
 

 

TERMS OF REFERENCE (TOR) FOR HR EXECUTIVE OFFICER 

 

Post:     HR Executive Officer (Grade 1) 

Post Type:    Permanent 

Reporting relationship:  Reporting to Operations Manager  

 

Key Tasks, Responsibilities and Deliverables: 

• Reviewing resumes and applications, conducting recruitment interviews and providing the 

necessary inputs during the hiring process 

• Help to organize and manage new employee orientation, on-boarding, and training 

programs 

• Preparation of salary statement and Handling the full and final settlement of the employees 

• Preparing and submitting all relevant HR letters/documents/certificates/Reports as per the 

requirement of employees in consultation with the management 

• Liaising with all government agencies to ensure adherence to compliance 

• Preparing and processing timely distribution of salary, bonus, increment salary slip, leave 

encashment and full and final settlements 

• Recording, maintaining and monitoring attendance to ensure employee punctuality and 

taking implemented measures to encourage proper attendance.  

• Maintaining and regularly updating master database (personal file, personal database, etc.) 

of each employee 

• Resolving grievances or queries that employees have and raising such queries to the 

respectable management level. 

• Implementing and administering performance management processes as per the PMS 

policy and timelines 

• Conducting exit interviews for employees and recording them accordingly 

• Reviewing job descriptions for all positions at regular intervals and updating them in 

consultation with the respective managers 

• Engaging with employees on a regular basis to understand the motivation levels of people 

in the organization 

• Providing administrative assistance as required by the Corporation. 

 

 

 



Requirements: 

• Bachelor’s Degree in Human Resources, Business Administration, or related field with 

Minimum 2 years of management experience in HR field 

(or) Diploma in Human Resources, Business Administration, or related field with Minimum 

7 years of experience in HR field 

• Ability to effectively use computer software including Microsoft Outlook, Word, Excel and 

HR software 

• A proven leader with strong interpersonal skills, keen to motivate and effectively educate 

and connect department managers and employees regarding all HR matters 

• Provide administrative support to the department of the Corporation 

 

Remuneration package  

• Negotiable                                                                                                          

 

Applications, together with the curriculum vitae (CV/resume, covering letter, supported by two 

nonrelated referees should be mailed to (info@sdfc.mv) or submitted before 26th January 2020 to 

the address below. Only short-listed candidates will be notified.  

 

SME Development Corporations (SDFC) 

Sakeena Manzil, 3rd Floor, 

Medhuziyaarai Magu, Malé  

 

 

…………………….. 


