
 

 

Human Resources Supervisor 

Liberia 

 

About the role: This is a permanent role based in Monrovia with a salary of Grade 4 

You will report to the Systems Director and will matrix manage the field HR/Admin Officer and work 

closely with Finance, Programs and Systems Department 

 

We would like you to start 14
th
 October 2018  

 

Job purpose: In collaboration with the Systems, the HR Supervisor will be responsible for providing an 

efficient and effective HR administrative and advisory service to the Concern Liberia Program. He/she will 

be responsible for coordinating the HR function for Concern Liberia, specifically dealing with and 

responding to day to day HR issues of staff, including coordinating recruitment, induction, retention, 

welfare and learning & development of all staff; to ensure that policies and procedures are in line with 

Concern’s global HR Policies; and to ensure Liberian Laws are implemented, maintained and adhered to 

 

You will be responsible for: 

Human Resources Management 

 To co-ordinate and administer recruitment, induction, payroll, performance management (PDR) 

tracking including tracking probation periods 

 Develop an annual learning and development plan based on information coming out of the PDR system 

and track the implementation of the plan 

 To ensure that manual and electronic personnel files for all national staff are maintained to a high 

quality standard such that accurate reports can be produced  

 Manage the HR team in ensuring that all types of leave are tracked accurately and that quality 

statistical reports are produced on leave and absence rates in Concern Liberia  

 Produce quality HR management reports on a monthly, quarterly and annual basis. Ensure that 

regulatory reports to the ministry of labour are submitted on a timely basis to a high standard 

 Proactively support in the HR planning process for the programme.  

 Support line managers to draw up relevant job descriptions and advertisements.  

 In conjunction with the SD, liaise with Ministry of Labour and Concern’s Legal Advisor on all relevant 

and necessary issues, ensuring Concern Liberia are always compliant with Liberian Labour Law  

 Remain up to date with new labour legislation in Liberia and provide briefings and updates to line 

managers on new procedures and legislation as necessary 

 Provide a proactive advisory service on day to day HR issues and practices to both staff and 

management. This includes providing remote support to field based managers and staff.  

 In conjunction with the SD, deal with employee relations issues, grievance and disciplinary 

proceedings, providing advice and guidance where necessary to both staff and management 

 Regularly liaise with the Staff Representative Council regarding new policies & procedures and issues 

or concerns they may raise on behalf of Concern Liberia Staff.  

 In conjunction with the Systems Director, research, write and implement new employee policies and 

procedures, ensuring they are in line with those issued by Concern Worldwide HQ and Liberian Labour 

Law.  Manage and update the Staff Handbook as necessary.   

 Ensure new employees are familiar with all Concern employment procedures and the contents of the 

handbook, and ensure updated version of the handbook is circulated to all staff as required. 

 Coordinate and administer the Concern Liberia Health Insurance Scheme  

 



 

 

Capacity Building:    

 Support the Systems Director in the design, plan and implementation of a capacity building plan for all 

relevant Concern Liberia staff on people management and in the roll out of key HR policies.  

 Contribute to the daily capacity building and strengthening of decision making capacities of Liberia 

national staff. 

 

Representation:  

 Ensure regular coordination with the Ministry of Labour and any other relevant authorities and other 

relevant actors, including the LINGO Support Group on matters related to HR. 

 

Other: 

 Actively participate in collective exercises such as preparation or updates of Preparing for Effective 

Emergency Response (PEER) plan, Security Management Plan (SMP) and other Concern initiatives.   

 Take active measures to address equality issues, particularly relating to gender, in programme as well 

as operational activities. 

 Ensure the highest stands of accountability through ensuring good communication and information 

sharing within and outside the organisation. 

 Be aware of, understand and comply with all of Concern’s policies and procedures (P4, finance, 

logistics, HR, security management etc). 

 Contribute to ongoing security management and planning as necessary. 

 Actively participate in any emergency response if called upon to do so (within the existing programme 

area or in a new one). 

 Undertake other related duties as may reasonably be assigned by the Country Director or the Systems 

Director. 

 

Your skills and experience will include: 

Essential:  

 

 At least 5 years’ experience in HR with demonstrated knowledge of recruitment, payroll & benefits 

management, team management and training and development.  

 At least three (3) years’ experience in an International NGO HR role; a degree in Human Resource or 

Business Management or a related field from a recognized university.  

 Experience in supervising, coaching and  

 Training others (people management) including remote management;  

 Sound and practical knowledge of the Decent Work Act.  

 Knowledge of MS Office (high proficiency in Excel);  

 Excellent spoken and written English, ability to work under own initiative, excellent interpersonal, 

communication, planning, organizational, leadership and negotiation skills;  

 Ability to work under pressure on multiple tasks with short timelines;  

 Confidentiality, integrity and ability to handle sensitive situation;  

 Attention to detail and demonstrated ability to deliver on work objectives to a high quality. 

How to apply:  

Please submit a letter of application stating the position you are applying for and explaining why you are 

best suited for the position, along with a copy of your CV (maximum 4 pages) not later than 4:00 pm on 

Monday, September 28, 2018, addressed to the Systems Director, Concern Worldwide, VP Road, Sinkor, 



 

 

Monrovia in an envelope clearly marked “confidential”. Alternatively, you may send your application by 

email to hr.recruitment@concern.net with the position applying for in the subject line. Only shortlisted 

candidates will be contacted. All candidates who are short-listed for a first round interview will be notified 

via email after the application deadline. 

Concern Worldwide is an Irish-based non-governmental, international, humanitarian organisation 

dedicated to the reduction of suffering and working towards the ultimate elimination of extreme 

poverty in the world’s poorest countries.  

 

Concern Code of Conduct and its Associated Policies 

Concern has an organisational Code of Conduct (CCoC) with three Associated Policies; the Programme 

Participant Protection Policy (P4), the Child Safeguarding Policy and the Anti-Trafficking in Persons 

Policy. These have been developed to ensure the maximum protection of programme participants from 

exploitation, and to clarify the responsibilities of Concern staff, consultants, visitors to the programme and 

partner organisation, and the standards of behaviour expected of them. In this context, staff have a 

responsibility to the organisation to strive for, and maintain, the highest standards in the day-to-day conduct 

in their workplace in accordance with Concern’s core values and mission. Any candidate offered a job with 

Concern Worldwide will be expected to sign the Concern Staff Code of Conduct and Associated Policies as 

an appendix to their contract of employment. By signing the Concern Code of Conduct, candidates 

acknowledge that they have understood the content of both the Concern Code of Conduct and the 

Associated Policies and agree to conduct themselves in accordance with the provisions of these policies. 

 

 

 

 


