
  

 

Job Description 

Human Resources Team Leader 
Location: Mission East HQ, Copenhagen, Denmark 

With occasional travel 
to: 

With occasional travel to Mission East’s Brussels office and field offices, as required 

Department / Team HR 

Responsible to: Secretary General 

Direct Line 
Management of: 

HR and Admin Officer, Brussels 
 

Contract / Hours per 
week: 

Permanent, Full time (37 hours per week). 0.8 FTE would be considered.  

Salary Scale Level: This role is established at Level 19 of the HQ-CPH Salary Scale 

Background Mission East is an international relief and development organisation working in crisis-affected countries in the 

former Soviet Union, the Middle East, Africa and Asia. We deliver emergency relief during disasters as well as 

long-term development assistance.  We are based on Christian values.  Mission East works to support 

vulnerable people and help local communities lift themselves out of poverty and marginalisation. We work 

directly with our beneficiaries or through local and international partners. We constantly strive to strengthen 

the relevance, effect and sustainability of our programmes. 

 

More information on Mission East can be found at: https://missioneast.org . 

Role Purpose: Responsible for the day to day operational oversight and management of Mission East’s Human Resources 
activity and provision of support and guidance on implementation of Mission East’s HR approach to field 
offices. The role combines day to day HR management and coordination with a contribution to the strategic 
development of HR policy and processes. Key focus areas are: 

• HR Team Management and Coordination 

• Recruitment, Retention and Reward 

• HR Information and Systems 

• Wellbeing Support 

• Learning, Quality and Standards 

Key Tasks and 
Responsibilities: 

HR Team Management and Coordination 

• Line manage HR team staff, as per organisational structures in place.  

• Coordinate and deliver HR annual plans, in line with Organisational strategy and values and in coordination 
with other team strategies, plans and needs.  

• Coordinate and take part in Global HR group meetings as a means of ensuring effective shared learning and 
consolidated HR approach across Mission East. 

• Provide regular HR updates and briefings to the Secretary General and for Board reporting, as necessary.  

• Attend and contribute to Senior Management Team meetings, where requested.  

• Provide governance administration support, as requested. 
 
Recruitment, Retention and Reward 

• Manage Mission East's HQ and Expatriate Recruitment and Selection process in accordance with 
organisational policy and procedures, including: provision of advice to recruiting managers, advertisement of 
roles, management of applications, involvement in selection and interviewing, job offer, pre-employment 
checks and contracting.  

• Deliver HR inductions for new starters.  

• Coordinate and support consultancy procurement processes, as arising and in accordance with Mission East's 
Procurement policy and processes. 

• Manage HQ and expatriate contract amendments and renewals.  

• Apply Mission East's Reward principles and implement salary scales and associated terms, conditions and 
benefits frameworks, including: 

o Compile monthly HQ Denmark payroll instructions and follow up with outsourced payroll consultant.  
o Oversee Expatriate and Belgium payroll administration processes. 
o Liaise with HQ benefits providers/insurers and ensure HQ benefits provision and associated 

administration is effectively managed and remains fit for purpose. 
 
Information and Systems 

• Manage HQ HR records and personal data processes in accordance with good practice and GDPR; coordinate 
with field offices on good practice data management. 

• Compile Quarterly and year-end HR and people-related metrics, KPIs and management information.  

• Ensure optimal staff access and awareness to HR policies, processes and information via HR Sharepoint 
portal and Knowledge Centre.  

https://missioneast.org/
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• Identify and implement agreed improvements to processes and systems.  

• Contribute staffing budget costs (including salary and benefits data) for budget and forecasting processes. 
 
Wellbeing 

• Coordinate HQ Wellbeing Committee meetings and follow up actions, including administration of regular 
Staff Wellbeing Survey.  

• Implement HQ Health and Wellbeing assessments, mitigation and improvement activity in accordance with 
Danish requirements and good practice.  

• Support implementation of organisational health and wellbeing policy across Mission East’s offices and 
activities.  

• Ensure adequate expatriate, travel and health insurances are in place and that policies are effectively 
managed and circulated to staff.  

• Access wellbeing support for staff (HQ and field) as necessary. 
 
