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Poéltlon | ' E 6fflcer3 Human Resoufceé .
; Job Number: : GGM-2026-NUM-03 E
..... " Number of Positions: | 01.
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% Qualifications: § n stltutlon
|"A minimum of 1- 3 years’ work experience in Human Resources Management with
. Experience | relatlvely Iarge organlzat!on (over 700 employees}

Gelta Gold Mmtng Ltd satelllte pro;ects (Star & Comet and Nyamulfllma) to ensure:
i HR services are visible in these projects which are far fromthe main administration
? | premises

: Technical

. on daily basis.
! »  Administer and process leave requests in accordance with company leave
:' policy.

[

! » Receive, escalate and provide feedback to employees on various HR gueries
| _

i

with-company recruitment policy.
Assist in administering various disciplinary processes as per company j
disciplinary policy and procedures.
+ Coordinate time and attendance paperwork between line managers and HR |
Systems section.
o Coordinate sign-off of- payroll inputs (Allowance forms, Overtime; Headcount,
etc.) by adhering to set deadlines. :
Main or Key » Llalsle w?h relevtant ?ecnons to sort out staff welfare issues e.g. transport, :
' Sk meals, etc. in a timely manner. '=
Accountabilities: ¢ Relieve Senior HR Officer when on leave or assigned other duties at main.
: admin or eiséwhere.
] * Provide general MR visibility at Star & Comet and Nyamulilima projects. !
Perform any other task assigned by direct manager within the scope of best’ ¢
HR practices of Geita Gold Mining Ltd.

f

i »  Assistin coordination of recruitment pracesses and logistics in accordance
;

i

Safety
= Learn and follow the Safety requirements refated to work;
i = Consider what could go wrong and what needs to be done to-work safely
; before starting a task;
Speak up if a task cannot be done safely;
+  Continually look for new hazards in-the workplace and repart them to
immediate supervisor;
; i » Talk to supervisor when unable to work at your best:
: i ¢ Suggestways to improve Safety performance
i e Promptly report alt injuries, illnesses and mcadents




~Additional
i Requirements:

P i e

| Mode of Application:

Contact Address:

. BEWARE OF CONMEN! GGML does not re
money in exchange for a job offer or suspect such activity,
Department, Investigation Unit, by calling
channels by sending an SMS to +27 73 573
the internet at www tip-offs.com.

| Application Deadline:

et

i e Help others to work safely

General

e Work closely with various departments, increasingly in a consultancy role,
assisting line managers to understand and implement policies and
procedures,
Promoting equality and diversity as part of the culture of the organization.

Commit your best endeavors and full capability to the work assigned to you by

direct supervisor.

e Advise direct supervisor if you do not understand the work assigned to you, or '

if the assignment does not fit with your knowledge of the circumstances,
current skills or available time and resources.

* Advise your direct supervisor of any situations or conditions that could create
obstacles to, or opportunities for, the work of the managerial team or
company.

¢ Demonstrate work behaviors consistent with the company values and work
within prescribed boundaries, including required behaviors, company policies,
standards, procedures and legislation requirements.

 Disclose timely information to your direct supervisor when accountability
cannot be met within limits or can be met with less time or resources than
planned.

Compliance with all applicable AngloGold Ashanti policies and procedures.

e Compliance with AngloGold Ashanti's "Values and Business Principles"

*  Good knowledge of Tanzania Labour Laws and employment practices

Application cover letter (Subject should be: Officer 3- Human Resources andlor

. quote the job number), detailed CV, copies of relevant certificates, e- mail and

telephone contacts, names and addresses of three referees, to be forwarded to
below address.

- You will be required to bring original certificates if you are contacted for
| interviews.

| Senior Manager Human Resource,

- Geita Gold Mining Ltd,
. P.O. Box 532,

i
i

Geita.
Email: jobs.geita@AngloGoldAshanti.com

NB: All internal applications must be endorsed by the applicant's head of

department.

!

|

~ | Application letters should reach the above on or before 28 July 2020 —17hr30. |

Only shortlisted candidates will be contacted for interviews.

ceive money in exchange for a job position. Should you be asked for |
please report this immediately to our Security |
+255 28 216 01 40 Ext 1559 (rates apply) or use our whistle-blowing |
8075 (SMS rates apply) or emailing 24cthonesty@ethics-line.com or use




