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Designation: Head, Human Resources
The Mission and Vision of Human Resources department in CPN is to find, grow, and keep goals including a strong digital culture, and supporting fast innovation, bearing in mind the Organization’s mandate to control, supervising and regulating the practice of Information Technology in the country.
OBJECTIVES: Human Resources mandate goes beyond routine personnel duties. It focuses on building high level technical capacity, ensuring digital workforce planning, and aligning internal staff skills with national digital economy policies. It also focuses on talent acquisition performance management, and employee retention, focusing on specialized tech skills and fast-paced organization’s needs.
RESPONSIBILITY/CORE FUNCTIONS: 

i. Tech Recruiting: Finding and hiring software engineers, data scientists, and IT support staff quickly.

ii. Skilled upgrading: Setting up continuous learning programming for new coding languages and digital platforms. 
iii. Competitive pay: Managing salaries, stock options, and remote-work stipends to keep top tech talents.

iv. Work Culture: Supporting remote or hybrid teams and keeping burnout low in high-stress tech cycle.
THE 7 MAIN PRINCIPLES OF HR

i. Recruitment and selection

ii. Performance Management

iii. Learning and development

iv. Succession planning

v. Compensation and benefits

vi. Human Resources information systems

vii. Human Resources data and analysis

INFORMATION REQUIRED:

Brief Profile of HR: A Human Resources information profile outlines the core duties, skills, and qualifications needed to manage an organization’s workforce, focusing on recruitment, employee relations, and compliance.

A Human Resources profile is a secure, confidential record of an employee’s personal and employment details.
KEY Achievements/ ACTIVITIES/ DELIVERABLES FOR 2026

· HR in collaboration with the Finance and Accounts Unit, involves in Compiling and updating of the organization’s nominal rolls

· Facilitate the deployment of corps members into the organization.

· Issuance of monthly clearance to corps members

· Maintains staff records
· Issuing circulars/office notices/instructions as may be directed

· Sending of Pay slip to staff
· Processing all leave matters for staff

· Allocating office space to the Youth Corpse members posted to the organization together with students on internship.

· Processing Pension entitlement of staff by issuing introduction letters to applicants
· Acting as a liaison between upper management and employees at the head office and across the regional offices
· Preparation of Leave Roster 

· Submitting of Nominal Roll and other necessary documents to the Federal Character Commission, Head of Service, and Accountant General office.

· Performs Ad-hoc functions as maybe directed by the Registrar.

The operation and activities of Human Resources department, revolves round the provisions of Civil Service Rules and the Staff Hand Book which are the guiding principles for the operations of the employees of Computer Professionals Registration Council of Nigeria. 

