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Job Description

Position Title: HR Executive
Reports To: HR Manager
Department: Human Resources
Location: International School Dhaka

Job Summary

The HR Executive is responsible for supporting the day-to-day operations of the Human Resources
department by ensuring the efficient administration of recruitment, onboarding, employee records, payroll
coordination, HR compliance, employee engagement, safeguarding administration, and communication
management. The role contributes to maintaining effective HR processes while ensuring compliance with
company policies and applicable labour laws.

Key Responsibilities

-_—

. Recruitment & Onboarding

e Coordinate end-to-end recruitment activities, including job postings, candidate screening,
interview scheduling, and reference checks.
Prepare offer letters, employment contracts, and onboarding documentation.
Conduct new employee orientation and induction programmes.
Ensure all joining documentation is complete and accurately maintained.

2. HR Administration & Employee Records

Maintain accurate employee personnel files and HR databases.

Update employee records, attendance, leave, and employment status in the ERP system.
Prepare HR reports and maintain documentation in accordance with company policies.
Ensure confidentiality of employee information at all times.

3. Payroll & Benefits Administration

Coordinate monthly payroll inputs, including attendance, leave, overtime, and allowances.
Assist in payroll processing and reconciliation.
Support the administration of employee benefits, insurance, and statutory compliance.

4. Employee Relations

Respond to employee queries regarding HR policies and procedures.
Assist in handling employee grievances and disciplinary matters.
Coordinate employee engagement initiatives and wellbeing activities.
Foster a positive and professional work environment.
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5. Performance Management

Support the implementation of the performance appraisal process.
Track performance review schedules and documentation.
Assist managers in maintaining performance-related records.

6. Compliance & HR Operations

Ensure compliance with labour laws, company policies, and internal HR procedures.
Maintain statutory records and assist with internal and external audits.
Support HR policy implementation and continuous process improvement initiatives.

7. Employee Mobile SIM & Communication Management

e Manage the allocation, issuance, replacement, and retrieval of official mobile SIM cards for
eligible employees.

e Maintain an accurate inventory and database of company-issued mobile SIM cards and assigned
users.

e Coordinate with telecommunications service providers regarding new connections, upgrades,
deactivations, renewals, and troubleshooting.

e Review, verify, and process monthly mobile telephone bills, ensuring accuracy and compliance
with company policies.

e Prepare monthly reports on mobile usage and highlight discrepancies or excessive usage to the
HR Manager and relevant department heads.

e Coordinate with the Finance Department to ensure timely processing and payment of monthly
mobile bills.

8. Child Protection & Safeguarding Administration

e Coordinate the completion of Child Protection and Safeguarding assessments for all new and
existing employees.

e Manage the onboarding of new hires into the TESS (The Employee Safeguarding System)
platform, ensuring timely account creation and enrolment.

e Monitor the completion of mandatory Child Protection and Safeguarding training and
assessments, following up with employees and managers as required.
Maintain accurate records of safeguarding training, certifications, and assessment outcomes.
Work closely with school leadership and safeguarding leads to ensure compliance with
safeguarding policies, regulatory requirements, and accreditation standards.

e Support the implementation, monitoring, and continuous improvement of safeguarding
compliance processes across the organisation.

Qualifications

e Bachelor's degree in Human Resources, Business Administration, or a related discipline.
MBA/PGDM in Human Resources will be an added advantage.
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Experience

e Minimum 1-3 years of experience in Human Resources or HR Administration.
e Experience in an international school or educational institution is preferred.

Skills & Competencies

Strong knowledge of HR operations and employment practices.

Understanding of Bangladesh Labour Law and HR compliance requirements.
Experience using HRIS/ERP systems.

Excellent communication and interpersonal skills.

Strong organisational, planning, and time management skills.

High level of accuracy and attention to detail.

Ability to maintain confidentiality and handle sensitive information with professionalism.
Proficiency in Google work space, Microsoft Office applications, particularly Google sheet, Excel,
Word, and PowerPoint.

Ability to manage multiple priorities in a fast-paced environment.

Strong customer service orientation and problem-solving skills.

Key Performance Indicators (KPlIs):

e Timeliness in processing recruitment, HR documentation, and performance appraisals.
e Employee engagement and participation in surveys and events.
e Efficiency improvements in HR workflows and processes.
e Training Completion Rate and Professional Development Participation
How to Apply

Interested candidates are invited to submit their updated resume to hr@isdbd.org with the subject line:
Application for [Position Title]
Applications must be received by August 25, 2026.
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