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	Name of Position Holder: 

	Job Title
	PRINCIPAL HUMAN RESOURCES   OFFICER

	Division
	INSTITUTIONAL STRENGTHENING SERVICES DIVISION

	Reports to
	MANAGER INSTITUTIONAL STRENGTHENING SERVICES DIVISION

	Reporting positions
	None

	Classification level
	A16/ L16

	Salary
	$53,816 p.a

	
Main purpose of Role
	
To provide Human Resources and Learning and Development strategic services, guidance  and support for  Management and staff of the Assembly as well as the Members of Parliament.

	Technical

	
Quality Assurance and customer satisfaction
	
To provide HR & Learning and Development services and continuously research and benchmark against international best practices to ensure effective and efficient processes and systems are in place to improve HR & L&D services.

	
Technical Duties
	
1. Provide technical advice, guidance, support and services to all staff on all HR and Learning & Development policies and operational matters.

2. Assist in developing and implementing an effective Performance Management System that ensures a high performing organization. 

3. Assist in managing the Recruitment and Selection Process to ensure that it strictly complies with policies and that accurate and timely technical support and advice are provided to management.

4. Implement and continuously improve HR systems, processes and policies to improve services and compliance.

5. Assist to develop and implement a Learning & Development Framework to support the learning needs for both staff and Members of Parliament.

6. Identify skills shortage for staff and members of Parliament and develop creative and effective intervention programs to address these.

7. Identify potential people for succession planning to ensure business continuity when people in critical roles suddenly leave the organization.

8. Assist in the coordination of capacity development programs for Members 

9. Develop and implement an Induction program for all new staff and assist with the Induction of Parliament Members.

10. Assist in managing the Disciplinary Process to ensure a fair and consistent application across all staff.
 
11. Conduct researches as directed by the Manager and assist with the coordination of consultations with key stakeholders if and when required.

12. Provide monthly reports on HR and Learning & Development matters to Manager and Management

13. Deputises in the absence of the Manager if and when required.

14. Identify and manages all risks associated with Human Resources and Learning & Development.

	
Business Planning, Reporting, Management
	
Submit Annual Work Plan to Manager before the commencement of the Financial year.

Submit annual budget for the HR & Learning and Development area to the Manager for consideration.

Provide all HR and L&D reports to management and staff when due.

	
People management, development and teamwork
	
Develop and maintain healthy, respectful and trusted professional relationships with Members of Parliament, management, staff and stakeholders to ensure a harmonious working environment.

Provide support, training and advice to other members of the team when and where needed.

Continuously develop self for personal and professional advancement.

Assist the Manager in conducting relevant awareness programs on the Employees' Guide to the Code of Conduct, Working Conditions and Entitlements and Human Resource Policies and Procedures                                             

	
Administration
	
Initiates and assists in completing formalities for: probation reports, performance management reviews,  assisting management in addressing performance concerns, employee satisfaction reviews 

Ensure proper documentations and filing of all correspondences, personal filing, serial filing and all other official documents.                                                                                                                                                                                                                                                                                                                                            

	
Advice and consultancy
	
Develops and recommends HRM strategies, policies and practices that improve employee commitment, competence, motivation and performance that facilitate the achievement of the Office's objectives.   
                                                                                                                                                                                                                                                                                                                                               Provides guidance to management regarding the development, reward and retention of OCLA human resources so as to promote the status of OCLA as an ethical and preferred employer of choice.
                                                                                                                                                                                                                                                                                                                                                                    Provides advice on policy issues when and where required.       

	
General Responsibilities
	
Responsible for learning & understanding all laws, regulations and policies governing employment with OCLA.

Adheres to the Office's Equal Employment Opportunities policy in all activities, and actively promotes equality of opportunity wherever possible.

Is responsible for own health and safety and that of colleagues.

Undertakes other such other duties as may be reasonably expected.

	
Performance Measures
	
Well established/improved HR policies, systems, processes, and frameworks in place to ensure effective and efficient services to members of Parliament and staff.

Compliance of staff to policies and regulations governing employment within OCLA.

Skilled and high performing staff.

Minimum HR & LD associated risks.

	
Decision Making Authority
	
Can make decisions strictly within policies and no authority to make decisions on major divisional matters without consultation with Manager.


	
Frequent Contacts
	
Members of Parliament, Secretariat Staff, General public.

	Selection Criteria

	
Qualifications
	
Minimum of a Bachelor’s degree in Arts, specializing in Human Resources, Learning & Development or any other relevant discipline (Essential)                                                                                                                                     

	
Knowledge & Experience
	
Must have at least 5 years of practical HR or L&D technical work experience, preferably in government or relevant organisation. (Essential)

Experience in working in a challenging and diverse working environment.

	
Skills & Abilities
	 
Must have excellent people skills and technical knowledge on Human Resources work and learning and Development.  

Must be highly proficient in the use of computers and in various Microsoft suites (Essential)  

Must have excellent written and oral skills in both English and Samoan (Essential) 

Must have excellent decision making and advisory skills.

	
Personal Attributes
	
Must possess pleasant manners, approachable with attention to detail skills (Essential) 

Must be creative, proactive and think outside the box.   

Must have a flexible attitude to working hours (Essential) 

Must have excellent people skills                                                                                                                                                                                                  
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