New Administrative Manager required at CGG
CGG is currently looking for the right person to join our management team and lead our Administrative Department and Human Resource Function. The suitable candidate should be a highly organised and self motivated manager with a strong administrative background and excellent interpersonal skills. The role reports to the National Coordinator for CGG and requires a First Degree, preferably in Business Management & Administration, and 5 years relevant post qualification experience. Individuals with Masters Degree are also encouraged to apply. If you believe you have the appropriate attributes and experience please contact us at cgg@slcgg.org with your CV and a short cover letter explaining about your responsibilities in your previous employment(s), your motivation for working for CGG and your understanding of the work of the organisation.
Regular Duties and Responsibilities:
· Ensures the smooth day-to-day running of the administrative division through supervision/management of the administrative personnel

· Provides, reviews and directs implementation of policy recommendations on human resources management, property and records management, and administration

· Prepares consolidated Annual Work Plan for the Administrative Department and produces annual and ad hoc reports on achievements and progress against objectives

· Develops administrative systems/ procedures to improve communication, efficiency and effectiveness of the work of the organisation
· Directs the implementation of employee performance evaluation system 
· Facilitates specific training and professional development for all staff in coordination with direct line managers and Coordinator

· Advertises job vacancies, interviews applicants for vacant positions, works with line managers to hire employees and provides orientation to newly hired staff and interns.
· Ensures that all major financial (or other) commitments with other parties are covered by a legal written agreement and negotiates any changes to any property contract.
Skills and Competencies:

· Ability and experience in participatory strategic planning, human resource and personnel management;

· Excellent planning and organisational skills;

· Proven record of effective management, understanding and being able to practice situational leadership (i.e. directing, coaching, supporting and delegating);

· Ability to work under pressure, prioritize multiple tasks and meet deadlines;

· Excellent interpersonal skills, oral and written communication skills; 
· Knowledgeable in the Sierra Leone Tax Laws, NGO policy and Sierra Leone Labor Code;

· Strong computer skills e.g. word processing, spreadsheet and presentation software.
