	I.  Position Information



	Position Title:

Human Resource and Accounts
Agency:

Bhutan Stroke Foundation
Type of Contract:
Contract for 2 years (possibility of extension)
Level:

             

Duty Station:

Thimphu
            


	II. Organizational Context 



	Bhutan Stroke Foundation is registered Civil Society Organization (CSO). It is aimed at providing a holistic non-medical and community-based rehabilitation and creates awareness through both modern and proven traditional methods to the patients diagnosed with stroke.
BSF, is planned to provide holistic services to the stroke patients in a professional manner. It is envisioned to be a canter equipped with adequate facilities and friendly environment where stroke patients receive the services regularly.
The Foundation emphasize on creating awareness on the root causes of cardiovascular diseases that lead to stroke; and focus on preventive measures. In line with the policy and directives of the Ministry of Health on combating the NCDs, the foundation also  attempt to create the spaces for physical activities in various areas providing life after stroke for the post stroke patients.

 The foundation also collaborates with other national and international centers to keep abreast with new ideas and knowledge.



	III. Functions / Key Results Expected


	A. Summary of Key Functions of Human Resource:  
1. Talent Acquisition and Recruitment:

· Develop and execute recruitment strategies to attract qualified and diverse candidates.

· Conduct interviews, assess candidate qualifications, and ensure a fair and inclusive hiring process.

2. Employee Onboarding and Orientation:

· Facilitate the onboarding of new employees, ensuring comprehensive orientation.

· Provide information on organizational policies, procedures, and promote a positive work culture.

3. Training and Development:

· Identify training needs and coordinate professional development programs.

· Monitor employee performance, provide feedback, and support career growth initiatives.

4. Employee Relations and Conflict Resolution:

· Foster a positive work environment by addressing employee concerns and conflicts.

· Implement employee engagement initiatives and maintain effective communication channels.
5. Policy Development and Compliance:

· Develop, update, and communicate HR policies in compliance with relevant laws.

· Ensure ethical standards and legal requirements are met throughout the organization.

6. Performance Management:

· Implement performance appraisal systems, set goals, and provide constructive feedback.

· Collaborate with department managers to align performance objectives with organizational goals.

7. Benefits Administration:

· Manage employee benefits programs, including health insurance, retirement plans, and other perks.
· Ensure compliance with benefit regulations and facilitate open enrollment processes.

8. Workforce Planning:

· Analyze organizational needs and contribute to workforce planning and restructuring initiatives.

· Collaborate with management to align HR strategies with organizational goals.
9. Inventories and procurement 

· Maintain upto date record of the office assets



	B. Summary of key functions of Accounts

1. Financial Record Keeping:

· Maintain accurate and up-to-date financial records for the organization.

· Ensure compliance with accounting standards, principles, and relevant regulations.

2. Budgeting and Forecasting:

· Collaborate with departments to develop annual budgets and financial plans.

· Monitor budget performance, provide financial forecasts, and recommend adjustments as needed.

3. Expense Management:

· Review and process invoices, expenses, and reimbursements in a timely manner.

· Implement cost-saving measures and ensure efficient resource utilization.
4. Financial Reporting:

· Generate and analyze financial reports for internal and external stakeholders.

· Provide insights into financial trends, variances, and contribute to decision-making processes.
· Maintain month financial and annual financial reports.
5. Audit and Compliance:

· Coordinate and facilitate internal and external audits.

· Ensure compliance with financial regulations, reporting requirements, and recommend improvements.

6. Payroll Processing:

· Manage payroll activities, including accurate calculation of salaries, deductions, advance payments and tax compliance.

· Address payroll-related queries from employees and ensure timely processing.

7. Grant and Fund Management:

· Monitor grants and funds received, ensuring proper utilization and reporting.

· Collaborate with program managers to align financial activities with project goals.

8. Financial Planning and Strategy:

· Contribute to the development of financial strategies aligned with the organization's mission.

· Provide financial insights to support decision-making at both strategic and operational levels.




	IV. Competencies



	Corporate Competencies:

· Strong understanding of financial principles, accounting standards, and financial management.

· Ability to analyze financial data to provide meaningful insights for decision-making.

· Attention to detail in managing financial records, processing invoices, and preparing reports.

· Accuracy in payroll processing and adherence to financial regulations.

· Capacity to analyze financial trends, forecast future financial positions, and recommend strategies.

· Strategic thinking in aligning financial plans with organizational objectives.

· In-depth knowledge of financial regulations and commitment to maintaining compliance.

· Clear and effective communication skills to convey financial information to stakeholders.

· Ability to explain financial concepts to non-financial staff members.

· Proficiency in using accounting software and financial management tools.

· Willingness to adapt to new technologies for efficient financial operations.

· Capacity to identify financial issues, analyze root causes, and propose effective solutions.

· Sound judgment in financial decision-making and resource allocation.

· Ability to build positive and collaborative relationships with employees, management, and external stakeholders.

· Demonstrated understanding and respect for diverse cultures and backgrounds.

· Proven ability to promote diversity and inclusivity in HR practices.

· Capacity to analyze complex HR issues and provide effective solutions.

· Ability to adapt to changing organizational needs and industry trends.

· Demonstrated expertise in talent acquisition, retention, and development.

· Capacity to align HR strategies with organizational goals.
· Strong commitment to promote disability inclusion and adherence to principles, vision and mission of Bhutan Stroke Foundation.


	Functional Competencies:
· Demonstrated ability to develop and implement effective recruitment strategies.

· Proven track record in designing and executing comprehensive onboarding programs.

· Ability to facilitate orientation sessions to familiarize new employees with organizational culture and policies.

· Strong interpersonal skills to manage employee relations and foster a positive work environment.

· Proven ability to address and resolve employee concerns and conflicts.

· In-depth knowledge of employment laws and regulations to ensure organizational compliance.

· Ability to work as a team to set performance goals and provide constructive feedback.

· Proficiency in managing employee benefits programs

· Proficiency in maintaining accurate and up-to-date financial records.

· Expertise in collaborating with department heads to create annual budgets.

· Ability to monitor budget performance and provide accurate financial forecasts.

· Proven ability to review and process invoices and expenses efficiently.

· Skill in generating comprehensive and insightful financial reports.

· Ability to present financial information to stakeholders in a clear and understandable manner.

· Knowledge of financial regulations and commitment to maintaining compliance.

· Proficiency in managing payroll activities, including accurate salary calculations and tax compliance.

· Effective communication skills to address payroll-related queries from employees.

· Ability to collaborate with program managers to align financial activities with project goals.

· Experience in providing financial insights to support decision-making.




	V. Recruitment Qualifications


	Education:
	Class 12 passed with relevant training in Human resource and Accounts. 


	Experience:
	Min 2(two) years (with Secondary education),

Experience in the usage of computers and office software packages (MS Word, Excel, etc.), and Experience in handling of web-based management systems, experience in the field of disability inclusion or public health would be an asset.

	Language Requirements:
	Fluency in Dzongkha and English (any other local dialect of Bhutan would be an asset)


Note: 

· Only those who are seeking for long term employment are encouraged to apply

· Only shortlisted candidates will be contacted for in-person interview.

