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DEPARTMENT OF CORRECTIONAL SERVICES

	JOB SPECIFICATION & DESCRIPTION




	1. JOB PURPOSE (one line reason for job existing)


Reporting to the Senior Director, Human Resource Management and Development, the incumbent is responsible for all the Human Resource activities and gives advice and guidance on Human Resource matters to all managers/supervisors. Ensures the periodic review of the organization to promote organizational efficiencies and that the relevant policies and best practices are implemented and upheld, in accordance with the vision and mission of the Department.

	2. KEY OUTPUTS (results, deliverables)


· Operational and Work Plans and Programmes developed.

· Recruitment of staff.

· Human Resource record maintained.

· Submissions prepared.

· Appointments, promotions, transfers and resignations effectively managed.

· Performance Appraisal Reports prepared.

· Staff needs addressed

· Staff advised of all relevant benefits.

· Disciplinary actions taken.

· Performance Management and Appraisal System implemented and monitored.

· Relevant industrial related laws observed.

· Job Descriptions developed and revised.

· Leave computed and approved and service records updated and maintained.

· Organizational reviews, and analysis, charts, documents reports prepared.

· Retirement schedule developed.

· Pension particulars completed and submitted.

	3. PERFORMANCE INDICATORS (how success will be measured)


· Work plans and programmes are developed within the established time frame.

· Suitable qualified /efficient staff in place.

· Submissions are comprehensive and prepared within established time frame.

· Performance Appraisal Reports are prepared within established format and time frame.

· Performance Appraisals Systems is implemented and monitored within established guide lines.

· Organizational reviewed and charts documents and comprehensive reports prepared and submitted.

· Job Descriptions are reviewed and developed within established time frame.

	4. JOB DUTIES & RESPONSIBILITIES 


MANAGEGRIAL/ADMINISTRATIVE 

· Provides administrative support to the Human Resource Executive Management Committee.

· Participates in the development of the Human Resource Strategic and Operational Plan.

· Develops work plans and programmes for the Section ensuring staff is effectively utilized.

· Administers the Performance Management and Appraisal System.

· Monitors the processing of Superannuation benefits in accordance with the relevant Acts and Regulations.

· Collaborates with the Director, Human Resource Management and Development in facilitating high Performance and development for Human Resource /Organization.

· Ensures the implementation of Human Resource Policies and Procedures in keeping with Government regulations.

·  Monitors all employee benefits to ensure that required guidelines are followed.
· Collaborates in the development and implementation of training programmes with a focus on organizational development
TECHNICAL/PROFESSIONAL
· Guides /Conducts the Recruitments and Placement process.

· Participates in the development /review of the Human Resource Management Standards and Procedures in accordance with Government Human Resource Management guidelines.

· Collects and analyses data and develops specific recommendation/solutions to problems and develops supporting documents, charts and comprehensive reports.

· Participates in the reviews and developments of Job Descriptions to ensure currency of the jobs in meeting the needs of the Department.

· Conducts follow-up appraisals of recommendation, monitors effectiveness and recommends modification as necessary.

· Reviews or investigate reports on misconduct submitted to determine the appropriate action.

· Evaluate staffing needs noting rate of staff turn over, vacancies and recruitment strategies.

· Conducts inventory of new staff.

· Plans and organize Unit work.

· Provides counseling to persons to be retired

· Establish database for pension and other records.

· Represent the organization in matters related to negotiation, conciliation and arbitration.

· Liaises with other Units heads to resolve industrial related matters.

· Ensures that Occupational safety and health matter are immediately addressed.

HUMAN RESOURCE RESPONSIBILITIES:

· Manages the welfare and development of direct report through the preparation of Performance Appraisals and recommendation for required training and development programmes.

· Provides leadership to staff through effective communication and delegation.

· Provides guidance to staff through coaching and counseling.

· Participates in recruitment of staff for the Unit.

· Ensures that staff are aware of and adheres to policies and guidelines of the organizations.

