OronouweHHs NPO BaKaHCito

HasBa nocagu: lNposigHa haxiBUMHA 3 KagpoBOro agMiHICTpyBaHHS
HdenaptameHT: [lenapTamMeHT opraHisauinlHOro po3BuUTKYy
Crartyc: WtaTtHa nocaga

IHdbopmauis npo opraHisauito:
MixxHapogHun 6narogiHmin oHL «AnbSHC rPOMagCbKOro 340POB’Si»  Orosiowye
30BHiLWHIN Habip Ha nocaay MNpoBigHa cdaxiBYMHA 3 KAAPOBOro aaMiHiCTpyBaHHS.

MixkHapogHui 6narofginHuim oHa «AnbsiHC rpoOMaaCbKoro 340pOB’si» — MNpoBigHa
rpoMagcbka HernpmbyTkoBa npodoeciiHa opraHisadis, ska y cnisnpaui 3 gepXaBHUMU
napTHepaMmn Ta opraHisauisiMm rpoMagsHCbKOro CycCnifibCTBa  34INCHIOE 3HAYHUN
BMNMB Ha nogonaHHsa enigemiv BIN/CHIOy, Ty6epkynbody, BipycHUX renatutie Ta
iHWKWX couianbHO HebesneyHMx 3axBoptoBaHb B YKpaiHi, LWISAXOM HagaHHS
piHAaHCOBOT Ta TEXHIYHOI NIATPUMKM Bi4MOBIAHUM Nporpamam, sKi OXONsioTb NOHa,
300 TuC. npeacTaBHUKIB HanbIiNbLL BpasnMBUX BEPCTB HaCesleHHs, WO € HanBULUM
nokasHukom y €sporni. 3apa3 komaHga AnbsHcy Hanivye noHag 150 npodecioHanis,
AKi npautoloTb Y KMEBI Ta iHWKNX perioHax YKpaiHu.

[nsa oTpumaHHa gogaTKoBOI iHpopMaLil NPo opraHis3avito, a TakoX it MporpamHy
DiANbHICTb Ta oronoLweHi Nno3uii BiaeiaanTe Haw Beb-canT: hitp://www.aph.org.ua

Cneuucpika pobotu
OCHOBHi BUMOrHK:

e [locsig poboTu B cdhepi ynpasniHHA nepcoHanomM Ha nocaai HR-cneuianicta,
BignoBiganbHOro 3a agMiHicTpauito kagpis;

e 3HaHHSA yKpalHCbKOro 3aKOHOAABCTBA Ta HOPMAaTUBHUX akTiB YKpaiHu,
MeTOOMYHNX MaTepianiB 3 ynpaBniHHS NepcoHaniom, YAHHOIo TPY4O0BOro
3aKOHOOaBCTBa;

e 3HaHHA HOpMaTMBHMX aKTIB Ta NpaBun WOA0 BeAeHHs, 0bpobkn Ta
36epiraHHa OOKYMEHTIB MPO NepcoHan Ta KagpoBi NepeMILLEHHS, iIHCTPYKLin
LLIOOO CTBOPEHHS Ta BeAeHHA 6a3 gaHux Kagpis;

e 3HaHH4A Npouenyp nepeBefeHHs NepcoHany, BUMOr 40 3BITHOCTI nepes,
AepXXaBHMMWU OpraHammn, BUMOI CTaHO4apTHOI cuctemun obniky kaapis,
aAMIHICTPaTMBHOI AOKYMEHTAaLUii, OCHOB NpaBuST OXOPOHW npaLi;

e BinbHe BONOAiIHHA YKpAlHCbKOK MOBO, 3HAHHA aHIMiNCbLKOT MOBU € NJSTHOCOM,;

e Bucokun piBeHb kKomn'totepHoi rpamoTHocTi (MS Office);

e [locsigueHun kopucTyBad cuctemn 1C;
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e KOMyHiKaTUBHI Ta NeperoBopHi HAaBUYKK; 340aTHICTb JOHECTH iHpopmMaLLito
NO3UTUBHUM CMOCOOOM;

e HeobxigHni NpoakTMBHWIA, OPraHi3oBaHUN Ta pe3ynbTaTUBHUN NiaXia;

e HeobxigHa 34aTHICTb Y4iTKO MUCAIUTU Ta TOYHO BUCIIOBIIOBATU OYMKMU;

e BMIiHHSA BMKOHYBaTM Kifibka 3aBaHb O4HOYaCHO.

