

	ORGANIZATION/ TASHKILOT
	JOB DESCRIPTION / LAVOZIM TAVSIFI
	Approved by…. / 
Tomonidan tasdiqlangan

	1. JOB TITLE / LAVOZIM NOMI
	HEAD OF UNIT / BOʻLIM RAHBARI
	1.1. JOB STATUS / LAVOZIM MAQOMI
	CIVIL SERVANT / DAVLAT XIZMATCHISI

	2. UNIT / BOʻLIM
	HUMAN RESOURCE DEVELOPMENT UNIT / INSON RESURSLARINI RIVOJLANTIRISH BOʻLIMI

	3. PROFESSION CODE / KASB KODI
	
	4. JOB FAMILY AND LEVEL / ISH TURKUMI VA DARAJASI 
	Personnel Management
(34 Job Family IV Level)
/ Kadrlarni boshqarish
(34 Ish turkumi IV daraja)_

	5. DIRECT SUPERVISOR / BEVOSITA NAZORATCHI
	Deputy Director / Direktor oʻrinbosari
	6. FUNCTIONAL SUPERVISOR / FUNKSIONAL NAZORATCHI
	Deputy Director / Direktor oʻrinbosari

	7. REPLACED BY / OʻRNIGA QOʻYILUVCHI
	Human Resources Specialist / Inson resurslari mutaxassisi
	8. REPLACES / OʻRNI EGALLANUVCHI
	

	9. INTERNAL COLLABORATION / ICHKI HAMKORLIK
	All Agency Units / Agentlikning barcha boʻlinmalari
	10. EXTERNAL COLLABORATION / TASHQI HAMKORLIK
	Collaborates with public administration institutions and their representatives, with legal and natural persons in solving personnel management issues, as well as with other institutions involved in public administration on matters related to the agencyʼs activities and human resource development. / Davlat boshqaruvi organlari va ularning vakillari, yuridik va jismoniy shaxslar bilan kadrlarni boshqarish masalalarini hal etishda hamkorlik olib boradi. Shuningdek, agentlik faoliyati va kadrlar salohiyatini rivojlantirish boʻyicha davlat boshqaruvidagi boshqa muassasalar bilan ham hamkorlik qiladi.



	11. JOB OBJECTIVE / LAVOZIM VAZIFASI
	Ensure the development and advancement of the agencyʼs human resource management policy, the maintenance of the human resource system, as well as the creation and maintenance of employee and organizational culture in accordance with the agencyʼs values and mission, promoting a diverse and inclusive work environment. / Agentlikning inson resurslarini boshqarish siyosatini ishlab chiqish va rivojlantirish, inson resurslari tizimini samarali yuritish, shuningdek, agentlikning qadriyatlari va vazifalariga mos ravishda xodimlar va tashkiliy madaniyatni shakllantirib, qoʻllab-quvvatlash hamda xilma-xil va inklyuziv ish muhitini yaratishni taʼminlash.

