	 POSITION TITLE:    Coordinator                                              GRADE:   II     

 DEPARTMENT:       Administrative Services                    STATUS: Exempt

OFFICE:                   Human Resources                            REVISED: 7/20/2022
REPORTS TO:         Department Director 


Position Summary:

The purpose of the position is to ensure the right people with desired qualifications and talents are hired for work in Tess-Pat Foundation Hospital. This position also promotes the welfare of employees, ensures that justice, equity, and fairness are maintained for both the employees and the employer. The hope is that this person would take the lead in ensuring the implementation of the policies guiding the management/administration of the hospital.  
Position Scope:

Department of Administrative Services; Acts as the Liaison between employees and the employer; State Ministry of Health; LGA department of Health; Other Departments of TPFS.   
Accountability:

Reports to the Department Director
Provides Direction to:

Secretary

Examples of Essential Job Functions:

1. Coordinate the advertisement of open positions and the hiring process.
2. Responsible for background check on employees and affiliates of TPFS.

3. Acts as the advocate for employee welfare, entitlements, complaints.
4. Acts as the liaison person for TPFS with Attorneys on legal matters.

5. Responsible for conducting the termination or resignation processes of any employee. 

6. Other duties as assigned. 

Peripheral Functions:

1. Organize human resources fairs and seminars for employees

2. Work with other offices to organize workshops for professional and personal growth.
Qualification Guidelines:

1. Master’s degree, in Business Management, Marketing, Social Work or equivalent.  
2. Experience in Community organizing/advocacy efforts.

3. Experience in administration and working in an office setting with multiple people.
4. An understanding of “Labor laws and policies.”

5. Familiarity with advocacy and community organizing methods. 

6. Understanding of church structure at local, regional, national and international levels.

7. Fluent in Ibo and English preferred.
8. Computer skills: Microsoft Word, Access, Publisher, Power Point, Excel, & Skype.
9. Excellent written and oral communication skills.

10. Must be available for local travel.  

11. Must be available to work flexible hours.

Physical Requirements:

Standing, walking, sitting, lifting, carrying, pushing, pulling, climbing, stooping, kneeling, crouching, hearing, speaking, seeing, reaching, lifting heavy loads 30lbs. and repetitive arm/hand/finger movements.  
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