
 
 

 

 1 

AMNESTY INTERNATIONAL ITALIAN SECTION - JOB DESCRIPTION 

 

Job title: Human Resources Senior Officer 
 
Job purpose: to manage and implement effective processes and activities to ensure accountability and 
compliance in human resources management. 
 
Unit description: we manage people and processes solutions that add business value and increase 
organisational wellbeing; we oversee the combined HR and OD in delivering a high-quality service. 
 
Main functions 
The role involves, but is not limited to, the following functions: 
1. Manage HR policies, Terms of Employment (ToE) and administration processes (e.g. timesheets, 

relationships with public bodies, and day to day activities), to ensure compliance with Italian 
legislation and group policies. 

2. Implement compensation strategy for staff from budget definition to payroll, monitoring salary 
structure and market benchmark to ensure the balance between staffing needs and cost controls. 

3. Develop and implement our diversity management program, equal employment opportunity and 
discrimination, and harassment prevention to ensure compliance with international standards. 

4. Develop the Human Resources Information System (HRIS) to support evidence-based decision-
making processes for staff wellbeing (e.g. overtime, travel, days of illness, days off, etc.). 

 
Main responsibilities 
In collaboration with other workers the holder of this position will have these responsibilities: 
1. Support the Face to Face Unit in recruiters’ incentive scheme design and ToE management in line 

with fundraising strategy and priorities, national law, and monitor effectiveness through KPIs. 
2. Partner with Services and Legal colleagues to monitoring legislative activity (e.g. GDPR) that 

impacts specific roles to reach compliance. 
3. Forecast, control, adjust, analyze and report HR costs, monitoring their evolution in collaboration 

with Finance colleagues. 
4. Promoting and participating in technologically innovative actions contributing to IT and digital 

development throughout the organization and ODHR Unit. 
 

Budget responsibility: 
No 
 
Working relationships 
Reporting to: Senior Head of ODHR 
 
Coordinate roles: interns 
 
Other key relationships: 
Liaises with labor consultant to ensure the payroll process roll out and review of Terms of Employment. 
Collaborate with Executive Coordinator Unit and Finance Unit to ensure an effective control and 
management process of our consultants Terms of Reference. 
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Organisational skills 
The Competency Dictionary of Amnesty International Italy focusses on “how” we work rather than on 
“what” we do, by defining behaviours expected of a group of workers cooperating to achieve a common 
objective. 
1. Audacious and Rigorous: we have a sense of hope, urgency, ambition and daring that drives us to 

take risks and to seek creative solutions. We aim to develop programmes that are effective and 
build confidence that our work is credible, politically astute and worth promoting. 

2. Agility and Responsibility: we are nimble, flexible and creative in the face of challenge, we make 
speedy decisions and deliver quickly and effectively. We confidently and transparently assess our 
performance and proactively pursue a result-driven culture. 

3. Challenging and Respectful: we support the right to challenge and are willing to question decisions, 
behaviours, and laws in the interest of achieving positive change externally and internally. We value 
the opinions, professional expertise and diversity. 

 
Technical knowledge 
1. Confident in HR budgeting and payroll, timesheets management, labor relations agreements, labor 

contract administration, grievance resolution, and disciplinary issues. 
2. Extensive knowledge of diversity management programs and procedures, discrimination in the 

workplace, compensation strategy and benchmarking. 
3. Proficient in HRIS management and in managing HR analytics. 
 
Equality statement 
Equality and diversity are core values and staff are expected to work to promote a constructive and 
thoughtful approach so as to shape an organization where the work of others is enhanced and 
respected. 
  
Conflict of interest 
Any public or other activity, affiliation or support to groups, organizations, personal associations or any 
other factors which may generate a real or perceived conflict of interest with the principles of Amnesty 
International (specifically independence and impartiality), raise a security problem, or otherwise 
prevent the achievement of the set goals or the carrying out of assigned functions, must be indicated 
immediately. 
 
Date: 25/11/2019 
 
  
 
 
 
 
 
Any change, addition, omission or other alteration of the present Job Description will be made after 
contacting the worker and will be communicated by written notification.  

 
 

Giovanni Rufini 
Country Director 

 
__________________ 

 

 
Signed and agree 

 
 

__________________ 
 


