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Job family: Administrative & Finance Place of employment: Amman/ Jordan 

Job category: Human resources — Assistant (Group II)  

Line manager Administrative Coordinator (AC) Control activities: None 

Back-up: AC Replacement: AC 

1. Job summary:   

He/she acts as a contact point for ECHO field staff for all matters relating to human resources management. As 
such he/she contributes to the planning and implementation of all the tasks relating to the management of hu-
man resources. 

His/her responsibilities include the support to offices of the region in which he/she is based ; he/she may be re-
quested to cover other offices (permanently or temporarily) for internal reasons or language facility. 

He/she gives the necessary support to ECHO headquarters and field offices in the event of a major crisis, unfore-

seen absence, reorganisation/opening of an office, etc. by putting in place a human resources management sys-

tem in compliance with the rules and procedures of ECHO and by monitoring their application. 

He/she is acting, if necessary, as a floater in the event of ECHO intervention in a crisis, and in particular at a 

launch of project. 

The post holder is placed under the direct supervision of the Administrative Coordinator and works closely with 
the Human Resource Focal Points (HRFP) in the other Human Resource Management Area under the guidance of 
the ECHO National Staff Correspondent at headquarters. 

 

 

2. Responsibilities & Tasks:   

Within the limits of the delegated authority, the human resources focal point (Group II) is responsible for the fol-

lowing tasks : 

Human resources management 

 He/she is part of a team in charge of the management of human resources (HR), providing support for the of-

fices of the coverage area of the regional office ECHO/Amman; 

 He/she shall ensure the implementation of the working methods of the organisation in the field of human re-

source management by supporting and coordinating any action in this area, in connection with relevant stake-

holders; 

 He/she collects the labour codes applicable in the different countries of its area of responsibility in helping to 

sustain conditions of employment respecting the local laws; 

 He/she shall assess the compliance of the documents relating to the employment conditions in the framework 

documents laying down the policy of ECHO’s human resources management; 

 He/she ensures the consistency in the application of rules and procedures of national staff ECHO human re-

sources management in its area of responsibility; 

 He/she shall advise ECHO as regards employment conditions, duties and responsibilities, rights and privileges in 

the context of local employment legislation; 

 He/she provides support for regularly updating the organisation charts of the offices in their area of responsi-

bility. 

 He/she is the point of entry in cases of conflict/different between colleagues within their area of responsibility. 

He/she will inform his immediate supervisor (AC) and ECHO Headquarters to put in place the appropriate fol-

low-up and accompanying measures. 
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 He/she is involved in the medical files (request for reimbursement, specific interventions, etc.) in accordance 

with the provisions of Headquarters. 

 He/she shall prepare or verifies, on demand, all requests relating to personnel matters (advance on salary, un-

paid leave, etc.). 

Recruitment 

 On the basis of standard terms of reference, in consultation with the various actors concerned, he/she contrib-
utes to the most appropriate terms of reference for posts; 

 He/she supervises the whole recruitment process in accordance with the procedures in place. As such, he/she 
forms part of the selection board where possible; 

 He/she shall prepare the recruitment and selection report summarising the whole process and the recommen-
dation for recruitment. He/she will retain the shortlist, curriculum vitae, written tests, etc. ensuring the re-
quired confidentiality; 

 He/she shall compile or verify the Administrative Requests (ARA) concerning publication of the post (s) as well 

as for the renewal of national staff; 

Training 

 He/she shall supervise the achievement of an updated version of the “welcome pack” for staff newly recruited  
(national and international); 

 He/she carries out training, information and integration of newly recruited staff. 

 He/she acts as a contact point for training applications (applications, authorisations, review, catalogues, collec-

tion of certificates obtained and information to the C1). He/she shall update the database containing the list of 

the training requests and the training courses followed for each member of staff within their area of responsi-

bility. 

 He/she shall collate the assessments drawn up by the participants of these courses and makes recommenda-
tions to improve the content or to recommend a provider; 

 He/she carries out the analysis of training needs in their area of responsibility and is considering to develop a 
catalogue of training courses adapted to the requirements for their analysis and final approval by headquar-
ters; 

 He/she shall take part in the development and implementation of training strategies; 
 He/she shall cooperate to the production of documents training materials; 
 He/she supports the ECHO staff in the context of the annual appraisal exercise; 
 He/she shall contribute to the establishment of budgets and their review for the budget headings relating to 

the training of the various offices of its area of responsibility. 

