
 

JOB DESCRIPTION – SENIOR HUMAN RESOURCES OFFICER  

Job Purpose  

Responsible to Manager Human Resources, the Senior Human Resources Officer is 

responsible for managing the administration of the Human Resources activities, 

policies and procedures of the Authority. 

The Senior Human Resources Officer will assist in carrying out the following functional 

areas: recruitment and selection, employee relations, training and development, 

performance management, benefits and compensation, organizational development, 

job evaluation/analysis and other employment related functions.  

Principal Accountabilities 

 

 
 Work closely with the line Managers to do workforce planning and provide strong 

recruitment and selection support for the achievement of individual Key 

Performance Indicators (KPI’s).  

 Identify BAF’s development needs and design appropriate training programs / 

solutions to address the performance gaps.  

 Efficient and timely recruitment & selection and ensure all recruitment processes 

are compliant with the HR Policy & SOPs; 

 Responsible for the timely and accurate payroll process and ensure payroll 

practices are compliant with statutory regulations and HR Policy/SOPs; 

 Ensure the provision of accurate statistics, implement and maintain departmental 

records management;  

 Ensure that Human Resource Policies and Procedures are updated and 

implemented in line with statutory requirements and best practices in the market; 

 Timely address any employee relations issues in accordance with the Authority’s 

disciplinary policy and ensure BAF at all times meets legal obligations and 

mitigates the any risk from employment relations issues; 

 Ensure to carry out timely staff performance evaluations as per the Authority’s 

Performance Management System; 

 
 
 
 



 Ensure operational HR activities and processes are correctly complied and provide 

accurate and timely advice and guidance to the line managers; 

 Develop good practice, innovative Human Resource initiatives to assist BAF to 

achieve business excellence and become an employer of choice; 

 Coordinate training programs on workplace safety and ensure compliance with 

the regulatory requirements & OHS Policy; 

  Carry out any other duties within the scope of the position, related as assigned by 

the Manager Human   Resources and Executive Management.  

 

Qualification/ Knowledge/ Skills 

The position requires the applicant to possess the following: 

 Bachelor in Human Resources Management/ Management/ Industrial Relations 

with minimum of 3 years of experience. 

 Excellent communication and negotiation skills (both written and oral) and the 

ability to interact effectively with staffs at all level 

 Sound Knowledge of the Employment Relations Act 2007 

 Ability to implement strategies to achieve HR objectives 

 Ability to conduct needs assessment analysis and summary 

 Good Communication and writing Skills  

 High level of accuracy and attention to detail is required 

 Be proficient in the use of MS Office suite, in particular, MS Word and MS Excel 

and Access 

 The ability to perform multiple tasks with minimal supervision. 

 

 


