ToR: Human Resources Manager
The CARPATHIA project
The CARPATHIA project is one of the largest and most ambitious conservation projects on the continent.
Foundation Conservation Carpathia (FCC) is a Romanian NGO with a strong focus on developing a new
National Park in the Fagaras Mountains and, eventually, strengthen the protected area network of the country
and change the country’s direction towards sustainability and conservation.
The project consists of a number of different entities with FCC being the umbrella organisation, which owns
and controls everything. These entities include our Asociatia Ocolul Silvic Carpathia, two Hunters Associations
(for the administration of hunting concessions, which we rent for wildlife protection), and several commercial
companies for different activities. In total, the number of employees has exceeded 110 staff and we are
currently looking to fill additional 7 positions.

Organization: Foundation Conservation Carpathia
Reports to: Executive Directors
Works with / Relations to other departments:
●
●

Work closely with Legal & Finance managers for labour agreements and payroll processes;
With all departments, people managers and staff

The main purpose of the job: The ideal job holder will create and manage the HR function (which include
full employee-life cycle support: staffing, training & development, performance management and career
planning, retention, employee relations) and ensure compliance with labour law.

Key Responsibilities:
1. Strategic role:
‒
‒
‒
‒

Provide comprehensive HR advisory to Executive Directors and managers on all aspects of
human resources matters;
Implement and develop successful HR strategies and policies, aligned with the overall
organizational plans;
Review proposals on organizational changes with Executive Directors and ensure that
organizational changes are reflected in the Organisation Chart;
Work collaboratively to provide a full employee life-cycle support for all staff;
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2. Staffing:
‒
‒
‒

Collaborate with managers to assess workforce planning needs; organizational & job design;
manage the recruitment & selection process;
Work with hiring managers to ensure new staff are effectively onboarded.

3. Training & Development:
‒
‒
‒

Develop the Induction & orientation process;
Work with managers and the Education officer to identify training needs and develop annual
training plans for staff;
Act as liaison with HR training suppliers.

4. Performance management & career planning
‒
‒

Assist managers and employees with the performance management process;
Set the succession planning principles for key staff.

5. Compensation & benefits
‒

Evaluate existing comp&ben packages and propose improvements to ensure that the
organization meets both employee expectations and remains competitive in the
marketplace.

6. Employee retention
‒
‒
‒
‒

Develop a strong retention plan for key staff;
Help people managers to engage and motivate their teams;
Lead the internal communication efforts & communicate on personnel-related matters;
Help foster an engaging and productive team culture.

7. Employee relations
‒
‒

Labour agreements, provide counselling to individual employees, conflict mediation,
disciplinary procedures, termination etc.
Keep current with Romania’s labour laws and assist managers and staff with compliance.

Required knowledge & qualifications:
●
●
●
●
●

Degree in Human Resources, or related field;
Minimum experience: 3-5 years in HR management roles; experience in developing, directing and
managing multiple HR-related projects;
Strong knowledge in all basic HR related fields, including labour law;
Experience in MS Office. Database management skills with experience producing reports;
English – advanced level.

2/3

Required skills & competencies
●

●
●
●
●
●

Demonstrated experience developing, reviewing, and maintaining HR related guidelines, policies
and procedures. Interest in helping to establish processes, adapt existing systems, and grow with an
expanding team.
Excellent advisory skills and interpersonal skills (tact, diplomacy, discretion and impartiality);
coaching and influencing skills are essential for this position; strong work ethic and personal integrity
Effective communicator, skilled at building strong working relationships with both internal and
external clients;
Ability to prioritize and work to deadlines
Demonstrated flexibility to changing situations and priorities.
Enthusiasm and commitment to FCC’s mission and values, and for people management as a
discipline.
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