(A PREMIERE  50B TITLE : HR OFFICER , BASED IN
‘%" URGENCE DAMASCUS

INTERNATIONALE

DEADLINE : 08 August 2024

TYPE OF CONTRACT/DURATION : EMPLOYMENT CONTRACT / 6 MONTHS

NO OF REQUIRED EMPLOYEES : 1

SALARY: AS PREMIERE URGENCE INTERNATIONALE (PUI) SYRIA MISSION SALARY SCALE
BASED: DAMASCUS

ABOUT PUI IN SYRIA

The current operational strategy for Premiere Urgence Internationale (PUI) in Syria is to alleviate the
human suffering of the Syrian people in Syria by delivering sound, needs-based humanitarian
assistance, while promoting a life-sustaining response. PUl's positioning on, shelter, education,
livelihoods, and WaSH sectors remain a priority.

Based on ten years of experience conducting humanitarian operations in Syria, supporting Iraqi
refugees and lately Syrians affected by the crisis, PUI has played an important role in responding to the
needs of the population within nine governorates (Aleppo, Damascus, Rural Damascus, Homs, Hama,
Tartous, Lattakia & Deraa ) and through the following interventions:

- Rehabilitation of collective and private shelters

- Rehabilitation of infrastructure

- Emergency and Early Recovery WASH interventions

- Education support for conflict-affected populations (remedial classes, school rehabilitation, free
exam preparations, summer class activities, community based initiatives and psycho social support),

- Enhancement of the Population of Syria self-reliance through livelihoods (vocational training course,
provision of a professional tool kit ((PTK))

GENERAL OBJECTIVE

The HR Officer is responsible for providing proper implementation in issuing the monthly salaries and
following up the social insurance and health insurance affairs and make sure that all the related
procedures go smoothly in the HR department and applied in good manner in all the PUI Syria mission.

RESPONSIBILITIES AND TASKS

Participate in the implementation the HR policies and procedures related to the HR operation job

1- General HR & Administration Functions

- Follow up the attendance and leave with the accountability focal points in the governments and
check the leave requests .

- Communicate and follow up with the staff concerning all matters related to time sheet and
ensure proper implementation of attendance policy.

- Follow up with the staff and sent warning email according to the penalty attendance to the rule’s
violators, and check if deduction is needed.

- Prepare social security documents for new and resigned employees.

- Collect and prepare the needed documents relate Social Security and Income Taxes to reflect
any changes on the payroll sheet

- Coordinate with medical service providers regarding any medical insurance issues.

- Prepare staff medical claim/reimbursement documents and follow up with the staff and the
medical insurance and the financial department for settlement.

- Archive and update the timesheet and attendance documents in HR Share folder in monthly
basis

- Archive and update the social security documents in HR Share folder in monthly basis
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2- Payroll & Related payments

- Prepare the payroll documents with the Finance department and make sure that all data entries
having an impact on payroll calculation on a monthly basis.

- Prepare payroll calculation and deductions according to payroll list and related policies and
procedures

- Make double check for new joined staff /resigning staff are reflected it on the 'payroll sheet

- Make double check for the leave and attendance and ensure all the deduction are reflected on
The payroll sheet .

- Follow up the balance of personal loans according to the set rules.

- Ensurethat all salary in the HR system have been collected and accurate (for all type of contracts

- Prepare the last payment for the resigned employee and coordination with the financial
department to ensure timely payment of departing employees

- Print salary /payment sheets at the end of each month and ensure it is signed by Finance and
HOM.

- Archive and update the payroll documents in HR Share folder in monthly basis

- Ensue payroll amounts are transferred to the bank, from the allocation budget

- Follow up the monthly payments of the Social Insurance and Tax through the financial
department.

- Update the allocation table for local staff on monthly basis

- Prepare the needed documents for the income taxes Payments.

Qualification:

- Bachler degree in Business Administration, Human Resources or Law or any relevant field .

- At least 3 years of experience in a similar position (NGOs/private companies)

- Full understanding of HR functions and best practices.

- Excellent level of English (reading , writing and speaking).

- professional level in using MS Office (including Word, Excel, Outlook, PowerPoint), Visio,
Proficient user of HR Software.

- Good knowledge of Syrian Republic laws & regulations

Specific Vacancy Requirements:
- Managing priorities, time and deadline.
- Honest and trustworthy
- Good knowledge of Syrian Republic laws & regulations
- Flexibility and adaptability;
- Strong attention to detail and administration skills with a desire to follow procedures
- Excellent problem solving, planning and organizing skills
- Excellent communication skills, both written and verbal & interpersonal skills.
- Integrity
- Strong personality
- Team player

Dear Applicante,
To apply for this Vacancy, please click on the below link:

Human Resources Officer

If the link above dose not work by clicking on it, please copy and paste it in the browser address bar.

PLEASE NOTE THAT THE PRIORITY WILL BE FOR THE APPLICANTS WHO WILL APPLY BY 25" OF July
2024.



http://www.premiere-urgence.org/
https://docs.google.com/forms/d/e/1FAIpQLSdu_1SH4_KvQG6yVl_H8yNR_DaD87kdwr5oHXWOP7bQ_IWuOQ/viewform

