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ROLE PROFILE
	Title:
	Human Resources Business Partner 

	Functional Area:
	HR & OD

	Reports to:
	HR&OD Manager

	Location:
	Dhaka
	Travel required:
	30% field travel required

	Effective Date:
	ASAP
	Grade:
	C2



plan international PURPOSE
Plan International is an independent development and humanitarian organization that advances children’s rights and equality for girls. Plan International envisages a world in which all children and young people realize their full potential, a vision now shared by the 193 Heads of State and Government who adopted the 2030 Agenda for Sustainable Development in September 2015. 
We believe in the power and potential of every child. This is often suppressed by poverty, violence, exclusion and discrimination. Its girls who are most affected. Plan International’s new Global Strategy aims to transform the lives of 100 million girls by implementing an integrated Programme and influence approach. 
In Bangladesh, we have set our vision for 2030 as, ‘We will partner to empower girls and young women, to be heard, to live without fear of violence and to achieve their rights’. We have started the new country strategy in July 2020 aiming to achieve this exciting and ambitious vision. This would require the organization to have an effective, efficient and committed workforce willing to challenge the prevailing status-quo, engaging men women boy’s youth people, specially girls and bringing best out of all to create synergy for movement at all levels – from community to national, and beyond.
ROLE PROFILE

Plan International Bangladesh, in view to support its Vision for 2030, has been familiarizing with the implementation of a dedicated decentralized HR & OD team to support its staff thus organization to excel in their capacity, motivate and retain talent them with right career support. 

Plan International Bangladesh aims to ensure dedicated HR support adapting HR Business Partner (HRBP) model in order to bring effectiveness and efficiency in people management. HRBP position will be responsible for aligning business objectives with employees and management in designated business units and /or divisional offices. 

The position holder formulates partnerships across the HR function to deliver value-added service to management and employees that reflects the business objectives of the organization. The HRBP maintains an effective level of business literacy about the business unit, program, partners, staffs, operation and its culture.

The HRBP ensures that Plan International’s global policies for Safeguarding Children and Young People and Gender Equality and Inclusion are fully embedded in accordance with the principles and requirements of the policy including relevant Implementation Standards and Guidelines as applicable to their area of responsibility. This includes, but is not limited to, ensuring staff and associates are aware of and understand their responsibilities under these policies and Plan International’s Code of Conduct (CoC), their relevance to their area of work, and that concerns are reported and managed in accordance with the appropriate procedures.

Dimensions of the Role

· Responsible for the assisting throughout employee life cycle and managing key HR functions for designated divisional offices including start to end recruitment process, induction of the new staff, renewal of staff contract, staff changes in roles and responsibilities, payroll management, information update in HRIS, exit process as well as lead cultural transformation. 

· Works as the focal person for ensuring that all recruitment policies and process are being rolled out in the country program. The HR BP serves to orient the other HRBPs and the hiring managers on the interview norms and standards based on the Plan policy & guideline while maintaining gender equity and equality.  

· Supports and engages youth at the workplace, through implementation of the process and policies to recruit intern/trainee. Provide handholding support and develop knowledge and skill to ensure their fitment for the job market. 

· Taking a lead to ensure Plan Bangladesh has an inclusive / diverse workplace with equal gender representation; looks for continuous improvement opportunity in the process and policy in the operating space. 

· This position has no direct supervisory responsibilities but does serve as a coach and mentor for other positions in the department/divisional offices.

· Communicates with internal staff members (most senior position to support staff) and provide required HR support; Internal communications also include Finance and Admin at BCO, HRIS project team and Regional HR&OD team 

· Takes appropriate stance to identify and mitigate risk related to updating employee information in the system for record and compliance aspects.

