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Position Report
	POSITION TITLE
	Manager, Human Resources

	DEPARTMENT
	HR



	POSITION HOLDER
	

	MANAGER’S TITLE
	President



	POSITIONS REPORTING TO POSITION
	Nil



	POSITION HOLDER’S SIGNATURE
	

	MANAGER’S SIGNATURE
	

	PREPARED BY
	ICANN



	DATE
	August 2004 




PART A:
POSITION PURPOSE

The key purpose of this role is to plans and administer policies relating to all phases of human resources activity by performing described duties personally or through allocated people and resources. 

The role requires the provision of assistance in identifying, evaluating, and resolving human relations and work performance problems within the organization to facilitate communication and improve employee human relations skills and work performance by performing the following duties.

PART B: 
KEY RESULT AREAS AND KPI’s PERFORMED
· Identify the Key Result Areas (KRAs) (the main responsibilities) of the position. 

· A weighting out of 100% has also be given to indicate how much of an importance the KRA has in the position.

These KRAs will form the base of the Performance Plan that is to be developed for the incumbent of the position. Each element of the performance plan will have explicitly defined goals attached in terms of time, quality and delivery outcomes.

The Key Result Areas for this position are:

· Management of HR strategy & support
30%

· HR Reporting & administration


30%

· Performance Management


20%
· Recruitment & Selection


10%
· Learning & Development


10%


Each Key Result Area is further detailed on the following pages

	Management of HR strategy & support
	Weighting
	% 30
	

	Responsibilities to be completed in a timely and accurate manner

Providing information to reporters & interested parties:

· Constructs an HR Plan in line with the business plan
· Determine all costs of operation of HR for input into the Organization plan’s financial forecasts
· Interprets Organization HR policies and procedures and advises on their application and compliance to line management and employees

· Suggests amendments and improvements to the President on HR policies and procedures, and enacts and distributes them once approved

· Communicates HR Policies and Procedures to new employees via induction programs

· Develop and distribute HR information necessary for managers to perform their work effectively.
· Respond to enquiries regarding policies, procedures, and programs.
·  Keeps up to date with changes in State and Federal Legislation that affects HR practices in the Organization and suggests amendments to HR policies and procedures to align to such changes

· Provides advice and support to Legal Counsel on breaches of HR Policies and procedures likely to affect an employee’s tenure and takes action in accordance with Legal counsel and the President’s direction on such matters

· Provides refresher programs on elements of the HR policies and procedures to management and employees when required

· Ensure the employee handbook issued on commencement is up to date and reflective of current Organizational policies

· Ensures that employees posted in locations outside of ICANN’s head office are managed and advised in accordance with their local Legislation requirements.

· Investigates accidents and reports to appropriate authorities and key ICANN personnel

· Represents the organization at various human resources related meetings, investigations and hearings




	HR Reporting & Administration
	Weighting
	% 30
	

	Responsibilities to be completed in a timely and accurate manner

· Create and maintain secured employee personnel files that reflect all relevant information regarding their employment
· Create and maintain a complete HR filing system that provides information on employees and all relevant management material
· Manage all HR Legislated reporting requirements on behalf of the company

· Provide HR reports to the President and relevant management on a monthly basis (or otherwise as directed) such as:

· Staff turnover statistics

· Absenteeism, safety & compensation information

· Recruitment activities

· Performance review data

· Salary and benefits data

· Legal issues or internal disputations

· Learning & development activities

· Provide advice to the President and Management as to correcting or improving performance in areas identified in the above reporting.

· Manage the engagement of all employees and management including the execution and renewal of contracts

· Manage all HR programs and record their activities in appropriate formats

· Administer all employees located outside of the Organization’s head quarters with regards to their local situations and Legislations 


	Performance Management 
	Weighting
	20%
	


	Responsibilities to be completed in a timely and accurate manner

· Ensure all employees and new starters have a position description that accurately reflects their role

· Train all employees in the Performance Management system

· Train all Managers in the Performance management system and administer it accordingly

· Ensure that objectives set by managers are timely, realistic and relevant

· Record progress of employees against objectives set

· Review alignment of performance of individuals with learning and development activities and suggest alterations where required