	12. JOB RESPONSIBILITIES / LAVOZIM MAJBURIYATLARI

	DUTY / VAZIFA
	IMPORTANCE, % / MUHIMLIK, %

	12.1.
	Human Resource Management
12.1.1. Manages the Unit, plans and organizes its work;
12.1.2. Ensures the fulfillment of the tasks given to the Unit and controls compliance with deadlines;
12.1.3. Analyzes the Unitʼs performance, submits proposals to the Deputy Director for the improvement of the Unitʼs operations;
12.1.4. Educates, develops, and advises Unit employees (including ensuring the professional qualification improvement of Unit employees on issues within the Unitʼs competence), participates in the preparation and provision of internal training content within their competence;
12.1.5. Ensures the onboarding of new department employees. 
/
Inson resurslarini boshqarish
12.1.1. Boʻlinmani boshqaradi, uning faoliyatini rejalashtiradi va tashkil etadi;
12.1.2. Boʻlinmaga yuklatilgan vazifalarning oʻz vaqtida bajarilishini taʼminlaydi va muddatlarga rioya etilishini nazorat qiladi;
12.1.3. Boʻlinma faoliyatini tahlil qilib, uni takomillashtirish boʻyicha direktor oʻrinbosariga takliflar kiritadi;
12.1.4. Boʻlinma xodimlarini oʻqitadi, ularning malakasini oshiradi va ularga maslahat beradi (shu jumladan Boʻlinma vakolatiga kiradigan masalalar boʻyicha xodimlarning kasbiy malakasini oshirishni taʼminlaydi), oʻz vakolatlari doirasida ichki oʻquv dasturlarini tayyorlash va oʻtkazishda ishtirok etadi;
12.1.5. Departamentning yangi xodimlarini ishga moslashuvini taʼminlaydi.
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	12.2.
	 Core Responsibilities
12.2.1. Develops and leads the implementation of human resources policy and strategy, ensuring the development and integration of human resources management processes with the agencyʼs core operations;
12.2.2. Participates in the development and implementation of the agencyʼs operational strategy;
12.2.3. Participates in the planning and implementation of the agencyʼs change process;
12.2.4. Develops the agencyʼs material and non-material motivation system;
12.2.5. Develops and maintains the agencyʼs unified job classification and job evaluation system;
12.2.6. Organizes activities that improves the agency employeesʼ engagement index, understanding of workplace diversity, inclusive and innovation-supportive work environment and culture in line with the agencyʼs values and mission;
12.2.7. Develops and implements new human resources management processes and personal growth tools within the agency;
12.2.8. Ensures the organization of the human resources recruitment process;
12.2.9. Ensures the professional and social competence development of agency employees;
12.2.10. Coordinates the career development of agency employees;
12.2.11. Ensures the employee and civil servant performance evaluation process;
12.2.12. Ensures the proper establishment and termination of civil service and employment relationships in the agency, drafting relevant labor contracts and orders;
12.2.13. Ensures personnel records management;
12.2.14. Develops and updates the agencyʼs legal, internal regulatory, and administrative documents in the field of personnel management, and provides opinions on legal document projects in the field of personnel management;
12.2.15. In collaboration with department leaders, ensures the development and updating of civil servant and employee job descriptions;
12.2.16. Ensures the maintenance of personnel records systems, labor contract records systems, and employee recruitment application registration systems, as well as ensures the accumulation of quality data in the centralized resource management system, complying with personal data protection requirements;
12.2.17. Ensures the preparation of personnel reports in accordance with deadlines;
12.2.18. Organizes or participates in the disciplinary investigation process;
12.2.19. Ensures the information exchange flow in the agency on personnel management issues;
12.2.20. Collaborates with higher education institutions within their competence to provide internship opportunities in the agency;
12.2.21. Monitors the development of the legal system in Latvia, analyzes the legal acts of the Republic of Latvia related to the agencyʼs personnel management system, and provides suggestions to the agencyʼs director and Deputy Director on necessary amendments and additions to the agencyʼs internal regulatory acts;
12.2.22. Advises agency employees and department leaders on personnel management, well-being management, labor legal relations, and civil service system issues;
12.2.23. Represents the agency within their competence and authority in relations with other legal and natural persons. 
/ 
Asosiy majburiyatlar
12.2.1. Kadrlar siyosati va strategiyasini ishlab chiqadi hamda amalga oshirishga rahbarlik qiladi, kadrlar resurslarini boshqarish jarayonlarining rivojlanishi va agentlikning asosiy faoliyati bilan uygʻunlashuvini taʼminlaydi;
