
EXCITING CAREER OPPORTUNITY
World Wide Fund for Nature (WWF) the global organization started in 
1961 as a conservation organization and to date, it operates in over 100 
countries around the world. WWF evolved from localized efforts in favor of 
single species and individual habitats to an ambitious strategy to preserve 
biodiversity and achieve sustainable development. WWF’s new strategy 
harnesses the strengths of the WWF network in a shared vision, focussing 
on six major goals - water, wildlife, the ocean, climate and energy, 
forests, and food – and three key drivers of environmental problems – 
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in Western Uganda. Our mission is to stop the degradation of the planet’s 
natural environment and to build a future where humans live in harmony 
with nature by; conserving the world's biological diversity, ensuring that 
the use of renewable natural resources is sustainable and promoting the 
reduction of pollution and wasteful consumption.
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engaging, optimistic, determined and knowledgeable individual willing to 
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(Please note that this job is open to Uganda Nationals only)
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Reporting:  Human Resource Manager
Location:  Kampala

Purpose of the position:
To support the co-ordination of Senior Management team documentation, 
logistics and administrative support. The Executive Assistant supports 
HR and Senior Management team align HR practices and systems with 
business objectives and deliver value added service to management in 
their designated departments that ensures continuity and delivery of the 
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MAJOR DUTIES AND RESPONSIBILITIES: 
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and invitations to meetings.
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recommendation of appropriate action to ensure timely execution.
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and technical areas).

*� >���"�
�����
������	��������
	��
������
�������	��������	��+�
*� :���	����	�����$��	���$���
��
���	������	�
��������	�	�����
����	��

�		�
��������	#�
�	
�"����	��+�
*� &������� �	�	��	
� ���8	��� �������� 
���	�	����
��� ���
%
�
	�� 
����

���

	%	�����
��		�
������
��
��������	�	��$�����	#�	��	
�"�����	�%
����
*� :���	���
��	��
����
�
��	����
��������%	��
�
�	���
	�$�	7�	��	�%����	���

��
�%
���������	�	����������	��+���
����	���	�
��������	�	���������

Support to the Human Resource Manager
Recruitment:
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assessment tests undertaken, room bookings made. 
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informing other candidates of their selection result.
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arrange for the on boarding and induction of new personnel; ensuring 
that they registered within the necessary systems (including panda 
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monitoring of suitable training programs for staff development. Conduct 
after training surveys to assess the outcomes and impacts of these 
development trainings.
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employees with respect to employment issues and concerns; through 
the interpretation of applicable HR policies and procedures.
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authorized by the HR manager.
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providing routine reports to the HR manager.

*� Q		��������!������	�
���"�������	��������	��������?��
	%	�	�����
�V������
4����	�	�������	���<?V4J$�"�
��
���
���	���������	��������	�DG������	��

*� 4�
���
�� DG� �	�����	�� �	���
�$� 
����

��� ������� �	�%	� �����$�
��
���
�
��������
	��
��
�����������
�	�����

*� ?�����	��	�	������DG�	7
������	��	�������	��
���
��������
*� �����	�	����	���	���	
����!��������
��	
�"���
�	������	�
*� ����������
�
���	�������DG��	����	�"	����
��
������	�������
5��
�����

	%	������
��	#�
�	�	���
*� :	�������������	���	���	
�
��
	�����
��	
�������
�	�����
�	�

$��#��

�������

���
�����%&��'#����%*�
���
�#
���##�
���
��������
�
*� 4���� ����	��� �� ��
%	��
��� X���	���/�� 
	��		� 
�� D����� G	�����	�

4����	�	�������	���	
���	�
�
*� :���3P��
���	����
�
���
��D�����G	�����	�4����	�	����4���	���
����

�	���	
���	�
�
������

	
��
%�����	
*� 4������%	�!����	
�	�
��������	������
���
�����
!	�4&������	���
�
������+���"��	������	�	��
*� ?�� �	�������	������
��"�%	���������	��
%	�	7�	�
	��	� 
�����
�
�������

related position.
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and addresses of at least 3 referees to the Human Resource Manager, 
clearly indicating the job title in the subject line to: 
kampala@wwfuganda.org not later than 4th December 2017 by 5.00 p.m.
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Note: Only shortlisted candidates shall be contacted for interviews.

together possible 


