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Filling of a Vacant Position of

Senior Manager - Human Resources and Administration
with Agenzija Komunita Malta

Jobsplus Ref. 224/2026

Agenzija Komunita Malta invites applications for the position of Senior Manager —
Human Resources and Administration.

The Agency

Community Malta Agency 1is a government agency established
through Community Malta Agency (Establishment) Order (S.L. 595.38) which is
responsible for administering all Maltese citizenship-related matters.

The Agency processes applications for the acquisition of Maltese citizenship by
registration and by naturalisation as established by the provisions by the Maltese
Citizenship Act (Cap. 188), including those on the basis of residence and merit.

The Position

The Senior Manager —- Human Resources and Administration position is a strategic
leadership role responsible for overseeing the full spectrum of human resources
operations within Agenzija Komunita Malta. This position ensures that HR practices,
policies, and initiatives effectively support business objectives, foster a positive
work environment, and promote employee engagement and organisational
growth.

The Senior Manager — Human Resources and Administration leads the HR team in
delivering key functions such as talent acquisition, performance management,
learning and development, compensation and benefits, employee relations, and
compliance.

The role:

e requires strong strategic thinking, excellent interpersonal skills, and the
ability to influence and collaborate with senior leadership and
cross-functional teams.

e Provides strategic leadership and operational oversight of administrative
services across the organisation.

e Ensures the effective functioning of office operations, supports executive
decision-making, drives administrative excellence, and leads teams to
deliver high-quality, efficient and compliant services, in line with public
service regulations and policies.

Duration of assignment and conditions
This post will be filled on an indefinite, full-time basis. The selected candidate

shall, for the period during which one is performing such duties be


https://legislation.mt/eli/sl/595.38/eng/pdf
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accountable to the Chief Operations Officer and to the Chief Executive
Officer.
The position is subject to a probationary period of twelve (12) months.

Kev responsibilities:

Strategic HR Planning: Developing and implementing HR strategies
aligned with organisational goals and workforce needs.

Leadership & Team Management: Guiding and mentoring HR
professionals while ensuring high-quality service delivery.

Talent Management: Overseeing recruitment, onboarding, succession
planning, and retention initiatives.

Performance & Development: Managing performance appraisal
processes, employee development programmes, and capacity-building
initiatives.

Employee Relations: Ensuring fair and consistent application of policies,
supporting conflict resolution, and promoting a positive workplace culture.

Policy & Compliance: Ensuring adherence to employment legislation,
internal policies, and organisational standards.

Compensation & Benefits: Supporting the design and administration of
competitive reward structures.

Change Management: Leading HR-related change initiatives and
supporting organisational transformation efforts.

Leadership & Strategic Planning
Provide strategic direction for administrative operations, aligning
administrative functions with organisational goals.

Lead, mentor, and develop administrative teams to ensure optimal
performance and professional growth.

Drive continuous improvement initiatives and introduce best practices
across the department.

Administrative Operations Management

Oversee day-to-day administrative activities, including office management,
logistical support, procurement, records management, and general
administration.

Implement and maintain policies, procedures, and service standards to
ensure operational excellence.

Ensure efficient management of facilities, assets, and resources.
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Stakeholder Management

Collaborate with internal departments to ensure seamless administrative
support.

Maintain strong relationships with external vendors, service providers, and
government agencies.

Act as a key escalation point for resolving complex administrative issues.
Project & Change Management

Lead administrative projects, including office relocations, digital
transformation initiatives, and organisational development programmes.

Manage change effectively by coordinating cross-functional stakeholders
and ensuring smooth implementation.

The ideal candidate should be able to demonstrate strong leadership, sound
judgement, discretion, and a deep understanding of both strategic and operational
HR functions.

Requirements

A recognised MOQF Level 7 qualification together with a minimum of 3 years'
managerial experience preferably in Human Resources or administration or a
related field.

OR

A recognised MQF Level 6 qualification together with a minimum of 5 years'
experience in a managerial experience preferably in Human Resources or
administration or a related field.

OR

A recognised MQF Level 5 qualification with a minimum of 8 years' experience
in managerial experience preferably in Human Resources or administration or
a related field.

AND

Thorough knowledge of Human Resources procedures.

OR

A minimum of sixteen (16) years of relevant work experience in Human
Resources or Administration or a related field.
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Prospective applicants should note the requirement to produce MOQRIC

recognition statements in respect of their qualifications from MQRIC, or other
designated authorities, as applicable.

Applications

Interested applicants are to submit a detailed CV, together with a motivation

letter to the CEO via email on hr.akm@komunita.gov.mt by not later than noon
(CET) of Saturday, 25 April, 2026.

Applications which are received after closing date and time are not accepted.
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