
 

22. Working in coordination with the Regional HR Advisor, ensure that staff grievances are resolved amicably 
within agreed timescales and in accordance with Muslim Aid (MA) Grievance policy and procedures. 

23. Proactively coordinate with external legal advisor in order to ensure regal compliance in complex and high-

risk legal matters, as necessary. 

 

Systems and Data Management 
24. Ensure that HR filing and control systems are fit-for-purpose and in compliance with MA and donor 

regulations.  

25. Conduct periodic spot checks of HR information management systems, identify weaknesses and 
make required improvements ensuring efficiency and relevance of the systems.  

26. Ensure that all personnel files are kept up to date with required documentation and all HR 
processes of due diligence and employee record keeping are completed promptly and in line 
with internal procedures and policies.  

 

Compensation and Benefits Administration 
27. Work in close coordination with the Finance department to process payroll accurately and in a timely 

manner each month, including ensuring accurate income-tax calculations. 
28. In collaboration with the Finance department ensure that staff reimbursements, including per diem, 

medical refunds, roving allowances, benefits and other staff expenses are prepared and administered in 
compliance with donor and MA policy. 

29. Ensure that accurate staff attendance records are maintained at all times and reflected in payroll 
calculations accordingly. 

30. Ensure that contract renewals, terminations, amendment process, etc. take place in line with the MA 
policy and procedures and local employment law, including ensuring that these documents are filed 
appropriately. 

31. In coordination with the regional HR Advisor conduct periodic review and revision of the CO 
compensation and benefits package ensuring it is competitive yet conforms to budget availability and 
organisational needs. 

 
Department Management and Development and HR Analytics 

32. Provide periodic reports on staff leavers, training, employee relations issues, performances issues, etc. to 
the Head of Operations and Regional HR Advisor. 

33. Work closely with the Regional HR Advisor to implement global HR initiatives and ensure required advice 
is taken on key HR matters in order to reduce HR risks. 

34. Maintain a HR risk register and promptly highlight any key risks to the CO management and the Regional 
HR Advisor, ensuring that these are addressed promptly and appropriately and/or adequate mitigation 
plan is in place to minimize these risks. 

35. Ensure confidentiality of employee related data, including providing training to HR staff on confidentiality 
of information. 

36. Working closely with the CO management, Reginald HR Advisor and HR staff in country, develop and 
implement fir-for-purpose annual departmental work plans and budgets. 

37. Motivate the HR team, provide regular performance focused one to ones to the relevant staff with the 
aim to provide regular coaching, guidance and support. 

38. Set clear SMART objectives and personal career development plans for direct reports that are derived 
from organisational objectives, including conducting a meaningful annual appraisal “PACE” for direct 
reports.   