12.2.2. Agentlikning faoliyat strategiyasini ishlab chiqish va amalga oshirishda ishtirok etadi;
12.2.3. Agentlikni oʻzgartirish jarayonini rejalashtirish va amalga oshirishda qatnashadi;
12.2.4. Agentlikning moddiy va maʼnaviy ragʻbatlantirish tizimini ishlab chiqadi;
12.2.5. Agentlikning yagona lavozimlar tasnifi va lavozimlarni baholash tizimini ishlab chiqadi va qoʻllab-quvvatlaydi;
12.2.6. Agentlik qadriyatlari va vazifalariga muvofiq xodimlarning faollik koʻrsatkichini, ish joylarining xilma-xilligini, inklyuziv va innovatsiyalarni qoʻllab-quvvatlovchi ish muhiti hamda madaniyatini tushunishni yaxshilaydigan tadbirlarni tashkil etadi;
12.2.7. Agentlikda inson resurslarini boshqarishning yangi jarayonlari va shaxsiy rivojlanish vositalarini ishlab chiqadi va joriy etadi;
12.2.8. Kadrlarni jalb qilish jarayonini tashkil etishni taʼminlaydi;
12.2.9. Agentlik xodimlarining kasbiy va ijtimoiy vakolatlarini rivojlantirishni taʼminlaydi;
12.2.10. Agentlik xodimlarining martaba oʻsishini muvofiqlashtiradi;
12.2.11. Xodimlar va davlat xizmatchilari faoliyatini baholash jarayonini taʼminlaydi;
12.2.12. Agentlikda davlat xizmati va mehnat munosabatlarining toʻgʻri yoʻlga qoʻyilishi va bekor qilinishini taʼminlaydi, tegishli mehnat shartnomalari va buyruqlarini tayyorlaydi;
12.2.13. Kadrlar hisobini yuritishni taʼminlaydi;
12.2.14. Agentlikning kadrlarni boshqarish sohasidagi normativ-huquqiy, ichki meʼyoriy va maʼmuriy hujjatlarini ishlab chiqadi va yangilaydi, kadrlarni boshqarish sohasidagi normativ-huquqiy hujjatlar loyihalari boʻyicha fikr bildiradi;
12.2.15. Departament rahbarlari bilan hamkorlikda davlat fuqarolik xizmatchilari va xodimlarning lavozim yoʻriqnomalarini ishlab chiqish va yangilab borishni taʼminlaydi;
12.2.16. Shaxsiy maʼlumotlarni himoya qilish talablariga rioya qilgan holda kadrlarni hisobga olish tizimlari, mehnat shartnomalarini hisobga olish tizimlari va xodimlarni ishga qabul qilish toʻgʻrisidagi arizalarni roʻyxatga olish tizimlarining yuritilishini, shuningdek, resurslarni boshqarishning markazlashtirilgan tizimida sifatli maʼlumotlarning toʻplanishini taʼminlaydi;
12.2.17. Xodimlar boʻyicha hisobotlarning belgilangan muddatlarda tayyorlanishini taʼminlaydi;
12.2.18. Intizomiy tekshiruv jarayonini tashkil etadi yoki unda ishtirok etadi;
12.2.19. Agentlikda kadrlarni boshqarish masalalari boʻyicha axborot almashinuvi oqimini taʼminlaydi;
12.2.20. Agentlikda amaliyot oʻtash imkoniyatini taʼminlash uchun oʻz vakolatlari doirasida oliy taʼlim muassasalari bilan hamkorlik qiladi;
12.2.21. Latviyada huquqiy tizimning rivojlanishini kuzatib boradi, Latviya Respublikasining agentlik xodimlarini boshqarish tizimi bilan bogʻliq huquqiy hujjatlarini tahlil qiladi, agentlik direktori va direktor oʻrinbosariga agentlikning ichki meʼyoriy hujjatlariga zarur oʻzgartirish va qoʻshimchalar kiritish boʻyicha takliflar kiritadi;
12.2.22. Agentlik xodimlari va departament rahbarlariga kadrlarni boshqarish, farovonlikni boshqarish, mehnatga oid huquqiy munosabatlar va davlat xizmati tizimi masalalari boʻyicha maslahatlar beradi;
12.2.23. Boshqa yuridik va jismoniy shaxslar bilan munosabatlarda oʻz vakolati va vakolatlari doirasida agentlik nomidan ish olib boradi.
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	12.3.
	Other Responsibilities 
12.3.1. To ensure the realization of the agencyʼs functions (interests), participates in working groups of other institutions;
12.3.2. Manages risks (including identifying, evaluating, determining, and implementing risk mitigation and control measures) within their job responsibilities and established processes and/or procedures, and reports to their direct supervisor on any newly identified risks that impact or may adversely affect the fulfillment of duties or the achievement of the agencyʼs goals and functions;
12.3.3. Performs other functions related to the organization of the agencyʼs work as directed by the agencyʼs director and the Deputy Director. 
/
Boshqa majburiyatlar
12.3.1. Agentlikning vazifalarini (manfaatlarini) roʻyobga chiqarishni taʼminlash maqsadida boshqa muassasalarning ishchi guruhlarida qatnashadi;
12.3.2. Oʻz lavozim majburiyatlari va belgilangan jarayonlar hamda tartib-qoidalar doirasida xatarlarni boshqaradi (jumladan, xatarlarni aniqlash, baholash, belgilash, ularni kamaytirish va nazorat qilish choralarini ishlab chiqish va amalga oshirish) va oʻz vazifalarini bajarishga yoki agentlikning maqsad va vazifalariga erishishga taʼsir koʻrsatadigan yoki salbiy taʼsir koʻrsatishi mumkin boʻlgan yangi aniqlangan xatarlar haqida bevosita nazoratchiga xabar beradi;
12.3.3. Agentlik direktori va direktor oʻrinbosarining topshirigʻiga koʻra agentlik faoliyatini tashkil etish bilan bogʻliq boshqa vazifalarni bajaradi.
	