O60B'A3KK:

e MOHITOPUHT Ta 4OTPUMAHHA TPYAOBOT AUCUUNIIIHW 3ri4HO BUMOT TPYy40BOro
porosopy i NMpaBun BHYTPILWHBOrO TPYAOBOro po3nopsaky cnispobiTHMKaMu
AnbsiHey;

e HapgaHHs pekoMeH4auin Woao NoKpaLleHHA YMOB npadi npauiBHUKIB,

e MoHiTopuHr BNpoBagkeHHs nonituk Ta npoueayp HR cniBpobiTHMkamu
AnbsiHCYy, BU3HaYeHHs 0bnacTi Ana po3BUTKY Ta KOHCYrnbTyBaTh kepiBHuka HR
OO0 MOXIMBUX MOKPaLLEHb;

e MOHITOPUHI NOCNIAOBHOCTI BNpoBapKeHHA paBun BHYTPILLHLOrO TPYA0OBOro
posnopaaky Ta KonekTMBHOro 4OroBopy, iHilitoBaHHS 3MiH, SKLO Lie
HeoOXiaHO;

e HapaHHs nigTpuMKM cniBpobiTHMKaM AnbsHCY Y BNPOBaLXEHHI NOMITUK Ta
npoueayp HR;

e BepaeHHsa kagpoBoro o6niky npauiBHUKIB AnbsiHCY Ta BCTAHOBMEHHS
AOKyMeHTaUil Npo nepcoHarn;

e PeecTpauis npunHATTS Ha poboTy, 3BifIlbHEHHS, NepeBeAEeHHSA nepcoHany
BiANOBIAHO 4O YKpAIHCbKOro TPyA40OBOro 3aKOHO4aBCTBA, HOPMATUMBHUX aKTIB,
IHCTPYKLiN, NigrotoBka HEOBXiAHNX Haka3iB BUKOHABYOro ANPEKTOPA;

e CTBOpIOBaTK Ta BECTM 0COOOBI cnpaBu cniBpobIiTHMKIB, OHOBMNIOBATU X
BiANOBIAHO 4O 3MiH Yy TPYAOBIN Kap'epi;

e BepaeHHsa apxiBy ocoboBux cnpas Ta NigroToBka AOKyMeHTauii Ans nepegadi
£o [epxxaBHOro apxiBy nicnga 3akiH4eHHA TepMiHy 30epiraHHa B opraHisauii;

e BepeHHa obniky y TpyooBUX KHMXKKaxX CniBpobiTHMKIB Ta 36epiratu ix
HarneXHWM YMHOM, po3paxoByBaTW TPYLAOBUIM CTaxX, BUAABATN JOBIOKN NPO
NOTOYHY Ta NonepeaHo 3anHATICTb NepcoHarny;

e BecTu 06niK BigNyCcTOK, CKNACTV Ta KOHTPOMNOBATU BUKOHAHHSA rpadiky
LLOPIYHNX OnSlavyyBaHUX BiAMyCTOK;

e [ligrotoBka AOKYMEHTIB, HEOOXIAHNX ANA OTPUMAHHSA OepXXaBHOI NEHCIi
npauiBHMKaMKM Ta YneHamm ixHix cimen;

e PeecTpyBaTu Ta nepegasaTtu 40 (PIHAHCOBOrO BiAAINY NiKApHAHI NMUCTH
cniBpobITHWKIB;



e [ligrotoBka Ta BHECEHHS 3MiH O TPYAOBUX OOrOBOPIB, CMIUCKY nepcoHany,
BHYTPILLHIX NpaBun Tpy4oOBOro perynioBaHHS, KONEKTUBHOIO 40roBopy Ta
peecTpauiq IX y MicLeBUX opraHax Braau;

e MoHiTopuHr BigBigyBaHOCTI Ta 06nik poboyoro Yacy cniBpobiTHYKIB AnbsiHCY
Ta NigrotoBKa BignoBiAHWX 3BITIB;

e [ligroTtoBKa 3BiTiB NpO nNepcoHar,

e CniBnpaus i 3BiTyBaHHS 00 [JepXaBHOro neHcinHoro ponay, ®oHay
couianbHOro cTpaxyBaHHS, LIeHTpy 3anHATOCTI Ta iHWNX Aep>KaBHUX OpraHis;

