
The Company  
Our client is a donor funded organisation and development partner in Namibia that works closely with the Ministry of Health and 
Social Services’ (MoHSS) Directorate of Special Programmes (DSP).  They promote activities that increase human capacity for 
providing HIV/AIDS clinical care and support and assist with the development of health care worker systems that are locally-
determined, optimally resourced, highly responsive and self-sustaining in countries and regions hardest hit by the AIDS epidemic.  In 
partnership with the MoHSS’ DSP, staff are deployed at hospitals and health facilities across the country to form part of a coordinated 
effort. They now seek to appoint an appropriately qualified and experienced candidate to be based within the Directorate, to fill the 
following position: 

HUMAN RESOURCES MANAGER
The Position  
All Namibian employees are expected and required to adhere 
to the global operating principles in their interactions within and 
outside of the Namibia office. This is particularly important of 
the Human Resource (HR) Manager, who is expected to serve 
as a role model to other staff.  The successful candidate is 
expected to work closely with all staff with special emphasis on 
providing guidance to supervisors on the implementation of HR 
policies and protocols to be followed in terms of performance 
management and associated procedures. With support 
from the Deputy Director Expanded National AIDS Response 
Coordination (ENARC), the HR Manager will provide leadership 
and management oversight for all HR operations. As an ongoing 
function of this position the successful candidate has to provide 
input and recommendations with regards to further development 
training of staff in HR policies and procedures to best meet the 
needs of the program. 

Key Areas of Focus: 
SUPERVISORY RESPONSIBILITIES

Supervise and coach the HR Officer and Administrative •	
Assistant. 
Conduct performance appraisal of staff under his/her •	
supervision.

ENTRY MANAGEMENT
Work with managers and supervisors to forecast HR needs, •	
and complete overall HR Staffing Plan (HRSP) for the Min-
istry of Health and Social Services’ Directorate of Special 
Programmes. 
Ensure the recruitment of new staff as required by the ap-•	
proved Human Resource Staff Plan (HRSP).
Ensure that personnel files are maintained for all national staff •	
and that computer database is updated regularly.
Ensure that all staff positions have up-to-date job descrip-•	
tions, and that employees holding the positions are given 
copies of the same job descriptions.

STAFF PERFORMANCE MANAGEMENT
In consultation with Senior Management, conduct regular •	
organisational, job and individual training and development 
needs analysis.
Identify suitable courses to meet staff and organisational •	
training and development needs, and develop follow-up 
plans to implement.
Serve as a resource to in-house orientation on HR Manage-•	
ment and related subjects.
Establish and regularly review standard and generic job de-•	
scriptions for all positions.
Ensure that the appropriate format for MoHSS’ performance •	
appraisal system is in place and that all staff have under-
standing of same. 
Ensure that the performance reviews are conducted in an •	
enlightened, timely and effective manner. 
Monitor implementation of performance appraisal systems.•	

GRIEVANCE MANAGEMENT
Overall, the HR Manager has to ensure that all grievance •	
and disciplinary reviews are done in a timely and effective 
manner. 
Advising supervisors on personnel management issues.•	
In close communication and collaboration with Deputy Direc-•	
tor ENARC, deal with grievances and appeals in disciplinary 
cases and advise senior management on legal implications.
Advise national level officials on any legal matter that •	

may require their involvement when it comes to Exit 
Management.
On termination of service with MoHSS DSP ensure that all •	
Exit Management forms are completed. 

SYSTEM AND POLICY DEVELOPMENT
The HR Manager must ensure that all HR functions, polices •	
and procedures are in compliance with and uniform to  imple-
mentation of relevant rules and regulations outlined in the 
Employee Handbook and Namibian Labor law.
In consultation with the Deputy Director, develop, review, •	
implement and monitor and evaluate the implementation of 
HR policies, procedures, and systems. 
Ensure that all staff members are kept informed of policies •	
and procedure, and changes thereof.
Review principles to attract and retain staff and promote •	
gender diversity.
In close coordination with the Deputy Director, develop and •	
administer a reward management system and remuneration 
system which attracts, retains, and motivates staff members. 
The systems should be internally equitable, externally com-
petitive and cost effective to ensure that employees are fairly 
rewarded for their work. 
Ensure consistent and uniform implementation of HR policies •	
and procedures across the organisation. 

REPORTING AND RELATED DUTIES
Ensure HR-related support is provided to all staff in the •	
regions  
Participate in departmental meetings on issues and activities •	
as required. 
Prepare periodic HR reports/statistics.  •	
Issue a recruitment status report twice a month. •	

The Person  
Minimum requirements 

A degree in Business Management, Commerce or Public •	
Administration with a specialization in Human Resource 
Management.  A minimum of 6 years experience working in 
the area of HR management.
Demonstrated experience involving the implementation of •	
HR, fiscal and operational policies.
Detail-oriented and sensitive to confidential information.•	
Excellent skills and fluency in English.•	
Computer skills especially in MS Office package (Word, Ac-•	
cess and Excel).
Previous experience supervising staff and proven ability to •	
work as part of a team.

Competency requirements 
Demonstrated skills for solving problems independently.•	
Demonstrated ability to enhance effective professional •	
partnerships.
Demonstrated ability to communicate between colleagues •	
with a variety of cultural backgrounds in a respectful and 
diplomatic manner.
Strong analytical skills.•	
Strong organizational and electronic file management skills. •	
Strong verbal ability and communication skills.•	
Good human relations skills and proven integrity.•	
Strong organizational and time management skills. •	
Ability to write reports.•	
Demonstrated ability to be a team player.•	

Interested ? 
The successful candidate will be on a fixed term contract and an attractive package commensurate 

with qualifications and experience is offered.  The closing date is 08 May 2009 and only suitably 
qualified Namibian candidates will be considered.  Kindly forward your electronic CV to  

craig@potentia.com.na before the closing date.  NB. All applications will be handled exclusively by 
Potentia Namibia.  We will only correspond with the shortlisted candidates.


