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Tel: (+291) 1124941
Fax: (+291) 1124941
www. bishamining. com

Bisha Mining Share Company
P.O. Box 4276

Asmara

Eritrea

VACANCY ANNOUNCEMENT

Bisha Mining Share Company is inviting applicants for the following
position for Bisha site project:

Position: HR Supervisor - Employee Relations
Department: Employee Services

Section: Human Resources (HR)

Number of Positions: One (01)

Primary Purpose
e Supervise and administer all employee related issues, disciplinary

matters, wellbeing activities, case management, HR documentation,
and compliance activities, ensuring accurate reporting and adherence
to company policies and Eritrean Labour Laws.
Main Functions
e Administration of HR Processes and Reports
e Coordinate employee wellbeing activities in collaboration with
relevant departments
e Manage Disciplinary Matters, Grievances, Employee Cases, and
Legal Compliance Tasks
A. Disciplinary & Grievance Management
B. Employee Case Management
C. Sick Leave Management
D. Separation Management
E. Labour Court Case Management
e Ensure HR documentation and processes meet audit and legal
standards.
e Data Analytics & Reporting
TASK DESCRIPTION EXPANDED TO CORE PERFORMANCE
AREAS
Administration of HR Processes and Reports
e Ensure all Employee Relations activities are captured in relevant
systems.
e Prepare and submit month-end HR reports, IRC reports, and Board
notes.
e Monitor compliance with HR policies, procedures, and statutory
requirements.
e Maintain accurate filing of HR documentation in line with audit
requirements.
e Conduct reports and analysis of exit interviews; escalate issues of
concern.
e Prepare discipline reports (daily), turnover analysis (monthly),
employee case reports (weekly), and labour court status reports.

Coordinate Employee Wellbeing related activities in liaison with various
departments
e Assist in planning and execution of company sports activities and
social events.
e Facilitate projects and activities aimed at improving employee
morale.
e (Coordinate annual employee morale survey.
e Organize and manage sports activities in collaboration with various
departments.

Managing Disciplinary Matters, Grievances, Employee Cases & Legal
Compliance
A. Disciplinary & Grievance Management
e Arrange disciplinary hearings, including venue,
translators, and custody of evidence.
e Investigate grievances, misconduct, and workplace complaints with
fairness and confidentiality.
e Ensure all necessary documents are available and participate in
disciplinary hearings.
e Provide guidance to line management and employees on disciplinary
policies and procedures.
e Ensure grievances and complaints are handled in compliance with
the grievance policy and Eritrean labour law (legal standards).
e Document hearing proceedings by taking accurate minutes.
e Ensure disciplinary measures align with company policies and
procedures.

participants,

&\ F

TR BANA - AFLBF a2AN

e Draft responses to court orders and represent the company in court
when required.

Employee Case Management

Routinely monitor and diligently follow up all employee cases.

Ensure timely and appropriate resolution of each case.

Maintain open, clear, and empathetic communication with employees,

providing updates and guidance while ensuring confidentiality.

e Collaborate with managers and supervisors to ensure consistent
application of policy in case management.

e Record all interactions, progress, and outcomes in the case tracker.

e o o

C. Sick Leave Management

e Oversee the entire sick-leave process from documentation to
return-to-work protocols.

e Ensure compliance with sick-leave policies and entitlements.

e Adhere to Eritrean labour laws relating to sick leave.

e Provide guidance to employees and managers on sick-leave
procedures and legal obligations.

e Follow up all employee insurance claims.

D. Separation Management
Facilitate a smooth, respectful, and legally compliant separation

process.
e Analyze exit interview feedback to identify improvement
opportunities.

e Oversee accuracy and timely processing of severance pay, accrued
leave payouts, and Certificates of Service in line with policy and
Eritrean labour law.

E. Labour Court Case Management

Follow up court case status and hearing schedules.

e Maintain detailed records of communications, filings, and court
decisions.

e Ensure full compliance with court orders and rulings.

Ensure HR Documentation and Processes Meet Audit and Legal
Standards
e Ensure all HR documentation is accurate, complete, and properly
filed, meeting legislative (Eritrean labour law) and internal audit
requirements, with periodic self-audits to verify compliance.
e Verify employment contracts before final approval by the HR
Manager.
e Ensure clearance forms and certificates of service are completed prior
to final sign-off.
e Monitor compliance with severance pay policy and termination
procedures.

Data Analytics & Reporting
e Maintain accurate records of employee relations cases.
e Analyze data to identify patterns in grievances, turnover, or
engagement.
e Provide regular reports to HR leadership for decision-making.

Unique requirements / other information
e Ability to maintain confidentiality and handle sensitive information

professionally.
e Carry out any other lawful duties or instructions as requested by the
line manager.

Knowledge, Experience and Skills

Qualifications:

e Degree or Diploma in Business Management, Public Administration,
Human Resources Management, or Law.

e Strong understanding of employment law, compliance, and HR best
practices.

e [Education or experience in labor law and legal compliance is highly
desirable.

e Prior HR experience, ideally in employee relations or labor relations.

Knowledge and Experience: C
ontinued on page 7
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- Computer Maintenance
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Continuedfrom page 6 VACANCY ANNOUNCEMENT

Bisha Mining Share Company is inviting applicants for the following position for Bisha site project:

Position: HR Supervisor - Employee Relations
Department: Employee Services

Section: Human Resources (HR)

Number of Positions: One (01)

e 3 -5 Years of experience in personal administration handling employee-related 1ssues; experience in the mining industry 1s an advantage.
e Knowledge and understanding of the Eritrean Labour Proclamation and related employment laws.
e Experience with disciplinary hearings, grievances, court appearances, and drafting legal responses.
e Experience in HR reporting, compliance processes, and employee case management
Technical Skills Behavioral Skills
e Computer Literacy (MS Office — Intermediate) e Strong communication skills (English and Local language)
e Attention to detail e Assertiveness
e Report writing skill e Interpersonal Relations
e Knowledge of HR Policies, Procedures and Processes e Ability to meet deadlines
e Manage audit requirements e Accuracy
e Labour Legislation knowledge e Confidentiality
e Business Communication skills e Integrity/Business Ethic
¢ Financial acumen e Ability to work under pressure
¢ Administrative skill e Strategic Thinking
e Presentation skill e Problem Solver
General Information and other requirements:
0 Place of Work: Bisha.
0 Salary: As per Company salary scale.
0 Type of Contract: Indefinite
Additional requirements for Nationals:
0 Having fulfilled his/her National Service obligation and provided evidence of release paper from the Ministry of Defense.
0 Present clearance paper from current/last employer.
d Testimonial documents to be attached (CV, work experience credentials, a copy of your National Identity Card etc.).
0 Only shortlisted applicants will be considered as potential candidates for an interview.
0 Application documents will not be returned to sender.
0 All applications should be sent through the post office.

0 Deadline for application: 10 days from the day of publication in the Newspaper.
Address: Please mail your applications to: -
Bisha Mining Share Company,
P. O. Box 4276 Asmara, Eritrea
Note to Eritrean applicants:
Please send a copy of your application to
Aliens Employment permits
P. O. Box 7940 Asmara, Eritrea
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