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Employment Opportunity

The U. S. Consulate General is seeking
professional and qualified individuals to fill

two vacant positions of Procurement Agent
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in Erbil. Please visit our website at https:/
erajobs.state.gov/dos-era/irq/vacancysearch/
detailed
information. Nominations must be submitted

by March 3, 2019.

searchVacancies.hms for more
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Position:
Location:
Status:

Subordinates: None

Position Overview/Scope:

Responsibilities:

internal approvals.

personal issues.

Human Resources Manager

HKN Office, Erbil, Kurdistan Region of Iraq
Local Full time

Reports To: Country Manager

The position is responsible for the overall management of Human Resources function,
including but not limited to the development of HR policies, directs and manages human
resources activities, such as employment, compensation, labor relations, benefits,

training, and employee services by performing the following responsibilities.

e Maintains the work structure by updating job requirements, approval, and job
descriptions for all positions.

e Maintains management guidelines by preparing, updating, and recommending human
resource policies and procedures.

e Manages recruitment process: advertisement, shortlisting CVs, interviewing, counselling
managers on candidate selection, compensation negotiation and internal approvals.

e Administers benefits programs such as health, insurance, vacation, sick leave, leave of
absence, and employee assistance.

e Oversee and manage the planning, monitoring, and appraisal of employee work results
through assessments system to drive high performance.

e Manage process of personnel onboarding including necessary documentation and

e Manage process of termination of personnel, including exit interviews.

e Coordinates personnel issues and conflict resolution including both performance and

e Ensures legal compliance practice for this region by monitoring and implementing
applicable human resource requirements and maintaining records.
e Reviews staff job contributions and ensures fair compensation for personnel.

e Coordination with Finance/Accounting in ensuring payroll is accurate.

related issues.

Skills and Qualifications:

the company.

programs.

meet deadlines.

on HR related issues.

reporting requirements.

recommending decisions on personnel.

e People oriented, and results driven elated field.

e Minimum 10 years’ experience, preferably oil and gas.

e Excellent active listening, negotiation and presentation skills.

hknrecruitment@hknenergy.com

e Supports management and department heads by providing human resources advice and

e Maintains up-to-date past and current human resource records.

e Coordinates and represents HKN externally with Social Security department and Asaish

e Coordinates and represents HKN externally with MNR and Local Authorities on HR

e Undergraduate degree (from four-year college or university) is required as a minimum.

e In-depth knowledge of Iragi labor law, KRG regulations and HR best practices.

e Proven working experience as HR manager or another HR executive.

e Demonstrate good judgment, creativity, a positive attitude and maintaining the culture of

e Managing Profitability, Promoting Process Improvement, Building Relationships,

Organizational Astuteness, People Skills, Retaining Employee.

e Well educated and experienced with all aspects of the Microsoft office suite of

e Fluent in English — written and oral, ability to read and write in Kurdish.

e Ability to organize work, engage in a variety of tasks simultaneously and consistently

e Highly professional, ethical and ability to maintain confidentiality.

e Leads company compliance with all existing governmental and labor legal and government

e Protects the interests of employees and the company in accordance with company Human

Resources policies and governmental laws and regulations in Kurdistan region.

If you have the qualifications and skills, we are looking for please share your CV with us at
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