Learning, Quality and Standards 

• Ensure Mission East HR practice complies with legal requirements, good practice guidelines (including Core 
Humanitarian Standard) and Mission East policy including by: 

o Contributing to the development of HR policies and development of procedures that enable good 
working practices and that are accessible and appropriate to all staff;  

o Providing or sourcing advice and training in policy implementation and good practice HR 
management. 

o Conducting routine internal HR audits and checks across the organisation to confirm compliance and 
to support continuous improvement.  

• Oversee performance management process and practice in accordance with organisational policy, including: 
o Promotion of relevant learning, training and development initiatives and increase in training and 

development activity. 
o Coordinating learning and training initiatives, including mandatory and refresher trainings.  
o Provision of advice and support to line managers on management of performance issues (capability 

and conduct) 

• Through liaison with other team as relevant, facilitate career and succession planning processes to 
encourage staff development and ensure knowledge is retained within Mission East.  

• Act as Organisational Focal Point for Safeguarding as outlined in Mission East's Accountability, Safeguarding 
and PSHEA and Child Safeguarding policies. 

• Provide support to HQ Complaints Handling Committee and complaints handling processes. 
 
Other 

• Liaise with HR professionals from other humanitarian organisations to facilitate shared ideas, experience and 
learning. 

• Carry out other general duties which may be reasonably required. 

Selection Criteria: You are an experienced HR professional with a commitment to delivering a professional, timely and supportive 
HR service. As an HR generalist, you thrive on the variety of an HR management role in an international 
organisation. With an eye for detail, you bring a good sense of humour and a passion to work in a dynamic and 
multi-cultural environment. You’re experienced in providing support to a range of stakeholders balancing 
sensitivity and discretion with approachability to build an atmosphere of mutual trust and to uphold Mission 
East’s organisational values.  
 
You will have the following experience and qualifications: 

• At least 3 years relevant experience in a senior HR management position in an international relief and 
development organisation. 

• Education to degree level or above. 

• Professional qualification in Human Resource Management  

• Prior experience managing HR in a values-based organisation. 

• Proven people management experience 

• A Danish Occupational Safety and Health qualification would be advantageous 

• Previous experience of living or working in one or more of Mission East’s geographies would be 
advantageous. 
 

You will display: 

• Full commitment to and understanding of Mission East’s mission. 

• Sympathy with Mission East’s organisational values and identity as a Christian organisation, and an ability to 
implement HR management solutions which exemplify and support demonstration of these values. An 
awareness of the Core Humanitarian Standard and other quality standards would be advantageous. 
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• Relevant awareness and understanding of principles and practice relating to the Safeguarding of vulnerable 
individuals within the context of Mission East’s work.  

• Proven investigation and complaints-handling skills.  

• Excellent English and Danish communication skills (spoken and written).  

• Enthusiastic, professional and positive approach with a high degree of self motivation. 

• Demonstrated ability to prioritise, plan and delegate within a flexible working environment. 

• Excellent management and decision-making skills. 

• Excellent relationship-management, teambuilding and interpersonal skills with an ability to communicate 
clearly and appropriately across all levels of the organisation, whether face to face or in remote-working 
contexts 

• Personal integrity, compassion and discretion and an ability to inspire confidence and motivate others. 

• Excellent computer skills in Word, Excel, and Outlook. 

• Willingness to travel to Mission East’s other office locations, as required.   

Other requirements: 
 

This role is based in Denmark. Candidates will require the right to live and work in Denmark.   
 
All Mission East’s staff are required to sign our Code of Conduct and Child Safeguarding Commitment.  

 
Mission East upholds high standards in all aspects of Safeguarding. In view of the nature of this role potentially 
requiring involvement with vulnerable individuals (including situations where there are potential imbalances of 
power), you will be required to provide both a self assessment and formal certificate of previous good conduct. 

 
Mission East upholds high standards in Counter Terrorism (COTER) and sanctions regulation compliance. In 
view of this role’s potential travel to and remote involvement with our field offices, Mission East will conduct a 
thorough pre-employment background check of successful candidates, including checking through the SDN 
sanctions lists. 
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