	PLICL 
	Job Description

	Job Title
	Head of Human Resources

	Department/Division
	Human Resource Department

	Location
	Islamabad

	Reporting Relationships

	Position Reports To
	Chief Executive Officer
Ethics, Human Resource, Remuneration & 

Nomination Committee

	Positions Supervised Directly
	

	Purpose of Position

	The position of Head of Human Resources exists to manage and lead the HR department and oversee the setting-up of an effective Human Resource function in the organization and undertake responsibility for developing and implementing overall approved strategy to manage these on a day to day basis. The position is also responsible for formulation and implementation of HR policies and procedures and ensure that the existing and future needs for manpower across PLICL is adequately met in terms of quantity as well as the necessary skills and quality.

	Responsibilities (Functions/Tasks)

	· Arrange for setting up the Human Resource department and lead the HR management function with overall responsibility as the primary source of guidance for all HR related matters for the PLICL.
· Provide the CEO and functional heads, advice and assistance on HR matters and applicable laws and regulations related to employee management in Pakistan.
· Develop vision, mission and strategies for the HR department keeping in view the overall corporate aspects in mind and make arrangements for dissemination of the vision and mission to all team members in the department as well as other relevant functions and locations within the company.
· Develop HR policies and procedures for all aspects of the HR function and arrange for preparation and updating of HR related manuals as required.

· Establish Key Performance Indicators (KPIs) for the HR department, assist other departments in development of KPIs for their respective jurisdictions, arrange for periodically measuring actual performance and progress and share details with relevant stakeholders on a regular basis.
· Develop HR related budgets in consultation with senior management of PLICL, provide details to Accounts /Finance department and provide clarification and assistance in the review/ approval of budget.
· Conduct HR planning to ascertain manpower requirements for various functions and locations, coordinate with other functions/locations in determining manpower needs in terms of numbers and quality

· Develop and update organization structures, grading scheme, and arrange for preparation/updating of Job Descriptions, Job Specifications for positions in PLICL.

· Conduct training needs analysis and arrange for employee training as per requirement
· Obtain market information on compensation structures and practices in similar organizations, develop competitive compensation and benefits structures for the PLICL and arrange for its effective implementation.
· Implement contemporary HR concepts for all aspects of people management including sourcing, compensation management, performance management, career planning and succession, skill development, separation etc.

· Develop and implement effective staff communication programs to keep employees aware of change in the organization, its implication and its progress.

· Evaluate workloads at various levels/functions, assess and implements changes as necessary in order for the departments to operate efficiently and in a cost effective manner, and assist top management/HR Committee/BOD and supervisory staff aligning organizational structure, staffing matters and other related aspects. 

· Oversee employee performance evaluation, salary and status review, benefit entitlement such health/ life insurance, retirement, workers compensation, leaves management and other employee benefits

· Liaise with legal function/advisors on employee matters as and when necessary. 
· Arrange for maintaining and updating of employee records.
· Serve as the main point of contact responsible for addressing HR related problems in the company.
· Perform any other task assigned by superiors.

	Key Interactions With External Agencies

	External Agencies
	Subject

	Legal advisors
Social Security Institution (EOBI, PESSI, SESSI)

Vendors related to employee benefits
	For advice and consultation on employee related matters
For contributions, inspections, employee facilitation

For arranging facilities

	Person Specification

	Qualification
	- Master’s degree in Human Resource Management, Business Administration, or a related field from an HEC-recognized university.

 - Preferably with additional certifications in HR (e.g., SHRM, CIPD, CHRP).

	Experience
	- At least 12–15 years of progressive HR experience, including 5 years in a senior leadership role.
- Demonstrated expertise in strategic HR management, organizational development, and regulatory compliance.

- Experience in the insurance or financial services sector will be an added advantage.

	Competencies/Skills
	Personalities / Traits

	· Strong Interpersonal communication skills

· Excellent organization and time management skill

· Good Team Leader and team builder

· Problem Solver

· Strategic Thinker

· Technology savvy
	· High level of integrity and work ethics

· High level of maturity and confidence

· Highly focused and result oriented

· Self-driven/self-starter/proactive

· Social and collaborative

· A fast learner and an excellent mentor

· Strong business acumen

	Knowledge

	· Knowledge of modern theory, methods and practices of human resources management 

· Current knowledge, understanding and application of Pakistan’s employment/labor laws 

· Knowledge of change management principles and techniques

· Knowledge of analytical and problem solving techniques

· Understanding of project management techniques, team creation and management

	Key Performance Indicators

	Area

KPIs

Recruitment & Talent Management
• Time-to-fill key positions
• Quality of hire (retention/performance at 12 months)
• Internal promotion rate

Employee Engagement & Retention
• Employee satisfaction score (survey-based)
• Voluntary turnover rate
• Retention of top talent

Training & Development
• Average training hours per employee
• Training effectiveness score
• Leadership pipeline readiness

Performance Management
• 100% completion of performance appraisal cycle
• % of employees achieving performance goals

Compliance & Governance
• HR audit findings (zero major non-compliance)
• Timely update of HR manual and policies
• Labor law compliance

HR Operations Efficiency
• Payroll accuracy rate
• TAT for service requests (letters, queries)
• HR process automation %

Board & Regulatory Reporting
• Timely and accurate submission of reports to CEO and Board HR Committee
• Compliance with SECP HR-related observations

Strategic Initiatives
• Execution rate of HR projects/initiatives
• HR contribution to business KPIs (productivity, cost savings)

Diversity & Inclusion
• % of female/minority hires
• DEI program implementation score (if applicable)




