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Concern Worldwide, Bangladesh
Terms of Reference
Intern- Human Resources
Human Resources Department, Systems Unit
Head Office, Dhaka
________________________________________________________
Scope of Responsibilities:  The Intern- Human Resources will be supporting the HR Operations as a part of fulfilling the organizational commitment to poor people by contributing to the HR operational processes.

Responsibilities:  To contribute to standardize the processes, streamline and improving the systems on: Filing, HRIS, Mid-Year Performance Development Review, recruitment and general HR tasks.
The objectives of the engagement are shared in the following matrix along with the activities, expected results and timeline for better understanding:
	Objectives
	Activities

	Contribute to streamlining the filing systems (physical and electronic filing) 
	· Assist to improving the existing personal filing systems
· Assist in creating new joiners’ personal files
· Assist in improving leavers’ personal files
· Assist in updating the Exit Interview files 
· Scanning key HR documents for maintaining electronic version as the backup for mitigating potential risks as well as for future system automation.

	Tracking Mid-Year Performance Development Review 2022 (PDR) status
	· Assist in Tracking Mid-Year 2022 Performance Development Review (PDR) appraisal forms and filing 
· Assist in filing Mid-Year 2022 forms 

	Assist in HRIS Data Entry
	· Assist in updating existing HRIS Staff data such as nominee information, educational qualifications, extension periods etc. 
· Assist in HRIS data entry of newly recruited staff and leavers. 
· Produce/generate reports such as attendance reports as and when required 

	Assist in the overall recruitment and consultancy hiring processes
	· Assist in coordinating the recruitment and consultancy hiring process
· Assist in updating the recruitment and consultancy files

	HR Operations
	· Assist in preparing ID Cards;
· Assist in general HR tasks
· Undertake other related duties as may reasonably be assigned by the line manager.

	Accountability 
In line with Concern’s commitments under the Core Humanitarian Standard (CHS)
	· Actively promote meaningful community participation and consultation at all stages of the project cycle (planning, implementation, M&E); 
· Work with relevant colleagues  to ensure that the Complaints and Response Mechanism (CRM) is functional and accessible, that feedback and complaints are welcomed and addressed; 
· Work with relevant colleagues to ensure that information about CRM, safeguarding and expected staff behaviour is disseminated among programme participants and communities.




Obligations: Maintain high level of confidentiality wherever the incumbent come across sensitive information’s/data. Person shall accept, adhere to all Key Concern Worldwide policies (Code of Conduct and its associated safeguarding policies). 

Accountability: The Intern- HR is accountable to the Human Resources Assistant for performance.

Recruitment Requirements:  BBA/MBA in Business Administration, preferably major in HRM.

Job related knowledge: 
· Fresher with strong relevant academic background are also encouraged to apply
· 03/06 months experience in international and development organisations will be given preference.
· Having knowledge in MS Word, MS excel/PowerPoint 
· Excellent communications skill in English and Bangla
Time period: Three (03) Months 
Location: Head Office, Dhaka  

Concern Code of Conduct and its Associated Safeguarding Policies
[bookmark: _GoBack]Concern has an organisational Code of Conduct (CCoC) with three Associated Policies; the Programme Participant Protection Policy (P4), the Child Safeguarding Policy and the Anti-Trafficking in Persons Policy. These have been developed to ensure the maximum protection of programme participants from exploitation, and to clarify the responsibilities of Concern staff, consultants, visitors to the programme and partner organisation, and the standards of behaviour expected of them. In this context, staff have a responsibility to the organisation to strive for, and maintain, the highest standards in the day-to-day conduct in their workplace in accordance with Concern’s core values and mission. Any candidate offered a job with Concern Worldwide will be expected to sign the Concern Staff Code of Conduct and Associated Policies as an appendix to their contract of employment. By signing the Concern Code of Conduct, candidates acknowledge that they have understood the content of both the Concern Code of Conduct and the Associated Policies and agree to conduct themselves in accordance with the provisions of these policies. Additionally, Concern is committed to the safeguarding and protection of vulnerable adults and children in our work. We will do everything possible to ensure that only those who are suitable to work or volunteer with vulnerable adults and children are recruited by us for such roles. Subsequently, working or volunteering with Concern is subject to a range of vetting checks, including criminal background checking. 

Page 1 of 2

image1.png
CONCERN

worldwide