OTHER RESPONSIBILITIES:

Any other assigned duties not specifically outlined within the job description but are within the capacity, qualifications and experience normally expected from a person occupying this position.
	5. AUTHORITY (decisions you have the power to make or recommend)


· Approves /recommends reassignment/redeployment of staff.
· Access to Confidential information
· Approves leave for staff of Unit.
· Recommends disciplinary action, promotion and training of direct report. 
· Cessation of emoluments.
· Submission in regard to promotion and acting appointments.

	6. RESOURCES MANAGED (budget, purchases, other assets)


· Physical resources assigned to undertake duties.
	7. CONTACTS (Liaises with)


Internal

	Contact
	Purpose

	Senior Director, Human Resource Management & Development
	To receive guidance /provide information

	Senior Human,  Resource Management & Administration 
	To receive guidance and provide information.

	Executive Office/Superintendents/ All staff within the Department
	To obtain/share information, collaborate on strategic business partnership



External

	Contact
	Purpose

	Ministries, Departments and Agencies
	Share information and solicit advice. 



	General Public
	To share information


	8. MINIMUM REQUIREMENTS TO START


QUALIFICATIONS & EXPERIENCE
· First Degree from an Accredited University.
OR

· A First Degree in Human Resource Management /Development at least three (3) years experience in Human Resource Practices at a Middle Management level.

SPECIFIC KNOWLEDGE & SKILLS
· Good knowledge of Government Human Resource Policies and Procedures

· Good knowledge of Labour Laws and Industrial Relations practices

· Excellent knowledge of the Staff Orders

· Excellent ability to conduct investigations and produce reports accordingly

· Excellent Integrity /Ethics exercised in the performance of duties.

· Excellent problem solving and critical thinking skills

· Excellent Customer Relations Skills.

· Excellent interpersonal skills

· Excellent coaching and counselling skills

· Excellent Conflict Management skills

· Computer Literate in Microsoft Office Suite including Word, Excel, PowerPoint

	9. COMPENTENCIES (See PMAS Competency Framework)


The post holder needs to demonstrate the following competencies:  

	Competencies
	Required Level

	Communication
	3

	Collaboration
	3

	Conduct
	3

	Client Focus
	3

	Adaptability 
	3

	Initiative
	3

	Resilience/Stress Tolerance
	3

	Quality Orientation
	3

	Results Orientation
	3

	Accountability
	3

	Teamwork
	3

	Valuing People
	3


	10. SPECIAL CONDITIONS OF THE JOB (disagreeable work environment etc.)


· Critical deadlines for completion of tasks;

· May be required to work beyond the normal working hours;
· May be required to work on weekends and public holidays;
· No adverse working conditions
	11. VALIDATION


Name of Incumbent: _____________________________________________________________

Signature of Incumbent: ______________________________   Date: ______________________

Name of Supervisor:  ____________________________________________________________

Job Title of Supervisor: ___________________________________________________________

Signature of Supervisor: ______________________________   Date: ______________________

The Head of the Division’s agreement as signified below has validated this document:

Name of Head: _________________________________________________________________ 



Job Title of Head: _______________________________________________________________

Signature of Head: _______________________________   Date: _________________________

JOB TITLE: 	Director, Human Resource Management 


JOB/GRADE:	GMG/SEG 3 


POST NO:	21455


DIVISION:	Human Resource Management & Development Branch


BRANCH:	Human Resource Management & Development








REPORTING RELATIONSHIPS:     





REPORTS TO: 	 Senior Director, Human Resource Management & Development





 SUPERVISION GIVEN TO:





DIRECTLY:      1	Senior Human Resource Officer Benefits/Welfare


          1 Senior Human Resource Officer (Staffing)


                                      1 Human Resource Officer (Benefits) 


                                      1 Human Resource Officer (Staffing) 


          3  Records Officer 2


          3  Records Officer 1


		          3  Records Clerk


			Secretary 2





INDIRECTLY:	N/A
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