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Job Description Form 
	UNIT: HR, Administration & Regulatory Affairs 

	DEPARTMENT: 

	JOB TITLE: Director of HR, Admin. &        Regulatory Affairs
	JOB CODE: 

	JOB SUMMARY:
Responsible for the overall administration, coordination, and evaluation of the Human Resources and Administration function. Formulate policies and procedures for the Human Resources Department and recommend policies and practices to senior managements. 
Responsible for coordinating with the legal advisors and communicating the counseling for the top management and for the various departments of the Company.  Manage and follow up the relations with regulator, and legal advisors.

	REGULAR DUTIES AND RESPONSIBLTIES:
1. Review and make recommendations to Executive Management for improvement of the company policies, procedures, and practices on personnel matters.
2. Communicate changes in the company personnel policies and procedures and insure proper compliance is followed.
3. Assist department managers in the annual review, preparation and administration of the company wage and salary program.
4. Control the monthly salary computations and periodical reporting to tax authorities.
5. Coordinate with legal counsel as appropriate, and/or as directed by the CEO on personnel matters.
6. Work directly with department managers to assist them in carrying out their responsibilities on personnel matters.
7. Solve conflicts between staff of different departments.
8. Recommend, evaluate, and participate in staff training and development.
9. Develop and maintain a human resources system that meets the company personnel information needs.
10. Develop long term plans and programs to evaluate work accomplishments.
11. Develop and administer an effective recruitment program.
12. Design and maintain records and procedures for controlling personnel transactions and reporting personnel data.
13. Prepare benefits and compensation program.
14. Monitor workers performance appraisal program.
15. Implement disciplinary procedures
16. Conduct training needs analysis; determine training and development requirements of individuals or groups in line with the business plan.
17. Design, develop and deliver training to enhance performance of employees.
18. Evaluate and report the business benefits of training and development.
19. Provide direction and coaching for team members to achieve company’s goals.
20. Carry out the staff annual performance appraisal. 
21. Meet with other top management members to review progress in plans achievement, and amend when and where needed.
22. Establish Department goals.
23. Manage the premises maintenance and procurement activities to ensure that the business environment is comfortable and smoothening employees’ work.
24. Organize and manage other office services provided to employees such as cafeteria, smoking area, first aid, etc.
25. Coordinate with the legal advisors concerning all legal issues related to the company.
26. Communicate and advise other departments concerning any legal counseling concerning contracts and agreements.
27. Follow-up on all issues related to licenses, domains, trademarks, and their expiry dates.
28. Supervise the functioning of the IT Department.
29. Perform other duties as requested by his/her direct supervisor.

	REPORTING RELATIONSHIP:
CEO 

	TOOLS, EQUIPMENT AND WORK AIDS:
Computer & Office Equipment

	WORKING CONDITIONS:
Internal and external work environment

	EDUCATION:
Master's degree or equivalent or 8 to 10 years related experience

	KNOWLEDGE AND SKILLS:
· Effective writing. Leadership
· Decision – making
· Judgment
· Managerial Responsibilities.
· Problem Solving
· Creativity
· Communications
· Reporting
· Organizing
· Listening
· Stress Management

	TRAINING:
· Leadership
· Problem Solving
· Communications
· Presentation Skills

	Experience:
· 4 – 10 years in the same field out of which 2 to 3 years in managerial position

	WORK CONTACTS:
· Customers.
· Subordinates.
· Other Departments Staff.
· Top Management.
· Other Departments Manager.


	Employee Signature :




	Date:


	CEo Approval:




	Date:





image1.png
mada