Employment 

 He/she shall prepare/verify work contracts; 

 He/she maintains the personnel files for national staff; 

 He/she monitors the probationary period applicable to national staff and the evaluations related to it; 
 He/she acts as a contact point with ECHO headquarters for the mission insurance and life insurance in its area 

of responsibility; 
 He/she acts as the focal point for inquiries relating to medical coverage (explanations of the general conditions, 

contact the insurance in the event of a dispute); If necessary, he/she shall contribute to the preparation of the 

tender documents and the ARAs in relation to sickness insurance; he/she coordinates the annual medical 

check-up, monitors the results and informs Headquarters; 

 He/she ensures the follow-up of the presence of ECHO personnel and their rights (leave, special leave, sick 

leave); 

 He/she shall ensure that the justifications for the allowances and other benefits are submitted within the dead-
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Evaluation 

 He/she shall coordinate, with the various stakeholders, the annual appraisal exercise (pre-completed forms, 

explanation of rules and procedures, etc.); 

 He/she assists the Head of Office, national staff and their immediate superior in the evaluation process: under-
standing and use of the appraisal system, the pre-completed forms, the evaluation cycle, etc.; 

 He/she contributes to the supervision of the evaluation exercise. In particular, he/she will assist the Head of 
Office in organising assessments for all the national team in accordance with instructions from Headquarters; 

 He/she participates in the preparation of documentation necessary for the dissemination to various stakehold-
ers (Head of Office, national staff, direct supervisors, contributors,...); 

 He/she answers questions from staff on self-assessment, the evaluation process and HR policy by e-mail, tele-
phone or in person. 

 He/she will assist the Head of Office in the collection and monitoring of recommendations and conclusions set 
out in the staff appraisal forms, on the proposals of potential training activities and the objectives to be 
achieved during the year; 

International staff 

 He/she shall update the personal files (in close coordination with the person in charge of protocol, logistics); 

 He/she shall draw up the administrative applications relating to international staff if necessary; 

 He/she coordinates the end-of-posting formalities. 

General administration 

 He/she shall ensure the update of the office records concerning HR and anticipates, where appropriate, the 

measures to be taken (renewal of contract); 

 Upon request, he/she shall check whether the requests (ARA) are properly drafted and contain all the explana-

tions and supporting documents; 

 He/she writes notes for the regional office in Bangkok and New Delhi and offices within its area of responsibil-

ity, inter alia in the following areas: administration, management of the office, events, administrative requests 

(ARA) related to human resources, monthly report(s), etc.; 

 He/she shall update the administrative files with the necessary confidentiality. 

Office: Specific responsibilities/tasks (if applicable) 

 He/she shall perform any task entrusted to it by the Head of the office/regional office and/or Headquarters. 

3. Competencies required: 

Skills base: 

- Results culture 

- Conduct in the service 

- Working with others 

- Decisionmaking 

- Ability to manage and organise information 

- Reflection and strategic planning 

- Communication 

- Control of organisational structures 

Expected level 

— High level 

— High level 

— High level 

— Intermediate level 

— Intermediate level 

— Intermediate level 

— Intermediate level 
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- Flexibility and adaptability 

- Management and supervision 

— Intermediate level 

— Intermediate level 

— Intermediate level 

The definition of each competency and examples of behaviour for each level are listed in the Annex. 

4. Job Requirements: 

Education: 

 A relevant degree at university level. 

Knowledge and experience: 

 Minimum of 5 years of relevant professional experience at national or international level in the area of human resources. 

 Experience in General Administration and Finance is an advantage, as well in contributions to progress reports with regular 

frequency; 

 Experience in the management of files with a complex organisational dimension; 

 Experience in a non-governmental organisation or an international organisation is an advantage; 

 Very good drafting skills; 

 Experience in the use of computers and office automation software (MS Word, Excel, etc.). 

Languages: 

 An excellent command of English (written and oral). 

 A working knowledge of Arabic is essential. 

 


