PORT AUTHORITY OF TRINIDAD AND TOBAGO

VACANCY: HUMAN RESOURCE SUPPORT OFFICER (HRSO) - TOBAGO (ON CONTRACT)

The Human Resource Support Officer (HRSO) reports to the Executive Human Resource Manager and
is required to support the delivery of HRM services in Tobago by advising on the application and
interpretation of existing Collective Agreements, HRM policies and procedures, rules and regulations.
Duties include monitoring, reviewing, evaluating, researching and drafting HRM policies, procedures,
systems and programmes, attending meetings and serving on Committees.

The HRSO is a key member of the Human Resource Team and is expected to demonstrate high levels
of confidentiality and professionalism at all times. He/she must ensure that advice and guidance
provided to management and staff in the Tobago GSS are in alignment with approved HR/IR Policies
etc. of the Port Authority.

e Assists in monitoring and forecasting manpower requirements in Tobago to ensure that the GSS
is properly staffed at all times.

e Conducts research and utilizes supporting data in the analysis and evaluation of information to
assist in the preparation of HRM related policy documents, briefs, working papers, presentations
etc.

e Collects, compiles and verifies data on human resource matters in Tobago to contribute to the
development of HRM policies and procedures.

e Coordinates and supports the execution of recruitment and selection activities in Tobago such as
shortlisting, interviewing, compiling final interview reports and conducting reference checks.

e Prepares draft reports, Board/HRC Notes, internal notes and other documents as required.

e Conducts training and development needs analysis and contributes to the development of a
Training Plan for Tobago.

e Evaluates the effectiveness of training by liaising with all key internal stakeholders.

e Advises on the interpretation and application of performance management policies, procedures
and guidelines.

e C(Collates information on identified gaps in employee performance based on completed
performance appraisal reports and makes recommendations for remedial training and the
subsequent re-evaluation of the employee’s performance post training.

e Assists in the administration of procedures for handling employee grievances and disciplinary
processes as per Collective Agreements and HR best practices.

e Provides advice and support regarding the management of employee related matters.

e Lliaises with Line Managers and assists in the preparation of the Departmental Payroll budgets in
the required format and within pre-determined timeframes.



Vacancy: Human Resource Support Officer (HRSO) — Tobago (Contract)

e Assists in the analysis of the HR metrics to allow for measuring HR partnership and decision-
making.

e Prepares, submits and/or presents reports as necessary.

e Assists in the preparation of Board Notes on HR matters for the consideration and approval of the
Human Resource Committee/ Board of Directors.

e Performs any other related duties as assigned.

Minimum Requirements

Qualification/ Experience and Training:

e Bachelor’s Degree in Human Resource Management or Management with core courses in HRM
from an accredited academic institution

e Minimum of five (5) years’ related working experience inclusive of two (2) years supervising junior
employees in a HR/IR environment

e Certificate in Industrial Relations from an accredited academic institution

e Certificate in OSH from an accredited academic institution will be an asset

e Working knowledge and application of employment laws and regulations

e  Working knowledge of the principles and practices of good industrial relations

e Working knowledge of OSH requirements

e Experience in the interpretation and administration of Collective Agreements

e Experience in handling non-complex disciplinary matters

e Experience in drafting reports, letters, presentations etc.

e Extensive knowledge of public sector policies, procedures, rules and regulations related to HRM

e Extensive experience in conducting research

Applications along with copies of certificates should be submitted no later than 4.00 p.m. on 2026
August 03 and addressed to:

Executive Human Resource Manager
Re: Human Resource Support Officer (HRSO) - Tobago (Contract)
Port Authority of Trinidad and Tobago
Administration Building
Dock Road
Port of Spain.
OR
Via E-mail as follows:
pattvacancies@patnt.com

Email subject line should read: Human Resource Support Officer — Tobago (Contract)

Unsuitable applications will not be acknowledged.



