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Telegrams.:  “SECOMS"







     CIVIL SERVICE COMMISSION
Telephone:    2404 2601/2







     P.O. Box 158

      2404 9051/4







     Interministerial Building
Fax:
      2404 9053






                        Mbabane











     eSwatini






Vacancy
ASSISTANT HUMAN RESOURCE OFFICER
Applications are invited from qualified candidates for appointment to the above posts in the Civil Service tenable in the Ministry of Public Service. 
QUALIFICATIONS/SKILLS AND ATTRIBUTES 
The candidate must have the following qualifications: -
· Diploma in Human Resource Management or Public Administration or Industrial Psychology or Business Administration or Sociology or Political Science.
· Bachelor’s Degree in the above fields, will be an added advantage. 
· Must have done O’ Level and attained certificate.
· Computer Literature.
· Knowledge of Labour Laws, regulations and best practice in Human Resource Management.
· Ability to maintain confidentiality and handle sensitive information.
· Excellent verbal and written communication skills. 
DUTIES/RESPONSIBILITIES

· To maintain accurate employee records, including personal information, employment history, and performance evaluations
· To create and monitor the cap of personal records and changes of staff into the HRMIS.

· To Facilitate the on boarding process for new appointments by preparing orientation materials, conducting initial training sessions, and ensuring that all necessary paperwork is completed.

· To assist in ensuring adherence to and provide advice, regarding the application of all laws, rules and regulations relating to the human resources and public service administration.

· To assist in the investigation and conciliation of disputes, complaints and grievances.

· To process files for public service officers who are due for retirement.

· To ensure adherence to government regulations and internal policies related to employment practices.

· To assist in the recruitment process by posting job vacancies, screening applications, scheduling interviews, and communicating with candidates.

· To assisting in the implementation of HR policies and procedures as directed by the HR Officer.

·  To assist in the development of appropriate training material for induction and refresher courses within the Ministry.
· To assist in CMAC cases involving the Ministry and monitor progress.

To assist in transport management.

· To initiate preliminary investigation and compile disciplinary reports with clear charges and recommendations in liaison with the Office of the Attorney General.
· To perform any other duties as assigned by the supervisor and/ or the Head of Department. 
SALARY

The basic salary is on Grade C3: E132,556 rising to E149,194 per annum.

APPLICATION PROCESS
Hand deliver your application letter together with your Curriculum Vitae, Identity card and certified copies of Tertiary Certificates to the Executive Secretary’s Office, Office No.4, Civil Service Commission. Foreign qualifications must be verified by the Eswatini Qualifications Authority (Education). Candidates who do not possess the above qualifications should not apply as their applications will not be considered.

N.B. 

If you do not receive a response in a month’s time it would mean that your application was not successful.

CLOSING DATE:  10TH MARCH,2025
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