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 Christian Leaders’ Training College 
of Papua New Guinea, Inc.
“Serving the Churches of the South Pacific Islands”
.National Principal

Rev. Dr. William K. Longgar


JOB  DESCRIPTION
	Position: 

	Human Resources Officer
	Reporting to:
	Vice Principal Administration

	Location: 

	Banz campus
	Contract Duration:
	2 years renewable

	Hours: 


	Full-time (40 hours per week)
	Salary Level:
	K22,000

	Division: 

	Education and Support & Services (S&S)
	Date Modified:
	17 September 2019


A. PURPOSE

To facilitate the effective management, care and development of employees of CLTC by supporting supervisors and managing processes of personnel planning, recruitment, appointment, orientation, remuneration, performance appraisal, and professional development, so as to further the mission of CLTC.
B. MAIN COMPONENTS

1. HR strategies and initiatives 

· Develop and implement strategies for recruitment, document management, performance management, learning and development, change management and legislative compliance 
2. Work environment and staff morale

· Foster a work environment that is collegial, consultative, supportive, attractive and celebratory

· Ensure employees have the facilities, resources and time to achieve the requirements of their position

3. Management and employee relations 

· Mentor and coach staff as delegated

· Manage disciplinary matters

· Talk with staff about personal or work problems - address demands, grievances or other issues

4. Recruitment, appointment and orientation processes

· Analyse jobs, assess staffing needs, write job descriptions, advertise vacancies, help interview, select and orient staff
· Manage staff and worker contracts
5. Performance Management and Professional Development

· Review and manage the performance appraisal system
· Assess training needs and plan for staff learning and development 
· Recommend recipients for CLTC staff awards.
6. Remuneration and benefits

· Consult with management about salaries, benefits and work environment and conditions

7. Reporting 

· Develop and present reports as required by Management, and ensure timely completion of follow-up requests

8. Quality Assurance

· Develop, manage and review HR policies and procedures as required by Management
· Ensure employment contracts are current, fair and meet legal requirements
· Meet the HR requirements of CLTC’s Quality Management System
9. PNG legal compliance

· Give advice on employment legislation and health and safety 
· In consultation with the POM Centre Administrator, manage all Banz Campus immigration-related issues including visa applications and work permits.

C. KEY RELATIONSHIPS

1. Vice Principal Administration

2. Vice Principal Education

3. S&S Business Manager and Department Managers

4. Senior Finance staff

5. Lae and Port Moresby campus Deans
D. QUALIFICATIONS, EXPERIENCE AND VALUES

1. Motivated to serve God through the use of talents, knowledge and experience

2. Bachelor degree qualification, preferably with an HR focus

3. Proven knowledge and experience in HR management

4. Knowledge and understanding of PNG employment law and HR best practices

5. Ability to plan, implement, monitor and evaluate HR strategies, policies, procedures and systems

6. Ability to gain the respect of colleagues and to have wisdom and influence in decision making with both Education and S&S Divisions in relation to HR management

7. Competence to build and effectively manage interpersonal relationships 
8. Excellent spoken, written and listening abilities in both Tok Pisin and English

9. Excellent negotiation and presentation skills

10. Initiative, resilience, good team member, but can work well alone

11. A passion for the mission of CLTC, and an understanding of and adherence to the CLTC doctrinal statement.
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