Accountabilities

· HR Business Partnering support to Divisional offices (Bangladesh Country Office and Cox’s bazar emergency response office)- one stop HR service desk. 
· Leads start to end recruitment and selection process for the designated divisions/offices. 
· Develops contract terms for new hires, confirmations, promotions and transfers.
· Manages monthly payroll (including time sheets) ensuring appropriate supporting documentations and approval within the agreed timeline and process
· Ensures that all employees are insured under life and health insurance including family members and ensure yearly renew of the contract
· Conducts weekly/monthly meetings with respective divisional office’s key stakeholders and all the team members to support them with right solution.
· Consults with line management, providing HR guidance when appropriate. 
· Analyzes trends and metrics in partnership with the HR peers to develop solutions, programs and policies.
· Manages and resolves complex employee relations issues, conducts effective, thorough and objective investigations, escalate when it’s necessary.
· Maintains in-depth knowledge of legal requirements related to day-to-day management of employees, reducing legal risks and ensuring regulatory compliance. 
· Collaborates with colleagues in the human resources department to develop policies, programs, and appropriate solutions.
· Provides day-to-day performance management guidance to line management (e.g., coaching, counseling, career development, disciplinary actions).
· Works closely with management and employees to improve work relationships, build morale, and increase productivity and retention.
· Provides HR policy guidance and interpretation.
· Ensures HR Planning for the Divisions in collaboration with HR colleagues and supervisor.
· Supports international employees regarding their expatriate assignments and related HR matters.
· Provides guidance and input on divisional office restructures, workforce planning and succession planning.
· Works with HR&OD Manager in identifying staff developmental needs.
· Supports HR&OD team on HR reporting, compliance review and HR audit.   
· Accountable for tracking all the Exit process, final payment has been done on time and in line with the organizational policy.
· Supports in responding to any emergency response need. 
· Works on finalizing HR&OD Budgeting, workforce planning with HR & OD Manager.
· Implement and ensure country recruitment policy compliant with gender balance in Plan Workforce at all level of positions. 
· Supports development of a competent future workforce for development organizations by running the internship programme of Plan International Bangladesh in different department, providing mentoring, guiding support to the interns.
· Ensures that Plan International’s global policies for Safeguarding Children and Young People and Gender Equality and Inclusion are fully embedded in accordance with the principles and requirements of the policy including relevant Implementation Standards and Guidelines as applicable to their area of responsibility. This includes, but is not limited to, ensuring staff and associates are aware of and understand their responsibilities under these policies and Plan International’s Code of Conduct (CoC), their relevance to their area of work, and that concerns are reported and managed in accordance with the appropriate procedures

Key relationships

Internal:
 
· Communicate frequently with divisional managers and as well as all departments of operations and programmes to conduct day to day HR business  
· Work closely with Finance team to complete payroll process and final payment to separated employees 
· Relevant HRIS focal point
 

External:

· HR departments of other development organizations for exchanging and sharing of organizational views and information required for organisation mostly related to market survey and benefits packages.
· Local vendors for trouble shooting of HRIS and other locally purchase software i.e. e-recruitment etc.


Technical expertise, skills and knowledge

Essential

· Masters/Bachelor (hons) degree in Human Resource/ Management/Psychology/Behavioural Science/Business Administration
· 4-5 years’ experience in human resource management in reputed organisation
· Excellent verbal and written communication skills. 
· Excellent interpersonal and customer service skills.
· Excellent organizational skills and attention to detail.
· Ability to comprehend, interpret, and apply the appropriate sections of applicable laws, guidelines, regulations, ordinances, and policies.
· Ability to acquire a thorough understanding of the organization's hierarchy, jobs, qualifications, compensation practices, and the administrative practices related to those factors.
· Excellent time management skills with a proven ability to meet deadlines.

Desirable
· Working experience in development organization
· Strong analytical and problem-solving skills.
· Proficient with Microsoft Office Suite or related software.

PLAN INTERNATIONAL’S VALUES IN PRACTICE

We are open and accountable
We create a climate of trust inside and outside the organization by being open, honest and transparent. We hold ourselves and others to account for the decisions we make and for our impact on others, while doing what we say we will do.

We strive for lasting impact
We strive to achieve significant and lasting impact on the lives of children and young people, and to secure equality for girls. We challenge ourselves to be bold, courageous, responsive, focused and innovative.

We work well together
We succeed by working effectively with others, inside and outside the organization, including our sponsors and donors. We actively support our colleagues, helping them to achieve their goals. We come together to create and implement solutions in our teams, across Plan International, with children, girls, young people, communities and our partners.

We are inclusive and empowering
[bookmark: _GoBack]We respect all people, appreciate differences and challenge inequality in our Programme’s and our workplace. We support children, girls and young people to increase their confidence and to change their own lives. We empower our staff to give their best and develop their potential.


PHYSICAL ENVIRONMENT
Based at the BCO with at least 30% travel to different offices of Plan and projects areas 
LEVEL OF CONTACT WITH CHILDREN

Low contact: No contact or very low frequency of interaction √



Plan International LOCATION-TITLE-STATUS-CONFIDENTIALITY-LANGUAGE-DATE
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