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JOB DESCRIPTION
	Title:
	HR OPERATIONS SPECIALIST


	Team:
	HR OPERATIONS TEAM

	Reports to:
	HR OPERATIONS MANAGER


	About the Company:

	INTEGRA SERVICES DOOEL is an international company specialized in the provision of services in the area of information systems and technologies, outsourcing solutions and application development services to government and non-government organizations.



	Context of the position:

	The HR Operations Specialist is handling the overall activities related to establishing a strong professional relationship with selected candidates and administrative work. As an HR Operations Specialist you will be responsible for checking timesheets and invoices which requires a lot of precision and analytical skills.



	Responsibilities, duties and tasks

	· Be responsible for the whole lifecycle of the contractors, from in-processing/onboarding to out-processing/offboarding;
· Prepare contracts in accordance to the provided information;
· Support and manage the travel, visa and insurance arrangements for contractors;
· Follow the established procedures related to the frameworks/projects and invoicing;
· Ensures the correctness of the timesheets and invoices, in order to process them to the accounting department;
· Ensures the contractors’databases are up-to-date;
· Keeps regular communicatinon with contractors via e-mail and phone;
· Provides analytical and well-documented reports to the Service Delivery department;
· Asist the Recruitment team as required (terms of contract reviews, providing referrals from the contractors, contacting the referrals…);
· Responsible for the accuracy of the data provided;
· Providing analytical and well documented reports to the rest of the team and the managers.




	Skills required/ Experience:

	· Bachelor’s Degree preferred, or equivalent combination of education, training, and experience.
· Language skills: Proficiency in written and spoken English; French/Dutch/German language knowledge is an asset.
· Minimum of one year of experience in similar field
· Excellent communication and interpersonal skills

· Organizational skills
· High level of professionalism

· Maintain confidentiality



	Work location:

	· Skopje, North Macedonia, with occasional travels



Integra Services DOOEL 
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