
MAJOR DUTIES AND RESPONSIBILITIES – Human Resources Clerk 
 
Administrative Support to HR Programs (90% OF TIME) 
 

1. Drafts and types a variety of routine correspondence in English and Portuguese.  Prepares 
diplomatic notes as needed.  Answers and screens HR telephone calls. 

 
2. Receives and screens incoming correspondence and newspapers, making distribution as 

appropriate.  Drafts replies to correspondence where policy is not involved and calls 
supervisor’s attention to items of special interest or importance.  Receives visitors and makes 
appointments with host country officials and other contacts and updates the office calendar. 

 
3. Establishes and maintains files required within the HR Office. Supplies filing support of HR 

programs including but not limited to personnel actions, compensation and benefits.  
 

4. Types and reviews for correctness and accuracy management notices originating in the HR 
Office before submission to the Management Section for final approval and release. 

 
5. Manages repair schedule for all office machines and ensures that they are properly serviced; 

prepares e-services and other requests for servicing of equipment and supplies; uses ARIBA 
Requisition system as applicable; requests, maintains and decides on standard office supply 
levels for the office. 

 
6. Following supervisor’s guidance and direct instructions from the HROs is responsible for 

publishing the Mission Holiday List and must ensure that information is accurate and in 
accordance with pertinent regulations. 

 
7. Prepares the time and attendance reports for the HR staff and employees on When Actually 

Employed (WAE) schedule as well.  Is responsible for informing the HR employees and 
respective supervisors of their leave status. 

 
8. Assists in the preparation of guest lists for gratuities and events.  Is responsible for maintaining 

and updating the Contact Database for HR Section. 
 

9. Manages agenda and calendar for the HR Director and Deputy HRO. 
 

10. Coordinates together with the DHRO and updates the post profiles for Brazil. 
 

11. Provides administrative support to all HR staff members and performs other related clerical 
functions as needed.  

 
 
HR Section Webpage (10% OF TIME) 
 
The LES HR Clerk serves as the point of contact (POC) for the HR Section webpage on the Mission’s 
Share Point website, being responsible for its maintenance to ensure that the information posted is 
relevant, accurate, and up to date. 
 


