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HR Manager  

	[bookmark: _Hlk122621579]Job grade
	Level 4
	Reports to
	Country Representative
Dotted line to SHRBP

	Directorate
	Conservation and Policy 

	Function
	HR

	Contract 
	Permanent 

	Location
	Nepal



Responsibility for resources

	Direct line reports
	None
	Responsibility for other resources
	Confidential staff data 

	Financial resources
	None
	
	



Our vision and mission 
The Zoological Society of London (ZSL) is an international conservation charity, driven by science, working to restore wildlife in the UK and around the world. Our vision is a world where wildlife thrives and every role, every person in every corner of ZSL has one thing in common – we are all conservationists, and passionate about restoring wildlife.

Purpose of the role 

The purpose of this role is to oversee HR and Health and Safety in Nepal supporting managers to recruit, retain and coach managers to enable effective people management.  

The post holder will work closely with the Country Representative and Senior HR Business Partner based in the UK to deliver the responsibilities and activities as noted within the Main Duties and Key Responsibilities section of this document. 

Key responsibilities
· Liaise effectively with the Department of Labour to ensure compliance with the Labour Code and all applicable statutory requirements, including human rights obligations, and advise staff on labour legislation and employment standards.
· Manage and execute the full recruitment cycle from vacancy announcement through job offer and induction for resourcing needs within the scope of the local HR role, in close coordination with the Country Representative, and the Senior HR Business Partner.
· Support the Country Representative with employee relations cases, including grievances and disciplinary.
· Support the Country Representative and Senior HR Business Partner to implement people initiatives and projects including developing pay structures, wellbeing initiatives and effective ways of working.
· Oversee and provide strategic leadership for the end-to-end system for the recruitment of consultants, including the development, management, and oversight of consultancy contracts with the office and external organizations or individuals.
· Coordinate closely with the Finance Department to ensure payroll accuracy and compliance with approved salary scales aligned to staff positions and levels.
· Develop, contextualize, and socialize HR policies at the country level, and ensure the staff handbook is updated and effectively communicated to all staff.
· Responsible for overseeing the accurate updating and maintenance of staff files, HR databases, and administrative systems at the country level.
· Oversee contract and benefits administration, including the issuance, renewal, and amendment of contracts for staff, consultants, interns and other personnel.
· Plan and coordinate staff orientation including partners, training sessions, workshops, and related activities as required and aligned with organizational needs.
· Provide guidance and support to line managers and staff on performance management processes, including individual work plans, performance improvement plans, and performance reviews.
· Regularly review and update risk management plans for the country office and all project field sites, ensuring alignment with organizational and country-level requirements.
· Serve as the country focal point for Equity, Diversity and Inclusion (EDI), contributing to the organizational EDI network and ensuring field perspectives inform global initiatives.
· Ensure effective implementation and compliance with Health, Safety and Security policies, including staff awareness, risk mitigation, and incident reporting at the country level.
· Act as the Country Wellbeing Champion, representing staff wellbeing priorities and contextual challenges in regional and global wellbeing forums.
· Lead Learning and Development coordination at the country office, including management of organizational e-learning platforms and monitoring staff participation and completion.
· Identify capacity-building needs and liaise regularly with the Organizational Development / Learning & OD function to seek technical and financial support for staff training initiatives.
· Work closely with the IT and Global HR teams to support the rollout, localization, and continuous improvement of the HR Management System (HRMS).
· Lead country-level implementation of the HRMS, ensuring data accuracy, staff onboarding to the system, and adherence to global HR standards and processes

The duties and responsibilities described are not a comprehensive list and additional tasks 
may be assigned from time to time that are in line with the level of the role.

Values and behaviours 

· Collaborative: creates an engaging environment where people feel comfortable asking for help or support
· Ethical: creates a culture which ensures everyone is treated fairly with dignity and respect
· Impactful: delivers results on time and to the agreed standards
· Inclusive: makes decisions that promote transparency and inclusion
· Innovative: is forward thinking and able to see the broader picture when planning and organising work
· Inspiring: has self-awareness and seeks feedback to better understand own style, approach and impact on team/staff motivation
Person Specification

	Experience

	Essential
	· Minimum of five years of progressive experience in HR at Officer level or above within the INGO sector.
· Master’s degree in business management, HR Management, or a related field, or equivalent professional qualifications; equivalent knowledge and skills may also be demonstrated through relevant practical experience.
· Proven experience in recruitment, staff management, handling grievances, and managing disciplinary cases.
· Hands-on experience in implementing the Nepal Labour Act, Social Security Fund (SSF) and ensuring compliance with employment contracts.


	Desirable 
	· Experience of leading on and managing complex employee relations casework 
· Experience of development and implementing policies, procedures and best practice guidelines
· Excellent project management, research, analysis and planning experience
· Experience of using HR databases and other IT systems
· Experience of managing, supporting and developing staff


	Knowledge and skills

	Essential
	· Advanced skills in using MS office packages, specifically Excel and PowerPoint or equivalent software packages will be acceptable.
· Strong ability to manage competing priorities, delegate effectively, and lead HR operations efficiently.
· Familiarity with Nepal Labour Act, Human Rights Act, GESI principles, and other relevant legislation governing HR management.
· Ability to maintain and use HR data and metrics to inform strategic decision-making


	Desirable
	· Able to demonstrate high accuracy and attention to detail with reference to written communications, whether in the form of documentation or call logging.
· HR related system, software, familiarity with the staff engagement protcols

	Additional requirements

	Essential
	· Willingness to travel to project field sites to support staff and partner organizations as required.
· Flexibility to work occasional evenings and/or weekends, depending on organizational needs.
· Strong commitment to creating a culture that lives ZSL values and commitment to safeguarding, equality and diversity (collaborative, inspiring, inclusive, innovative, impactful and ethical).
· Ensure compliance with and actively promote Health and Safety policies and procedures.
· Excellent relationship-building skills with managers, leadership, and teams across the organization.
· Outstanding written and verbal communication skills.
· Demonstrated ability to maintain high levels of confidentiality and exercise sound ethical judgment.
· Proven coaching and advisory skills to guide and support employees effectively
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