpadypiod Bodguudmadsdc
[36000051 cpeoy cedgdid, c0eondiveondadomnn’ egrgdaelgddlonudi 3acvdengpPadodon

9303 ey, cegsd v0Eeoddlona oxfgdad dedeo; -
o gP:eodEdgl GagPOdaISRGODYPgPIU 2p0E, 026060003603, 60205dlodWdI

8c3=dldpen 0903 ABeslffieon;  saComgpomcociegE  Facdme0305  egeqiudfats
0dqOlon: sBomadsaclopEiloypioma Bieonyc08eorbdlonuds

¢ GOgPOdG0d 3EYES, e300 00mLdmdien TSedolon PodELINS
o3 saComqppecdadql saso0ed: 00dsHecnndeo; sgSeoEaaSdoncd Seox
mbegen Fgped: (6)euncHerncddS  sComqEden [§8dlooddi  dejopEs a3,
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FEONGLodmd  ZpdaneagPoSoyoneaRIeadmes  3aComq)d 03 egigeSa0&ilanedi
8clegequdoiesepen  copbndeuN0d0dem  320poregegIdaEdondi dlo gEdsocdnde
60R03 agpE[EEEen[yddlonudi

8cdegequdodesepercopd: eagpadagnondslgtiad Person Specification §.0305B:e008(E00d
§57[g0do00d F38200305632005¢060100:03 GdRLRASGED 32%:q¢[gdlooLS

Essentila/Desirable Criteria eogo% 335(?6&0&):0593 oa:oopécﬁ(ﬁq&@(ﬁu e.g:o%oocc)copéz
6005 criteria 6ogepogod raw 6ogc0600pdqd86edi G500deMHBdYEe, Essential
coo:  Desirable  comadomo’d  edllgdh  [Bqleon  eg00dcobeond  odglgimneon
:20pdegPaoyon 0063{gE:a? edllggllecd sacpdengpodolopadeunadfgld $3od5onbed
cofglimndql  20000gRac  [§Bn8Ceudqbeg:ftend  olgbeoconpdlonn  eEI0dm
ddaoee Nurse 320305 Person Specification o3ad:0000lon0di

Job title: NURSE APPLICANTS
CRITERIA IN PERSON SPECIFICATION Essential/ § % g
Desirable < e
Education Nursing certification E 2 2 2
University Degree D 0 0 2
Experience Working with trauma patients E 2 F 2
Managing people D 1 2 1
Skills Speak English E 1 2 1
Computer skills D F 1 1
Personal Flexible E 2 1 2
qualities Good communicator E 2 1 2
TOTAL SCORE: Essential 9 X 9
TOTAL SCORE: Desirable 1 X 4

Score Description
2 Above criteria
1 Definitely meets criteria
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Below criteria, but can probably be trained

Below criteria

? No evidence given, and unable to indentify from details supplied
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* Personal 226p033603:603[4003 Positive attitude §ai strong team player [gdgeogum
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Saw Cary Win
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