10



	13. COMPETENCIES - DETERMINED BY THE AGENCYʼS ORDER / VAKOLATLAR – AGENTLIKNING BUYRUGʻI BILAN BELGILANADI



	14. PROFESSIONAL QUALIFICATIONS / KASBIY MALAKALAR

	14.1. EDUCATION / MAʼLUMOTI
	14.1.1. Academic higher or second-level professional higher education (preferably in social sciences, such as Human Resources manager or psychologist specialty), supplemented with industry-relevant special courses;
14.1.2. Periodic knowledge enhancement through courses and seminars in the necessary field. 
/ 
14.1.1. Akademik oliy yoki ikkinchi darajali kasbiy oliy maʼlumot (ijtimoiy fanlar, masalan, inson resurslari (HR) menejeri yoki psixolog mutaxassisligi boʻyicha boʻlsa afzalroq), sohaga oid maxsus kurslar bilan toʻldirilgan;
14.1.2. Zarur sohalar boʻyicha kurslar va seminarlar orqali bilimlarni davriy ravishda oshirib borish

	14.2. PROFESSIONAL EXPERIENCE / KASBIY TAJRIBA
	14.2.1. Professional experience in the field of human resources management and development (at least three years);
14.2.2. Management experience (at least three years). /
14.2.1. Inson resurslarini boshqarish va rivojlantirish sohasida (kamida uch yillik) kasbiy tajribaga ega boʻlish;
14.2.2. Boshqaruv tajribasiga (kamida uch yillik) ega boʻlish.

	14.3. PROFESSIONAL KNOWLEDGE AND SKILLS / KASBIY BILIM VA KOʻNIKMALAR
	14.3.1. Advanced knowledge of human resources management (including remuneration, motivation, organizing and facilitating development activities, recruitment, evaluation systems);
14.3.2. Advanced knowledge of management (organization, change management);
14.3.3. Advanced knowledge of establishing, maintaining, and terminating labor legal relations and civil service relationships, managing and advancing work and civil service careers;
14.3.4. Understanding of personnel records management;
14.3.5. Knowledge of job description development;
14.3.6. Understanding of business communication and etiquette;
14.3.7. Basic understanding of the institutional system of the European Union funds;
14.3.8. Understanding of the basic principles of public administration institution operations. 
/
14.3.1. Inson resurslarini boshqarish boʻyicha chuqur bilimlar (jumladan, ish haqi, motivatsiya, rivojlanish faoliyatlarini tashkil etish va qoʻllab-quvvatlash, ishga qabul qilish, baholash tizimlari);
14.3.2. Boshqaruv sohasida chuqur bilimlar (tashkilot, oʻzgarishlarni boshqarish);
14.3.3. Mehnat huquqiy munosabatlari va davlat fuqarolik xizmati aloqalarini oʻrnatish, qoʻllab-quvvatlash va tugatish, shuningdek, mehnat va davlat fuqarolik xizmati faoliyatini boshqarish hamda rivojlantirish boʻyicha chuqur bilimlar;
14.3.4. Kadrlar hujjatlarini yuritish haqida tushuncha;
14.3.5. Lavozim yoʻriqnomasini ishlab chiqish koʻnikmalari;
14.3.6. Biznes muloqoti va etiketi haqida tushuncha;
14.3.7. Yevropa Ittifoqi jamgʻarmalari institutsional tizimi toʻgʻrisida asosiy tushuncha;
14.3.8. Davlat boshqaruvi muassasalari faoliyatining asosiy tamoyillari haqida tushuncha.

