CITY OF MUTARE

OFFICE OF THE TOWN CLERK

{VACANCY: PRINCIPAL HUMAN CAPITAL OFFICER: GRADE 12x 1 ]

Applications are invited from suitably qualified, self-motivated and task oriented individuals to fill the
above position that has arisen within the Town Clerks Department.

THE PERSON SPECIFICATION

» 5°0’ Levels including Maths and English

» Bachelor’s degree in Social Sciences/Human Resources Management/equivalent
» Registration with IPMZ will be an added advantage

» 5 years’ experience in a similar environment

DUTIES AND RESPONSIBILITIES

The incumbent will be reporting to the Human Resources Manager and will be responsible for:

» Employee Relations

Recruitment and Selection

Assist in Human Resources Planning

Facilitating Employee Welfare and wellness
Coordinating Training and Development

Facilitating Performance management and Remuneration

YV V VYV

KEY COMPETENCES

Ability to communicate effectively

Ability to work effectively, both independently and within a team
Ability to work under minimum supervision

Exhibiting high integrity and must be a person of ethics

YV VY

Applicants should submit six (6) certified copies of academic and professional certificates and their CVs to
the office of the Town Clerk no later than 20 November 2023.0nly shortlisted candidates will be
contacted. Canvassing will automatically disqualify candidates.

“EQUAL EMPLOYMENT OPPORTUNITY”

TEL: 020-64412 WHATSAPP: +263 775 792 461 FACEBOOK: The City of Mutare

TWITTER: @CityOfMutare WEBSITE: www.mutarecity.co.zw

City of Mutare

Civic Centre

P O Box 910 CHAFESUKA K B.
MUTARE TOWN CLERK



