Gbie)

15605 acalt- 32012 yualgh 9-8 Ananly s

VACANCY ANNOUNCEMENT

Position title : HR/Admin Assistant

Company : Confidential

Location : Aden

Publish Date : 8 November 2012 to 16 November 2012
Duration : 12 months extendable

Position Status : Full Time

Reference Number : ADE_HRA2012

PROGRAM SUMMARY:

An international organization helping Yemeni youth work toward building a more peaceful and hopeful future through
programming focused on youth community engagement, networking and mentorship through economic opportunity

looking for qualified candidates for the above position.

GENERAL POSITION SUMMARY:

The Human Resources/Admin Assistant will provide support to the Operations Department. He/She will take the lead
role in the implementation of the organization Human Resource and Admin policies, procedures and systems as

contained in the National Staff Policy Handbook.

ESSENTIAL JOB FUNCTIONS:
Human Resources:

1. Maintain personnel files and personnel database for all organization Yemen employees,

2. Prepare and maintain job files and personnel files for new hires.

3. Prepare new hire welcome pack, process agreement/contract, submit paperwork to finance to include in payroll.
4, Assist supervisor ensuing the recruitment of national staff adheres to the organization Yemen's Recruitment

Policies and Procedures.

5. Provide support to the country office HR/Admin Officer in implementing HR policies and procedures at the

Sub-Offices.

Administration:

6. Ensure proper management and coordination of staff travel arrangements including air travel, pick and drop

to/from airport, boarding and lodging.

7. Ensure proper inventory of office supplies including kitchen supplies and stationary.
8. Collect process and deposit monthly utility payments for telephone, Internet, electricity, mobiles, garbage, news

paper and water supply.
9. Responsible for petty cash management.
10.Follow administration manual at all stages of work.
11.0ther duties as assigned.
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HOW TO APPLY:

Interested candidates are requested to submit a one page cover letter and CV in English by email to
yemrecruitment@gmail.com no later than 14 November 2012. All applications must include the

vacancy reference number in the subject line of their e-mail message. Only short-listed candidates
will be contacted. Women are highly encouraged to apply.
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