
 

                                       HUMAN RESOURCE OFFICER VACANCY 

 

 

 

Title: Human Resource Officer  

Available Positions: 1 

Job Type: Full-time Contract 

Location: Nairobi  

Reports to: Executive Director 

Application deadline: 25
th 

October 2022 

 

About Pacemaker International 

 

PACEMAKER INTERNATIONAL (PACE) is a 501(c) (3) certified NGO that serves underserved 

communities by improving the quality of education in schools based in Slum, Informal, and Rural (SIR) 

areas. We execute our mission by training and deploying local youths as volunteers in the schools 

through our Youth Fellowship (CBTAF). The Fellowship addresses the youth problem by engaging them 

and building their skill set after high school or during the long holidays while at university. We create win-

win outcomes for our schools and volunteers by integrating multiple careers and personal development 

training sessions into the rigorous school-based service experience. We leverage the power and 

leadership of young people in Africa to empower learners to reach their full potential through academic 

support, mentorship, and extracurricular activities. Once they graduate, they join our vibrant Alumni and 

PACE Project Lab (PPL) where ideas are harnessed and dreams birthed. We currently impact 30,000 

learners through 300 Youths annually across over 90 schools and are growing towards serving every 

underserved child in the continent of Africa. For additional information please visit 

www.pacemakerinternational.org 

 

We currently serve in Kenya from three regional offices in Nairobi, Coast, and Western regions serving 

seven counties. We also have a base in Lilongwe impacting Salima, Mchinji, Lilongwe Rural, and 



Lilongwe Central Districts. Our workforce is spread across the regions impacting communities through 

six key interventions, Community based Teaching Assistants Fellowship(CBTAF), Teacher 

Empowerment Network(TEN), Parental Engagement and Empowerment(PEE), Street Business 

School(SBS), PACE Project Lab(PPL), Girl Rising(GR) and the PACE Teacher Champions(PTC). We 

strengthen school outcomes through Teaching at the Right Level (TaRL), training Boards of 

Management (BOM), convening the Head Teachers Summit (HTS), and helping in the infrastructural 

improvement and School Improvement Programmes (SIP) 

 

 

HUMAN RESOURCE OFFICER -JOB DESCRIPTION 

 

Overall Purpose 

 

Under the direct supervision and support of the Executive Director, the Human Resource Officer will 

provide general Human Resource Management of PACEmaker International’s mission ensuring that 

Country-specific Employment laws for each of the Countries where staff are based & the Organization-

specific HR policies and procedures are adhered to.  

 

Duties and Responsibilities 

 Deliver recruitment needs and fill vacancies within the targeted time while ensuring that open and 

transparent recruitment procedures are followed as per the organization’s policies. 

 Plan and devise guidelines for recruiting suitable candidates for a required job description while 

ensuring overall supervision of open, fair, transparent, and timely recruitment and selection 

process. 

 In collaboration with the Heads of Departments, execute proper staffing plans and ensure staffing 

is adequately designed to ensure effective implementation of programmes. 

 Mediate between the organization and the candidate and communicate organization’s policies and 

terms of the contract to the candidate before S(h)e is hired 

 To identify redundancies and in collaboration with Strategy and Programmes, deal with the 

process effectively. 

 To ensure all staff are working under a proper working agreement and that their employment 

terms match the Countries Labour laws and the organization’s internal Manuals.  

  Take charge of updating the internal HR Manuals; 

 Management of appraisals and disciplinary action in conjunction with the line managers at the 

duty stations. 

 Ensure that all statutory regulations are properly implemented within the organization’s mission 

accordingly. 

 In collaboration with the management, update policies while ensuring organization’s practices 

conform to the labour laws and associated country regulations. 

 Preparation of the monthly payrolls on a timely manner and share with the ED for review. 



 Close review of statutory deductions calculation to ensure the payroll tool always match the 

relevant governing laws; 

 To maintain an accurate information of all staff in the mission as well as updated database for the 

staff; 

 In-charge of personal folders updates and the overall filing system. 

 Maintain updated organograms 

 Staff medical insurance procurement 

 Follow up and ensure renewal of staff insurance(s) on a timely manner 

 Identify gaps and training needs  

 Assess internal capacity of in-house training and organize training sessions accordingly 

 To provide capacity building, technical support and supervise the Administration and Office 

Assistants across regions. 

 To ensure all staff are aware of the HR and Administration procedures 

 Employee conflict resolution and management 

 Maintain and enhance the organization's human resources by planning, implementing, and 

evaluating employee relations and human resources policies, programs, and practices 

 Be available at the disposal of the conflicting parties and hear out their issues without being 

judgmental 

 Intervene and help map out a solution in case of dispute amongst two or more employees or 

between the employee and the management. 

 In collaboration with the relevant line managers, deal with employee’s disciplinary matters as 

needed. 

 When needed, represent PACEmaker International in external HR forums, groups and HR 

workshops as required. 

 Appraisal Management 

 Any other duties as assigned by your line manager 

Qualifications and skills required 

 Bachelor’s Degree in Business Administration, Human Resource or related field. 

 Member of IHRM 

 3 + Years of experience in HR management position preferably in an INGO with a 

proven track record of success 

 Acquaintance with Employment Labour laws, various regulations and statutory law in 

Kenya, Malawi and across African countries. 



 Computer Literate - MS Outlook and Excel and basic software application and 

familiarity with the internet and email communications 

 Excellent communication skills, Strong analytical skills (context, people …) 

 Competency-based interviewing experience 

 Online recruitment systems experience 

 Understanding of Psychometric assessments is a distinct advantage 

 Good understanding of the Africa context is a mandatory requirement 

 Excellent interpersonal skills and demonstrated ability to establish effective work 

relations at all levels, 

 Proven ability to prioritize tasks, meet deadlines, and work with limited supervision, 

proactive and a team player. 

 Capacity to build a maintain a strong professional network 

 

To apply, send an email to jobs@pacemakerinternational.org with the subject line as “[Your name] – 

HRO Application” e.g Mzuri Ameshinda-HRO Application. Attach the following:-  

 A cover letter detailing your reasons for applying and your suitability (max 400 words)  

 A detailed Resume. 

 Copies of certificates and testimonials 

 


