
Human Resource and Administration Officer Vacancy 

POSITION DETAILS 

Position Title: Human Resource and 

Administration Officer  

Office 

Location: 

Lilongwe, Malawi 

Organisation  Tilitonse Foundation  Reporting to The Chief Executive 

Officer  

  Position 

Supervises   

- Administrative Assistant  

- Driver  

JOB DESCRIPTION 

Tilitonse Foundation Overview   

Tilitonse Foundation aims at increasing capacity of Non - State Actors and actively promote citizen’s 

engagement in democratic governance and upholding citizen’s rights by the state. It mobilizes and 

provide funds to Civil Society for the promotion and enhancement of good governance and 

development in Malawi. It supports NSAs to play a role in consolidation and upscaling good 

governance.  The Foundation believes that increased capacity of NSAs and promoting levels of 

citizen engagement in democratic governance are important catalysts for increased accountability, 

responsiveness and inclusivity of the state and other service providers. Tilitonse Foundation is 

strategically positioned as a catalyst for CSO engagement in promoting and advocating for societal 

transformation through catalyzing more accountable, inclusive and responsive governance and 

development. 

Overall Responsibility  

The Human Resource and Administration Officer is responsible for delivering outstanding Human 

Resources professional support to the Tilitonse Foundation. She/He will be responsible for 

developing and managing human resources, and ensuring efficient office administrative services to 

all staff, grant partners, consultants and visitors.  The Officer will have input into the Foundationsn 

overall business strategy and be responsible for the Human Resources Strategy. The Foundation is 

an institution that builds on principles of fairness and justice, equality and good governance, and 

builds on a culture that reduces the vulnerability of members of staff and stakeholders.  The 

incumbent will be expected to contribute towards creating a good work environment, and will comply 

with policies that promote the rights of women, girls, children, minority rights, including rights of PLWA 

 

Key Responsibilities  

 Operationalize the HR systems and the HR business architecture that are relevant to the structure 

and nature of the Foundation.   

 Lead on all HR activities of the Foundation, and keep the CEO and SMT informed about People 

and HR issues. 

 Provide support to managers to drive, communicate and sustain change implementation by 

ensuring clarity on the rationale for change, the future vision, what needs to be done and what 

the impact is.  



 Manage a strong performance management culture and processes. Support and coach staff and 

managers to create clear appraisal objectives, hold open honest conversations, recognize 

success and implement performance improvement plans.  

 Support managers to understand employee learning needs, career aspirations and to build 

learning and development plans. Recommend suitable learning methods and develop an annual 

organizational learning and development plan. 

 Identify skills and capabilities required to deliver current and future Foundations work.  

 Develop an annual resourcing plan and support and challenge managers to make the right 

resourcing choices.  

 Manage appropriate, effective and creative recruitment and selection approaches. She/He will 

also be responsible in ensuring that Employees receive a thorough induction and coach 

managers on their role in delivering this. 

 Manage and continuously improve the Organizations reward system ensuring an appropriate mix 

of pay, benefits and non-pay rewards in line with the Organization’s reward principles and national 

legislation.  

 Contribute to reward benchmarking and coach managers in talking to employees about reward. 

Ensure payroll and reward is delivered and communicated effectively.  

 Lead in developing and maintaining all the Foundations HR and Administrative policies, 

processes, procedures and documents.  

 Lead in design and implementation of workplace policies. This will include design of a gender and 

inclusion (minority rights), and HIV and AIDS Workplace Policies, Safeguarding Policies.   

 Undertake periodic participatory institutional audits in the work place, in order to improve the work 

environment  

 Provide specialist advice and instruction to managers on employee relations issues (i.e. 

disciplinary, grievance, capability, bullying and harassment) in line with Policy, best practices and 

national legislation, working with legal providers as needed.  

 Collect, collate and accurately analyses HR metrics for use within the Organization. 

 Oversee the procurement of goods and services for the Organisation manage the logistical 

support for meetings and events and ensure efficient coordination of travel and associated 

arrangements for partners and staff 

 Lead in office supply management and managing vendor contracts, facility management inclusive 

of rentals, cleaning, security. 

Required Qualifications, Skills and Competencies 

 Human Resource related first degree and/or postgraduate qualification 

 A minimum of 3 years work experience within a busy and diverse HR team. 

 Strong experience in administration work  

 Knowledge, understanding and application of Malawian Labour law and Employment Act 

 Strong IT skills particularly MS Word, Excel and Outlook, with experience of using HR databases, 

online recruitment tools and Intranets 

 Strong communication skills in written and oral English   

 

 

 



 


