Job Description

Identification No

IMS-EJS/MD/FIN/HRADM/T/001

Revision Number: 01

Date of Issue

02-01-2026

Revision Date: 01-05-2026

Job Title: Human Resource Coordinator
Department: Finance
Reports To: Financial Controller

Job Summary

The Human Resource Coordinator is responsible for providing comprehensive administrative and
operational support to the Human Resources department. The role ensures effective execution of HR
processes such as recruitment, onboarding, employee record management,benefits administration,
compliance monitoring, and employee engagement activities. The coordinator acts as a key link
between employees and HR management, ensuring accurate communication and efficient handling
of HR-related tasks.

Main Duties and Responsibilities

1. Recruitment and Selection Support

Coordinate the end-to-end recruitment process in collaboration
and hiring managers

with HR officers

Prepare and publish job advertisements on job boards, social media, and internal

platforms
Screen applications based on job requirements and shortlist qu

alified candidates

Schedule interviews and communicate interview details to candidates and panel

members

Assist in preparing interview materials, score sheets, and feedback

documentation

Maintain recruitment tracking systems and candidate databases

2. Onboarding and Offboarding

Prepare employment contracts, offer letters, and onboarding documentation

Organize orientation programs for new employees, including company

introduction and policy briefing

Ensure new employees complete required documentation such
bank details, and compliance forms

Coordinate workstation setup, ID issuance, and system access

as tax forms,

for new staff

Manage exit processes, including clearance forms, exit interviews, and final

documentation for departing employees
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3. Employee Records Management

= Maintain accurate and up-to-date employee personnel files (physical and digital)

= Update HR information systems with employee changes such as promotions,
transfers, and salary adjustments

= Ensure confidentiality and security of employee records

= Generate employee reports upon request for management review

4. Payroll and Benefits Support

= Assist in collecting and verifying payroll data such as attendance, overtime, and
leave records

= Support payroll preparation in coordination with finance or payroll officers

= Assist employees with benefits enroliment and queries (health insurance,
pensions, leave benefits)

= Track leave balances and ensure proper approval processes are followed

5. Employee Relations and Communication

= Respond to employee inquiries regarding HR policies, procedures, and benefits

= Assist in resolving minor workplace issues by directing employees to appropriate
HR channels

= Support the implementation of disciplinary procedures in accordance with
company policy

= Help communicate HR updates, policy changes, and internal announcements

6. Compliance and Policy Administration

= Ensure HR practices comply with national labor laws and internal company
policies

= Assist in preparing documentation for audits and inspections

» Maintain awareness of updates in employment regulations and HR best practices

= Support implementation of workplace safety, ethics, and diversity policies

7. Training and Development Support

= Coordinate training sessions, workshops, and employee development programs
= Track employee training attendance and maintain training records
= Assist in evaluating training feedback and reporting outcomes

8. Office and HR Administration

= Prepare HR reports, memos, and presentations

» Manage HR calendars, meetings, and appointments

= Assist in organizing employee engagement activities such as team building
events, awards, and recognition programs

= Perform general administrative duties assigned by HR management
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9. Resignation Management

= Receive and process employee resignation letters

= Acknowledge resignations and ensure proper documentation is completed
» Coordinate resignation clearance procedures with relevant departments

= Schedule and conduct exit interviews where applicable
= Ensure company property is returned by resigning employees

= Prepare final employment documentation and update HR records

= Coordinate final dues, leave balances, and handover processes in collaboration with
payroll and management

10. Employee Termination and Separation

Assist in managing employee termination procedures in accordance with
company policy and labor laws

Prepare termination letters and related documentation

Coordinate disciplinary hearing documentation and employee records when
required

Ensure proper communication of termination decisions professionally and
confidentially

Process employee separation checklists and clearance procedures
Coordinate recovery of company assets and deactivation of employee system
access

Maintain records related to disciplinary actions, suspensions, and terminations
Support compliance with legal and regulatory requirements during employee
separation processes

Key Performance Indicators

= Employee File Accuracy from 98-100%

= Interview Scheduling Accuracy from 95%+

= Onboarding Completion (100% within first week)

= Payroll Submission Accuracy should be 99%

» Exit Clearance Completion eithin 3-5 working days
= Employee Inquiry Response Time within 24 hours
» Recruitment Time to Fill from 30-45 days
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Employee Acknowledgement and Signature

I, NEEmA  HENRY YESAYA- , acknowledge that | have read and

understood the duties, responsibilities, and requirements outlined in this Job Description for
the position of Front Desk Officer. | agree to perform my duties to the best of my ability and
comply with the company’s policies and procedures.

Employee Name: _NEEmA  HENRY NESSAYA -

Employee Signature:

HR  COORDINATOR -

Date: %
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