e bpatn yyactb y po3pobui eheKkTMBHOT CMCTEMMW MiNbl | KOMNEHCAU,iN;

e OpraHizauia HagaHHA MegUYHOro CTpaxyBaHHS, MOHITOPUHI Ta 3BiTyBaHHS
npo ue;

e [ligrotoBka AOKYMEHTIB, WO A03BONATL NpauiBHMKaM abo iXHiM poanHam
OTpMMYyBaTU NiNbrn

e bpatn yyacTtb y poboumx 3ycTpivax Ta TPeHiHrax ansi rpaHTooTpUMyBadiB
(cecisa "O6nik kagpis") 3a noTpedu;

e [IpoBoauTK ayauT nepcoHany rpaHTooTpMMyBadiB 3a NoTpebu;

e KoHcynbTyBaTK cniBpOBITHUKIB ANbSHCY Ta rpaHTOOTPUMYBaYiB 3 NUTaHb
TPYyOOBUX BIOHOCWUH;

e Hapasatu nocTiHy niaTpumky kepiBHuky HR Bigainy. Pobutn BHecok y
nnaHyBaHHs gisnbHocTi HR komaHau Ta GloaKeTyBaHHS;

e [locTinHO BOOCKOHanNBaTK NPodecinHi Ta 0COBUCTI HaBUYKK, LLLO CTOCYOTHCSA
pobOoTH, Yepes3 CaMOOCBITY Ta KOPNOPaTUBHI TPEHIHIN;

e [liaTpumMyBaTN HaNeXHi BiAHOCUMHM 3 NAPTHEPCLKMMM opraHidauiamu doHay Ta
30BHILLUHIMKM areHuiamum BignoBigHO 4O (PyHKUIM CTapLuoro crewianicta 3
ynpaBniHHS NepcoHarnom;

e BukoHyBaTu iHWIi 060B’sA3kN 3@ HEOOXIAHOCTI.

AK nopgatu 3asBKy: HadilWwniTb CBOE pe3iloMe YKpaiHCbKOK Ta/abo aHrmiicbkor
MOBOI | CynpoBigHMMA JUCT YKpaiHCbKOW Ta/abo aHrmMiNCbKOK MOBOK Ha
vacancy@aph.org.ua

Hasea Temun nosigomneHHa mae mictutn «Senior HR Officerx»

TepmiHu noaaHHA 3asABOK i NpoBeAeHHSA Binbopy:
04 nuctonapa - 04 rpyaHsa 2024 p.

MoniTuka AnbsiHCY WOA0 NepcoHany Ta KOHCYNbTaHTIB:

MixxHapoOdHul 6na2oditiHuti poHO «AnbsIHC 2poMadCbKo20 300p08’s1» npagHe PieHUX
Moxxrueocmedl i eimae 3asieku 8i0 rirodel 3 8i0r08IOHOK Kearslighikaujero 3 yCcix eepcme
cycninbcmea. Ocobnueo 3aoxodyembcsi [M00aHHs 3asi80K  KearslighikogaHuMU
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KaHOudamamu, siki Harexamb 00 KITHH0o8UX 2pyr HacerieHHs1 abo € npedcmasHuUKamu
ypasnueux criflsHom, 30kpema xueyme 3 BIJI/CHI[om.

MixxHapodHul 6ra2oditiHuti poHO «AnbsSHC 2pomMadCbKo20 300p08’sl» 3acmocosye
rnonimuky Hyrnb0og0oi mosiepaHmHocmi w000 ceKcyarlbHOI eKcrilyamauii, Hapyau 4u
JomazaHb ma roe’si3aHo20 3 HUMU 3/108XU8aHHS 8/1a00k0 YU MO8HOBAXXEHHSIMU.
Ouikyembcsi, wo a&ci eidibpaHi kaHOudamu OompumMysamuMymbCsi Hausuuwux
emuy4yHUX cmaHOapmie i MpoxodumuMymb repesipKy pekomeHoauyiti ma pernymaujil.



Vacancy Announcement

Position title: Senior HR Officer
Department: Organizational Development Department
Status: Staff position

Information about employment organization:

The International Charitable Foundation 'Alliance for Public Health' announces
external recruitment to fill the position of Senior HR Officer.

