
We are hiring a HR Associate 
Exciting job opportunity with Africa’s leading startup and business accelerator 
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JOB DESCRIPTION:  HR ASSOCIATE 
 

About us: 
GrowthAfrica is the continent’s leading impact accelerator, and we are looking for new talent to join our 
quest to grow the continent’s promising start-ups and impact enterprises into prosperous and successful 
members of our societies, creating much-needed job opportunities, economic wealth, and social 
transformation.  
 
We drive investment- and market readiness through cohort-based programmes and tailored support 
services. We work hard to ensure that local and international enterprises increase their rate and scope of 
success, be it during the start-up or market entry phase or the growth or expansion stage. 
Through access to capital, markets, technology, or know-how, we have, since 2002, supported over 1,700 
businesses to flourish. Our unique methodology and professional delivery allowed 87% of our clients to 
experience and sustain growth.  
 
Headquartered in Nairobi, we currently run projects across the region. You will join a youthful, international, 
and ambitious team. 
 

About the role: 
GrowthAfrica is looking for a HR Associate to assist with the administration of the day-to-day operations of 
the HR department. The HR Associate’s responsibilities will revolve around the following functional areas: 
Filing, contract management, recruitment, leave administration, employee onboarding and offboarding 
process, immigration, and assisting with HRIS implementation at GrowthAfrica. This position is based in 
Nairobi, Kenya but supports functions across all GrowthAfrica offices in the region. This position will report 
to the Head of Talent and Human Capital.  
 
The ideal candidate will have knowledge of Human Resources and general administrative responsibilities; 
they will be able to work autonomously and efficiently to ensure the end-to-end running of HR projects and 
operations with minimal supervision.  

Your responsibilities will include the following:  

Human Resource Management 
 Lead periodic review of HR policies and procedures recommending changes. 
 Overall, in charge of interpreting and implementing the HR policies. 
 Periodically review organisational charts to ensure that they are up to date. 
 Ensure that steps and measures are implemented and documented regarding the workforce and 

succession planning processes. Work with HODs to develop actionable annual leave plans. 
 Maintains up-to-date knowledge of HR trends and proposes efficient and effective HR systems and 

processes.  

Employee Relations 
 

 Work closely with the Head of Talent to ensure employees know and abide by the relevant 
employee relations, engagement and inclusion policies and procedures. 

 Lead on identified actions that are aimed at improving employee-management trust. This includes 
ensuring periodic employee meetings happen and identified actions are implemented. 

 Where delegated, lead investigations into alleged violation of the HR policies. 
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HR Strategy and Systems Strengthening 
 Support the Head of Talent in developing employee incentive policies to include the following 

topics: recruitment, development, management, salaries, benefits and separation. 
 Work with the Head of Talent to develop, implement and continuously monitor the effectiveness of 

GrowthAfrica’s recruitment policy. 
 Work with the Head of Talent to develop, implement and continuously monitor cost-effective 

employee appreciation programs. 

Staff Care 
 Oversees new staff member welcome and orientation. 
 Ensures employees understand and access benefits under their health insurance plans. 
 Ensures that the HR department is accessible and responsive to staff enquiries. 
 Assists in the administration of employee recognition programs and support in planning staff events. 

Recruitment 
 Support the end-to-end Recruitment Cycle - post vacancies, short-list CVs, plan interviews etc. 
 Maintain candidate employment applications, conduct reference checks, extend offers, send regrets 

letters to unsuccessful applicants, update recruitment reports, etc. 
 Together with the Head of Talent, determine candidate selection criteria by liaising with hiring 

managers. 
 Review the entire end-to-end recruitment process on a regular basis and suggest areas of 

improvement. 
 Review job descriptions in accordance with GrowthAfrica’s standards and general best practices. 
 Review and amend interview assessments to ensure that they are adequate and serve the purpose 

of identifying the best candidates for each role. 

HR Administration 
 Develop and disseminate offer letters and contracts to successful candidates. 
 Ensure employee contracts are up to date. 
 Ensure an onboarding program which is vital for improving employee retention rate 
 Oversee the onboarding program for all new hires! 
 Conduct periodic checks for all staff compliance documentation to ensure they are renewed on 

time. 
 Manage the support team and supervise the office support functions to ensure efficiency 

Reporting and Analysis 
 Submit monthly recruitment report to the HRM for review. 
 Prepare staff turnover reports. 
 Maintain all documentation pertaining to Recruitment. 
 Maintain the confidentiality of all sensitive HR/Recruitment information. 

Who we are looking for: 
 You have 1- 3 years of experience working in the Human Resources department as a HR 

Assistant/Coordinator 
 You have a relevant Higher Diploma/CHRP or Bachelor’s degree. 
 You are an Associate Member of the Institute of Human Resource Management  
 You have exposure to Labour Law and employment law regulations. 
 You understand HR functions and best practices. 
 You have excellent written and verbal communication skills. 
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 You work well under pressure and meet tight deadlines. 
 You have familiarity and comfort working with MS Office  
 You have meticulous attention to detail. 
 You are a people person – you love interacting with new people and guiding them on a journey.  
 You are curious and naturally driven to learn new things. 
 You are a natural problem-solver: and can produce results with minimal supervision.  

Why work with us? 
 Purpose-driven organisation and role 
 Get exposed to business realities. 
 Learn about innovation and entrepreneurship across the continent. 
 Become part of a highly committed, international team.  
 Your work involves meeting top entrepreneurs and senior executives on the continent. 
 You get to work with the investment community across Africa. 
 We offer a good base salary with performance-based incentives. 

 

Other information 
This opportunity is based in Nairobi, Kenya, and is only open to Kenyan citizens. We aim to have the 
candidate join us by May 2023.  

Want to apply? 
 Send your CV in PDF format and a motivational letter to this form.  
 Open for applications now! We expect to close applications on 16th April 2023. If the role is not 

filled by then, we will still accept and review applications on a rolling basis after the deadline. 
 
 
 
 
 
 
 

https://growthafrica.com/jobs-internships-2/
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Lenana Towers, 5th floor.  
843 Lenana Road 
Nairobi, Kenya 
 
E:      info@growth.africa.com 
T:     +254 (0) 20 250 1777 
M:    +254 (0) 750 877 590 
 
www.growthafrica.com 
 
 
 
 
 
 
 
 

http://www.growthafrica.com/
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