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JOB DESCRIPTION 

 
 
Job Title:    Human Resources and Administration Manager 
Reports To:    Fiscal and Procurement Manager 
Department:    Operations 
Location:   Mwanza, Tanzania 
Job Status:    Full-Time 
Date Created/Revised:  October 4, 2019 
 
 

BACKGROUND 

History: Touch Foundation was founded in 2004 to strengthen the health system in Tanzania and sub-
Saharan Africa. Headquartered in New York City, Touch’s largest office is in Mwanza, Tanzania, with 
staff also located in Shinyanga and Dar es Salaam, Tanzania, as well as Lesotho and Europe. Touch has 
supported the education of over 5,000 healthcare workers, and strengthened healthcare delivery through 
investments in infrastructure, equipment, and supplies. We work with a range of local and international 
partners to develop high impact programs that reflect the interconnected aspects of the health system. 
Recently our programs have expanded beyond Tanzania to other countries in sub-Saharan Africa. We 
are developing solutions to ensure the effective deployment and retention of healthcare workers in sub-
Saharan Africa, and to improve maternal and newborn health outcomes. Touch Foundation is comprised 
of two affiliated organizations (one registered in the US and one in Tanzania) and is committed to the 
efficient use of funds, financial transparency, and organizational accountability. 

Mission: Touch Foundation’s mission is to save lives and relieve human suffering. We improve 
healthcare in Tanzania, addressing one of the world’s most significant humanitarian crises: the shortage 
of healthcare workers in sub-Saharan Africa. 

We strengthen local health systems, and we encourage the adoption of our data-driven problem-solving 
model in the global health community. 

 

POSITION SUMMARY 

We are seeking a Human Resources and Administration Manager (HRAM) to provide support to our 
staff across Tanzania and help manage our facilities in Mwanza and other Tanzanian locations. The 
HRAM will be a full-time member of our 13-person team at our Mwanza office, providing HR and 
administrative services to them as well as our 2 team members in Dar es Salaam, an additional team 
member in Shinyanga, and other team members around the globe as appropriate. The HRAM will be 
knowledgeable and experienced in all aspects of HR practice in the Tanzanian context, from payroll, to 
benefits, to immigration requirements and processes, to labor regulations, to employee professional and 
career development, and will be especially attuned to the diverse needs arising from an office populated 
by a combination of local and international colleagues. The HRAM will also be responsible for all 
aspects of Touch’s office in Mwanza and managing the nonprofessional staff, consisting of a fulltime 
groundskeeper and cook/cleaner. The HRAM will work directly with Touch’s operations team in 
Mwanza, but will also interface frequently with Touch’s Chief Operating Officer in NYC and other 
team members outside of Tanzania as needed. 
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RESPONSIBILITIES AND DUTIES 

■ Based out of Touch’s office in Mwanza, serve as the point person for all HR and administrative 
issues for staff across Tanzania  

■ Manage Touch’s monthly in-house payroll for Tanzanian staff, including handling all staff 
payroll-related issues, ensuring proper withholding and accurate payroll disbursements to staff, 
the TRA, the Tanzanian pension system, and benefits providers, and ensuring Touch’s ongoing 
compliance with all Tanzanian regulations regarding payroll and withholding 

■ Manage all aspects of Touch’s benefits for Tanzanian staff, including health, disability, pension 
and other benefits, while ensuring full compliance with Tanzanian regulations regarding employee 
benefits 

■ Working with outside vendors as needed, handle all immigration needs for staff from countries 
other than Tanzania, including the securing of visas, work permit exemptions, residency permit 
exemptions, and any other issues, while ensuring full compliance with all Tanzanian regulations 
regarding international staff working in Tanzania 

■ Handle a variety or standard employee related documentation, including securing of NIDA 
documentation, business cards, employment contracts, maintaining employee files, etc. 

■ Manage all aspects of Touch’s office in Mwanza (a free-standing house with two guest bedrooms 
and multiple offices and work spaces), including issues related to office configuration and usage, 
security and safety, access, visitors and temporary guests, compliance with Tanzanian regulations, 
equipment and supplies, service and utility contractors, etc. 

■ Serve as the point person for office related issues, particularly as they pertain to staff and visitors 
staying in the two guest bedrooms, including during night and weekend hours as needed 

■ Serve as the direct supervisor to Touch’s Groundskeeper and Cook/Cleaner, providing day-to-day 
guidance, and monitoring of activity 

■ Coordinate the arrival and departure of staff, for both short-term and long-term purposes, 
including executing standard HR onboarding and offboarding functions 

■ In coordination with other staff as appropriate, resolve individual HR issues for staff as they 
develop, including issues pertaining to workplace professionalism, interpersonal conflict, 
professional improvement plans, and other personal and interpersonal issues 

■ Assist in the coordination of company-wide HR initiatives pertaining to mentorship, professional 
and career advancement, performance review and management, goal-setting, etc. 

■ Proactively foster a culture of professionalism and congeniality among staff in Tanzania both day-
to-day and by identifying new initiatives designed to promote teamwork and boost morale 

■ Manage office and HR budget lines and monitor HR and office related expenditures and vendors 

■ Assume responsibility of company-wide HR and administrative processes as deemed appropriate, 
and undertake other duties as identified by Touch’s COO and other organizational leaders 

 

As job descriptions cannot be exhaustive, the HRAM may be required to undertake other duties 
that are broadly in line with the above key duties.  
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QUALIFICATIONS 

Knowledge, Education, Skills and Experience 

■ Minimum 5 years of relevant professional experience in HR and administration, preferably in an 
international NGO setting in Tanzania 

■ Bachelors degree or higher in relevant field (e.g.  HR, MPA) or equivalent demonstrated 
professional experience  

■ Demonstrated high-level experience in and knowledge of Payroll Management, Benefits 
Management, and Immigration within the Tanzanian context 

■ Extensive understanding of Tanzanian HR practice and norms, including deep familiarity with 
Tanzanian labor law and custom 

■ Demonstrated experience in administrative management, including management of professional 
facilities and supervision of nonprofessional staff 

■ Ability to provide meaningful and comprehensive HR support to a diverse team including 
Tanzanians and people from a variety of other countries, with an ability to understand and bridge 
cultural differences 

■ Experience with navigating government bureaucracies and processes in areas including 
immigration, labor, and taxation, to achieve compliance and produce results 

■ Solid relationship-building skills and cross-cultural sensitivity; ability to interface with internal 
and external constituents from a variety of backgrounds 

■ Good judgment and discretion to represent the Touch Foundation in a highly professional manner 

 

LEGAL DISCLAIMER 

This job description indicates in general the nature and levels of work, knowledge, skills, abilities and 
other essential functions expected of an incumbent.  It is not designed to cover or contain a 
comprehensive listing of activities, duties or responsibilities required of an incumbent. An incumbent 
may be asked to perform other duties as required. Management may at its discretion assign or re-assign 
duties and responsibilities to this job at any time. This job description does not change the at-will 
employment relationship existing between the organization and its employees. Touch Foundation is 
an equal opportunity employer (M/F/D/V). 

 

To apply, please submit a Cover Letter and Resume outlining your interest in the position to 
jobs@touchfoundation.org. We request no calls.  