The International Charitable Foundation 'Alliance for Public Health' is a leading non-
governmental professional organization which makes a significant impact on the
epidemics of HIV/AIDS, tuberculosis, viral hepatitis and other socially dangerous
diseases in Ukraine in cooperation with state partners and civil society organizations
through providing financial and technical support to relevant programs, which cover
over 300,000 members of most vulnerable populations, which is the highest indicator
in Europe. Currently, the Alliance team includes over 150 professionals who are based
in Kyiv.

For additional information on the organization as well as its programmatic activities
and the positions announced, please visit our website: http://www.aph.org.ua

Job Specifications

Requirements:

e Experience in the Human Resources sphere on a position of HR specialist
responsible for HR administration;

e Proven knowledge of Ukrainian laws and regulations, HR management
guidance materials, effective labor legislation;

e Proven knowledge of regulations for completing, maintenance and
safekeeping of documents on staff and staff transfers, instructions of
establishing and maintaining of personnel databases;

e Proven knowledge of methods of staff transfers, recording requirements for
reporting to state authorities, requirement of standard system of staff records
keeping, administrative documentation, basics of health and safety rules;

e Written and spoken Ukrainian are required. Knowledge of English is a plus;

e High level of computer literacy (MS Office);

e Experienced user of 1C system;
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Communicative and negotiating skills. Ability to deliver messages in a positive
way,

A proactive, organized, productive approach is essential;

Ability to think clearly and precisely articulate is essential;

Able to handle several tasks simultaneously.

RESPONSIBILITIES:

To monitor the Alliance staff observes labor discipline and requirements of
labor agreement and the Rules of Internal Labor Policy;

To provide recommendations as to the improvement of working conditions of
the UA employees;

To monitor implementation of HR policies and procedures by the Alliance
staff, identify areas for development and advise Head of HR on any
improvements to be made;

To monitor consistency of implementation of Rules of Internal Labor Policy
and Collective Agreement, initiate changes if required,;

To provide support to the Alliance staff implementing HR policies and
procedures;

To maintain employee records for the Alliance staff and established staff
documentation;

To register appointments, terminations of employment, staff transfers in
accordance to Ukrainian labor legislation, regulations, instructions,
preparation of necessary orders of the Executive Director;

To establish and keep employees’ personal files, update them to reflect
relevant changes to working career;

To maintain personnel files archive, and prepare documentation required for
submission of the files to the State Archive after the term of storage in the
organization is over;

To maintain records in employees’ labor books and keep them properly,
calculate labor experience, issue certificates on current and past
employments of the staff;

To maintain vacation records, draw up and monitor fulfillment of annual paid
leaves schedule;

To prepare documents necessary for obtaining state pension by employees
and their family members;

To register and hand over to the Finance Department staff sick-leaves;

To prepare and amend labor agreements, staff list, internal rules of labor
regulation, collective agreement and its further registration with local
authorities;

To monitor attendance and time recording by the Alliance staff and prepare
corresponding reports;

To prepare reports on personnel,

To cooperate and report to the State Pension Fund, Social Insurance Fund,
Employment center and other state authorities;

To participate in elaboration of effective system of benefits and compensation;
To arrange medical insurance services delivery, to monitor and report;



e To prepare documents which enable staff or theirs families obtain benefits;

e To take part in working meetings and trainings for grantees (session “Staff
records keeping”) when required;

e To conduct grantees’ staff audit, when required;

e To consult the Alliance and grantees staff on employment relations;

e To provide constant support to the Head of Human Resources. To input to HR
team activity planning and budget planning;

e Continuously improve professional and personal skills relevant to the job
through self-training and corporate training courses;

e To maintain good relations with the Fund partner organizations and external
agencies in a manner appropriate to the Senior HR officer function;

e To undertake other duties as required.

How to apply: You should send your CV in Ukrainian and/or English and a covering
letter in Ukrainian and/or English to vacancy@aph.org.ua

Subject line should contain «Senior HR Officer»

Deadlines for submitting applications and selecting candidates:

November 4 - December 4, 2024

Alliance disclaimer:

The International Charitable Foundation "Alliance for Public Health" is committed to
equal opportunities and welcomes applications from appropriately qualified people
from all sections of the community. Qualified representatives of key populations and
vulnerable groups as well as people living with HIV/AIDS are particularly encouraged

to apply.

The International Charitable Foundation "Alliance for Public Health" applies a zero
tolerance policy with regard to sexual exploitation, abuse or harassment and related
abuse of power or authority. It is expected that all selected candidates will adhere to
the highest ethical standards and will undergo rigorous reference and background
checks.
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