	14.4. GENERAL KNOWLEDGE AND SKILLS / UMUMIY BILIM VA KOʻNIKMALAR
	14.4.1. Intermediate English;
14.4.2. Strong computer and office equipment skills;
14.4.3. Strong presentation skills;
14.4.4. Knowledge of innovative methods (e.g., design thinking).
/
14.4.1. Oʻrta darajadagi ingliz tili koʻnikmasi;
14.4.2. Kompyuter va ofis jihozlaridan yuqori darajada foydalana olish qobiliyati;
14.4.3. Taqdimot oʻtkazishda yuqori mahorat;
14.4.4. Innovatsion usullar (masalan, dizayn fikrlash) haqida bilimga ega boʻlish.



	15. JOB RESPONSIBILITY / LAVOZIM MAJBURIYATLARI
	15.1. Responsible for planning, organizing, coordinating the Unitʼs work, distributing duties and tasks among employees and controlling their execution, as well as ensuring internal control measures in the Unit;
15.2. Responsible for the precise execution of management directives and immediately informs supervisors of any potential or existing issues;
15.3. Responsible for maintaining, not disclosing, and protecting restricted-access and confidential information, as well as using said information solely for direct job duties;
15.4. Responsible for proper relations with public administration employees, colleagues, and visitors;
15.5. Responsible for the legality of their actions or inactions;
15.6. Responsible for the legality and usefulness of their actions. 
/
15.1. Boʻlinma ishini rejalashtirish, tashkil etish, muvofiqlashtirish, xodimlar oʻrtasida vazifa va majburiyatlarni taqsimlash hamda ularning bajarilishini nazorat qilish, shuningdek, Boʻlinmada ichki nazorat choralarini taʼminlash uchun masʼul;
15.2. Rahbariyat koʻrsatmalarining aniq bajarilishiga javobgar boʻlib, har qanday ehtimoliy yoki mavjud muammolar haqida nazoratchilarni zudlik bilan xabardor qilishga masʼul;
15.3. Cheklangan foydalanish va maxfiy maʼlumotlarni saqlash, oshkor qilmaslik va himoya qilish, shuningdek, ushbu maʼlumotlardan faqat bevosita xizmat vazifalari doirasida foydalanish uchun masʼul;
15.4. Davlat boshqaruvi organlari xodimlari, hamkasblari va tashrif buyuruvchilar bilan tegishli munosabatlarni oʻrnatish uchun masʼul;
15.5. Oʻz harakatlari yoki harakatsizligining qonuniyligi uchun masʼul;
15.6. Oʻz harakatlarining qonuniyligi va foydaliligi uchun masʼul.

	16. JOB RIGHTS / LAVOZIM BOʻYICHA HUQUQLAR
	Determined by the State Civil Service Law, State Administration Structure Law, Administrative Procedure Law, State Civil Servants Disciplinary Liability Law, Law "On Prevention of Conflict of Interest in Activities of Public Officials", Labor Law, Labor Protection Law, other applicable laws and internal regulatory acts, and agency directorʼs orders 
/
Davlat fuqarolik xizmati toʻgʻrisidagi qonun, Davlat boshqaruvi tuzilishi toʻgʻrisidagi qonun, Maʼmuriy protsessual qonun, Davlat fuqarolik xizmatchilarining intizomiy javobgarligi toʻgʻrisidagi qonun, Davlat mansabdor shaxslari faoliyatida manfaatlar toʻqnashuvining oldini olish toʻgʻrisidagi qonun, Mehnat kodeksi, Mehnatni muhofaza qilish toʻgʻrisidagi qonun va boshqa tegishli qonunlar va ichki meʼyoriy hujjatlar, shuningdek, agentlik rahbarining buyruqlari bilan belgilanadi.

		MANAGER
	 
	/
	
	
	
	 

	 
	Signature
	 
	First name, last name
	 
	Date
	 



	EMPLOYEE
	 
	
/
	
	
	
	 

	 
	Signature
	 
	First name, last name
	 
	Date
	 



	RAHBAR
	 
	/
	
	
	
	 

	 
	Imzo
	 
	Ism, familiya
	 
	Sana
	 



	XODIM
	 
	
/
	
	
	
	 

	 
	Imzo
	 
	Ism, familiya
	 
	Sana
	 








