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HUMAN RESOURCE OFFICER  JOB DESCRIPTION 
 

Position Overview 

Educate! is seeking a professional and well organized Human Resource Officer to support the HR 
department.  The HR Officer will join the Human Resource Manager and Human Resource 
Coordinator to support the organization’s human resource needs. Educate! is growing fast and 
beginning to expand into other countries, and with this growth we are looking for individuals excited 
to work in an entrepreneurial, fast-paced environment. The ideal HR Officer will have a passion for 
working with young people and growing in the human resource career. As a member of the HR 
department you will have the chance to work in a high-performance culture with a motivated and 
supportive team of talented individuals.  

About Educate! 
 

Educate! is a fast-growing non-profit social enterprise, currently operating in Uganda and 
imminently expanding across East Africa and beyond. We deliver to secondary school youth a skills-
based model of education, comprised of leadership and entrepreneurship training, mentorship, and 
real experience starting an enterprise, and work to incorporate our model into national education 
systems across Africa. Our Vision for 2024 is to impact 1 million youth annually across 10 countries 
in Africa. We currently reach almost 90,000 students directly each year. 
 
Educate! took a huge step in 2012, when we supported Uganda's government in nationally integrating 
a more practical entrepreneurship curriculum and student business club structure, modeled off of 
Educate!'s program. This curriculum now reaches more than 25,000 youth annually. In 2015, we’ve 
begun working with Rwanda’s government on curriculum reform. 

Educate! is backed by top funders such as The MasterCard Foundation, Echidna Giving, Segal, Vitol, 
Planet Wheeler, and Halloran Philanthropies, is a winner of the 2015 WISE Awards for education, 
and featured by Brookings Institution and the Clinton Global Initiative. Educate! team members have 
won recognition from Forbes 30 under 30, Echoing Green, Ashoka, Global Good Fund, and three 
Acumen fellowships. We value retention of great people: eight of our top thirteen programs team 
members have been with Educate! for at least six years. 

We manage aggressively to impact, and our Randomized Control Trial – the gold standard of impact 
evaluation – shows that our students double their incomes by the end of the program. 

Performance Objectives 
 

Human Resource Record keeping (40%) 
• Collect all relevant documents at time of recruitment of new staff and open personnel file. 
• Keep up-to-date files for all staff including all HR related documents, i.e. pay-slips, contract 

addendums, discipline records, training and development, leave records etc.  
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• Manage the contract signing process with staff and respective managers and update HR 
Coordinator at payroll updates.  

• Ensure contractors and all relevant documents including TIN numbers and NSSF numbers for 
full time staff.  

• Support department to conduct exit interviews where applicable and close staff files according 
to exit procedure and checklist. 

 
Recruitment support (30%) 

• Follow up with managers for JD’s for respective job vacancies, draw-up advert in E! format 
and send to HR coordinator.  

• Update list of Networks to send advert to.  
• Work with Admin to run newspaper adverts where appropriate.  
• Manage ugandajobs portal to ensure new applications are read and select relevant candidates 

for interviews.  
• Manage communication to applicants and candidates before and after selection as well as after 

interviews.  
• Select paper applications and file all recruitment documentation received.  
• Follow up with hiring managers for interview questions and prepare interview sheets as 

needed.  
• Support in practical interviews, i.e. provide laptops and supervise.  
• Collate all interview sheets and make summary report of interviews held and send to HR 

manager and Directors as needed. 
 
Manage HR related payments and errands (20%) 

• Collaborate with the Manager to make projections every two weeks of anticipated HR related 
payments including cheques.  

• Follow up on cheque payments with service providers and ensure cheques are written, 
delivered and receipted.  

• Support finance with LST payment as required by law. Deliver letters and reports to KCCA, 
labour office as needed.  

 
Manage Staff and volunteer leave (10%) 

• Manage the staff leave calendar at the beginning of the year in collaboration with department 
managers.  

• Collate the planned leave days and add them in the HR report.  
• Ensure managers plan and approve leave for each team member before year end.  
• Create a calendar for volunteer leave and send to the respective managers.  
• Print leave request forms and have on hand for staff to fill out before going on leave.  
• Receive and file approved leave forms in respective staff personnel files.  
• Update long leave procedure and share as needed.  
• Update the leave tracker on Google drive for all managers to access anytime.   
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Miscellaneous Tasks 
• Support HR department in preparation for and delivering training for field and office staff. 
• Complete any other duties as reasonably assigned by the Managers and Country Director. 
 

Qualifications  
- At least 1 years work experience. (Experience working within the education sector in East Africa is 
preferred.) 
- Possess strong organizational skills and excellent written and verbal communication skills. 
- Foster a high-performance culture through motivating and supporting a team of talented individuals. 
- Be proactive and excited to work in an entrepreneurial, fast-paced environment.  
- Be a problem-solver who can manage new and unexpected challenges. 
- Demonstrate knowledge of principles of program management and communication. 
- Exhibit commitment to the professional development of him/herself and his/her team 
- Fits the Five Cultural Tenants- see What is Educate! About? below 
 

Terms  
 
- Location is in Kampala, Uganda  
- Compensation will be gross of 1,800,000.   
- Benefits include health insurance. 
- Position reports to Program Manager.  
 
    Application Process 
 
Intrigued? Please send a resume, a cover letter, and a list of references to 
ugandajobs@experienceeducate.org.   
 
Please include "Regional Officer – Where you found the position – Your Name” in the subject line. If 
someone referred you for this position, please include his/her name in the subject as “Referral: 
Name”.  
 
Application deadline will be rolling, with goal to fill position ASAP. 
 

What is Educate! About?  

We’re ambitious. Are you? Educate! is growing fast, so new opportunities are opening up and 
expanding all the time. We’re inspired by people with drive, and we love to help them reach their full 
potential. We expect everyone at Educate! to contribute above and beyond their job description, grow 
their skills, and advance their careers – and we are committed to supporting our staff members on that 
journey. 

1. We Put Youth First - The youth we serve come first. Always. In everything. That means we 
wake up thinking of ways we can serve youth even better and get the highest impact out of 
every dollar that we spend. It means Educate! doesn’t own a single vehicle, because we’d 
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rather take the bus if it means one more student can participate. It means making every 
decision like the future depends on it — because if we get our way, it does. 
 

2. We Are Always Learning - When you work at Educate!, educating yourself is part of your 
job too. We encourage every employee to find the best book on management; share the latest 
article on graphic design; bring in your favorite college mentor; or meet the researcher 
pushing the edge of the field. We are always thirsty for knowledge and love to share. 
 

3. We Only Solve a Problem Once - We are allergic to band-aids so we love the person who 
brings the new system to solve the problem for good, even problems we haven’t recognized 
yet. 
 

4. We Are Flexible - We thrive on change — we’re driving it. We are growing every day, so we 
have to adapt quickly to meet new challenges, and our team keeps up. 
 

5. We Exceed Expectations - We assume we can achieve the impossible because we already 
have, year after year. We want our staff to create your own challenges, ask the toughest 
questions, and dream scary big! 

Every person at Educate! -- from interns to the executive director -- is evaluated by how they live up 
to these five cultural tenets. They are at the core of how we achieve our mission and why we work as 
well as we do. 

   


