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INTERNATIONAL INSTITUTE OF TROPICAL AGRICULTURE (IITA)
INTERNAL & EXTERNAL ADVERTISEMENT

Ref: IITA-HR-NRS2019-023 Position:

e Employee Services Officer

Location: Ibadan Recruitment Type: National (3-year renewable contract)

Date Posted: 8th July 2019 Closing Date: 22rd July 2019

The International Institute of Tropical Agriculture seeks suitable applicants for the position
below at the Institute’s Headquarters in Ibadan:

Position: Employee Services Officer
Contract: 3-year renewable contract Location: Ibadan
DUTIES:

Successful candidate will among other things perform the following duties:

Collaborate in facilitating welfare program for NRS such as medical registration
and processing of reimbursement requested by staff, commiseration with families
of deceased in line with the policy, handling NRS loan and salary advance;
Contribute to effective management of employee relation by promoting effective
communication, engagement and consultation with staff, staff association and
other internal stakeholders;

Maintain a working knowledge of changes in the external environment such as in
legislation, government policies, etc that may affect people management in order
to ensure compliance;

Proactively explore and exploit new sustainable opportunities in all aspect of
employee services meeting a variety of staff’s need including employee assistance
programs;

Support the promotion of adherence to policies through enlightenment,
information and education while monitoring and analysing report on matters
relating to health and safety in offices, laboratories and field, punctuality, canteen
services and other aspect of employee services;

Support the processing of requests needing IITA’s legal retainer attention;




e Participate actively in the organization of IITA staff events (for example:
Sportsfest, Open Day family celebration and annual Long Service Awards);

e Ensure availability of lunch tickets to eligible staff and support smooth running of
the canteen services;

e Prepare the employee services monthly reports;

e Perform all other related duties as may be assigned by the supervisor.

QUALIFICATION:

A good university degree or equivalent in Human Resources Management, Social Sciences,
Humanities or related fields with a minimum of four (4) years’ working experience
performing similar role.

COMPETENCIES:
The ideal candidate must have:

e Keen interest in wellness program and employee relation.
e Ability to use computer (Microsoft Office Packages).
o Excellent communication skill (Oral and written).

REMUNERATION:

We offer highly competitive salary with equally attractive benefits and excellent working
conditions in a pleasant campus environment.

METHOD OF APPLICATION:

Interested applicants should complete the online application attaching detailed cover letter
and curriculum vitae saved with their names in Microsoft word format to IITA website:
http://jobs.iita.org/erecruit/ no later than Two Weeks from the date of this publication.
The application must include the names and e-mail addresses of three professional referees
which must include the applicant’s current or previous direct Supervisor, professional
colleague and evidence of current remuneration package.

IITA is an equal opportunity employer and particularly welcomes applications from
female candidates.
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