· Highlight to key management and the President where performance reviews are not being conducted and work with those involved to correct the situation

· Advise key management and the President of circumstances where an employee’s performance is under scrutiny and suggest ways in which this can be recovered

· Work with the President to assist in alignment between performance and salary and benefits reviews




	
	
	
	


	  Learning & Development       Weighting   10%

  Responsibilities to be completed in a timely and accurate manner

· Ensure all employee performance programs have appropriate learning & development activities attached
· Regularly conduct training of appropriate staff in areas of human resources such as

· Policies and procedures

· Recruitment

· Safety

· Managing performance

· Legal requirements of management

· Induction

· Establish relationships with suppliers of learning & development services and negotiate the best possible service for such activities

· Provide input into budgets created by the VP Business Operations for the provision of appropriate training in compliance, skills and development activities

· Create records of employee’s training activities and report on outcomes
· Identify further opportunities to apply learning and development activities that support individual and team requirements
· Construct train-the-trainer materials where practical and train managers in its use

· Create a library of information in this area to be made available to employees for on-going use




  Recruitment & Selection       Weighting   10%
Responsibilities to be completed in a timely and accurate manner

· Ensure all roles to be filled have a position description and have been approved by the Manager’s manager
· Train employees with people management responsibilities in behavioural interviewing and the recruitment and selection process.

· Establish relationships with supplier of recruitment services and negotiate the best possible service for such activities

· Build HR recruitment advertising templates to use in online or press advertising
· Build HR recruitment advertising for the ICANN web site
· Establish and co-ordinate panels of suitable Managers, employees or other stakeholders for the final interviews

· Construct interview guides for use by yourself or the line managers that reflect the role to be filled

· Determine salary, benefits and conditions associated with each position prior to the commencement of the recruitment activity

· Organise a timetable of activities, facilities and technology to conduct interviews

· Conduct screening of resumes and applicants against the position description, ICANN policies and philosophies, and other candidates
· Interview first round candidates by face-to-face, telephone or teleconference
· Provide short-lists of best suited candidates to the recruiting manager
· Have independent reference checks and testing undertaken and report results to managers involved
·  Provide guidance to the panels and recruiting managers on the attributes or otherwise of all finalists
· Discuss job offers with the recruiting manager and draft written offers or contracts based on these discussions
· Engage ICANN counsel to sign off contract offers
· Ensure all offers and contracts are executed and recorded appropriately

· Arrange for all induction activities to occur

   Arrange for all support activities to assist the employee in starting their job successfully (such as business cards, telephony, IT support, seating etc)

PART C:
SKILLS, EXPERIENCE, KNOWLEDGE AND QUALIFICATIONS

Competencies (skills)

· Excellent written and verbal communication skills 

· Know how to prioritize and plan

· Strong computer literacy 
· Understand policy and legislation issues 
· Creates appropriate strategies

· Tactical and operationally sound

· Strong detail orientation

· Investigative abilities

Personal Attributes

· Ability to co-operate and work as part of a team
· Tolerance for stress
· Ability to manage multiple tasks at the one time, organized
· Adaptability/flexibility (work hours, ability to prioritize)
· Ability to review practices to find more efficient and effective ways to work
· Comfort in dealing with multiple cultures and time zones that are part of an international organization 
· A high level of interest and /or experience in HR, preferably in the IT sector
Experience/Knowledge

· At least 10 years of operation in human resources management

· At least 5 years in a management or supervisory role

· At least 2 years experience in Managing HR in California

· Exposure to an International workforce is desirable
Qualifications

· Bachelors Degree in a Human Resources related or Management field or 
· Equivalent 
 PART D: 
COMMITTEES/PANELS/TASKFORCES

· Task forces or projects as determined by the President of ICANN

PART E: 
KEY CONTACTS

Internal 

· President

· Staff, Board
· Contractors

External

· Universities

· Suppliers of recruitment services

· Suppliers of employment law services

· Suppliers of training services

· Suppliers of remuneration and benefit services

· HR consultants

· Government bodies

· Safety authorities

· Insurers

· Department of Immigration

· Government bodies of other countries
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