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Job Profile:

To support the Human Resources function in day-to-day administrative and operational duties while gaining practical exposure to HR processes, including recruitment, onboarding and offboarding, employee records management, training coordination, and statutory compliance.

Key Responsibilities

Recruitment Support

- Assist in posting job advertisements on approved platforms.
- Support candidate sourcing and resume screening under supervision.
- Coordinate interview schedules and communicate with candidates.

Onboarding & Offboarding

- Assist with new hire onboarding and orientation activities.
- Prepare onboarding materials and ensure completion of employee documentation.
- Support offboarding processes, including clearance documentation and updating employee records

HR Administration & HRIS Support

- Maintain, update, and audit employee files (physical and electronic).
- Accurately update HR databases and Human Resource Information Systems (HRIS).
- Support preparation of HR letters and internal communications

HR Administration & Compliance

- Assist in updating attendance and leave records.
- Support compliance with HR policies, procedures, and Kenyan labor regulations.
- Assist with statutory documentation (NSSF, SHIF, PAYE).

General HR Duties

- Perform any other HR-related duties as assigned by the supervisor.
- Support occupational health and safety documentation and awareness initiatives.

	
	Key Skills and Competencies
Basic understanding of HR principles and Kenyan labor laws.
Proficient in Microsoft Office (Word, Excel, PowerPoint) and tech‑savvy with the ability to quickly learn HR systems and digital tools.
Strong organizational, communication, and interpersonal skills.
High level of professionalism, confidentiality, and attention to detail.
Qualifications:
Diploma or Degree in Human Resource Management.

Experience:

Minimum of 6–12 months of relevant experience in Human Resource Management gained through internship, industrial attachment, or structured HR support exposure within an organizational setting.


You shall report to the Human Resources manager


· AcceptanceStatement:

I have read and understand the responsibilities required of me in this Job Description.


Signature: …………………………
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