JOB PROFILE

POSITION TITLE: Human Resources Officer
_______________________________________________________________________________

PROJECT LOCATION 

New Delhi, India
PURPOSE OF POST

· Actively promote MSF and the volunteering spirit - to broad and specific audiences through awareness raising activities;

· Actively recruits and selects (sourcing through to interviewing and matching and placement) suitably qualified and experienced medical and non-medical professionals for the MSF-South Asia register;
FUNCTIONAL AND HIERARCHICAL LINES

Hierarchically and functionally accountable to the Coordinator Recruitment
MISSION AND PRINCIPAL ACTIVIES

Task category 1
 Recruitment, Selection & Training 

· Identify candidates with required profile according to MSF criteria.
· Carry out recruitment and selection process (screening CVs, short listing potential candidates, reference checks, telephone interviews, planning and organizing and executing assessment centres).

· Coordinate the MSF Assessment Center and train returned field workers, peers and office staff to be co-assessors.

· Coordinate directly with the Operational Centres (OC) for the validation of CV’s of applicants. 

· Review and improve selection activities, processes and procedures. 
· Facilitate MSF training placements for selected candidates and keep members of the pool informed about available trainings and retention schemes.
· Investigate ways to improve volunteer retention on individual and group level.
Task category 2
Mission placement 

· Ensure maximum number of placements as set in pre-defined targets whilst retaining professionalism and quality.

· Communicate regularly with pool managers on operational needs.

· Active management of the available pool of candidates, incl. presentation of available candidates to counter parts in Operational Center Amsterdam and other OC’s.

· Proposed candidates to be offered to various OC’s.

· Prepare Assessment Centre reports.

· Update files and individual records of field workers (soft & hard copies).

· Manage field workers database in liaison with HR Administrator observing privacy and confidentiality requirements.

· Back up for the HR Administrator (incl. travel and accommodation arrangements, visas, vaccinations, briefing and debriefing). 

· Provide input to the strategic development of field human resources activities in India and the wider region

· Actively participate in annual planning of the department

· Contribute to developing recruitment strategies and selection policies and tools of the Amsterdam Group.
Task category 3

Representation, awareness raising and labour market communication

· Organize and host experience sharing’s by returned field workers in the respective home societies.

· Establish and maintain contacts with regional medical and non-medical associations, as well as with relevant universities.
· Carry out labour market analysis in the countries of focus.
· Lobby with medical institutions.
· Carry out recruitment campaigns.
· Produce promotional recruitment and other labour market communication 
· Provide information for HR website updates
· Develop and update recruitment and awareness raising materials (in close collaboration with both the Communication Department in HQ and Operations in India)
REQUIREMENTS

Qualifications

· Masters in Human resources or equivalent
Work experience
· Experience of 3-4 years in HR , specifically in recruitment 

· Substantial internal HR knowledge
Specific skills

· Good understanding of the MSF organisation 

· Presentation and communication skills (both written and spoken) 

· Fluent in English (both written and spoken)
· Able to be flexible in taking up tasks outside of regular job responsibilities as required

· Able to integrate into a multi-cultural team and cooperate with co-workers

· Interpersonal skills - in particular persuading, influencing and motivating in order to promote MSF-H India and its field volunteers within MSF globally

· Motivated and able to work independently

· Willingness and ability to do ensuing administration (self-servicing)

Desirable skills

· Good knowledge and understanding of relevant medical skills and qualifications, ideally combined with a nursing qualification or para /medical qualification 

· Good sense of humour 
Deadline: September 18, 2010.
Application

If you are interested in this position and believe that you fit the profile, please send your letter of motivation and curriculum vitae by email to msfh-india-hrm@field.amsterdam.msf.org.  Please mention “Human Resources Officer’ in the subject line. Only candidates who are shortlisted will be contacted. 
