	
	Job Description

	
	Job Title: Management Trainee- Human Resources
	

	
	Pay Grade: S1
	

	
	Functional Organ: Human Resources
	

	
	Location: Peshawar
	

	
	
	


Background: The Khyber Pakhtunkhwa Information Technology Board is a public sector autonomous organization established under an Act of the Khyber Pakhtunkhwa Assembly in May 2011 for the promotion of Information Technology, Information Technology enabled services and Information Technology enabled education for private sector of the Province of the Khyber Pakhtunkhwa.
Job Summary: Under direct the supervision of the Assistant Director KPITB, the Management Trainee would get on-job training on the overall functions of the HR department. S/he will learn and apply the knowledge and understanding to assist with the recruitment and selection process, induction, staff training and development, performance appraisals and employee relations. In accordance with the established KPITB policy and procedures, the incumbent will develop an understanding of and take a lead, as required, on the below tasks including but not limited to:
· Working closely with the Hiring Managers and conduct the Recruitment Strategy Meetings to better understand the position requirements, identify the sourcing channels and determine the recruitment expectations and timeline.

· Create job posting(s) outlining job position and requirements and ensure timely circulation in newspapers.

· Assist with the screening of applicants based on predetermined screening criteria and create candidate short-list. 

· Make administrative arrangements for the interviews.
· Assist with reference and pre-employment checks and prepare Job Offers for review and approval process.
· Draft employment agreements and ensure completion of all paperwork for new hires.
· Keep a track record of the probationary period and timely communicate the cases to the supervisor;
· Keep a track record of the contract end status and timely coordinate with the Supervisors on the contract extensions cases; 

· Update and maintain the leave database on monthly basis and share the leave status with the departments/staff on regular basis.

· Reviews the timesheets received and ensure monthly submission and accuracy in terms of correct attendance, leave status and charging codes.

· Ensure smooth exit clearance for the exiting staff with clear communication on the exit procedures 

· Researches on local rules/ laws and prevailing employment conditions, as assigned.

· Maintain a tracking sheet of the recruitment activities.

· Maintaining employee file management system; 
· Facilitate with the staff training and development activities;

· Fosters and facilitates the development of cooperative professional relations between and among staff at all levels.

· Perform other tasks as assigned

Job Requirements: 

Education:  Degree in Human Resources or related field (at least 6 years of education).

Demonstrated Skills and Competencies: 

Strong organizational, communication and interpersonal skills
Self- motivated and high level of dedication to work
Able to take pressure and work under demanding conditions
An ability to work discretely and professionally with sensitive and confidential information
Able to demonstrate accuracy and correctness in the work especially with data management and able to meet the deadlines
Language Skills:  Have fluency in spoken and written English & Urdu. 

Others:  
· Strong computer skills: must be competent in the use of Windows MS office programs (Word, Excel), email programs, etc.

· Willingness to travel outside Peshawar to field sites under demanding conditions.

Key Working Relationships: 

Position Reports to:  Assistant Director HR
Position directly supervises: None

 Indirect Reporting:  Director Administration and HR
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