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DOC-EXEC-22-05-05
HR Update
                           Document for information/decision 
Purpose of this item
To give the executive committee and update on HR issues in the EDF secretariat. 

Questions for the executive Committee
· Do you wish to be part of the Accessibility Officer recruitment in early July? (we will try and interview in person)
· Do you approve the criteria for making staff ‘senior’ in their titles based on positive performance and increasing skills and responsibilities outlined in Annex 2? 
Introduction 

Routine and planned HR work scheduled this year in our work programme: 

· Review of appraisal system and internship policy; this includes reviewing the staff job titles, which is presented in this document 
· Annual reviews and objective setting

· Annual training programme with a mix of obligatory and optional trainings; in addition teaming building will be planned before the summer and in the second half of the year

In addition, there are new challenges: 

· demands on EDF with the Ukraine programme, 

· the new combination of face to face and online events coinciding (plus demands to make hybrid events which are time consulting , staff intensive and expensive) 

· inflation rates will put pressure on budgets and cost of living

In May/ June we will do a system review with some external support to assess how we are managing in terms of internal organisation. 
Update on staffing: 

· Recruitment is still underway for our Ukraine programme, with one more position to fill. 
· Andre Felix is back at work 25% with strict working hours- he is working on the EDF book, which is progressing well. Since we have a budget for 2 comms officers, this is still manageable financially as Natalia is 100% FTE (full time equivalent) and Vanessa 80% FTE. 

· As announced Mher, our Accessibility Officer will move on from EDF, so we need to recruit a replacement- you received the advertisements and job description.

Review of staff titles: 
Last year the executive committee approved the EDF updated salary scale, whose update was supported by our Treasurer and Secretary. She had also proposed to add ‘senior’ to a title after seven years of experience. We did not adopt it because the analysis was, 7 years is too long for those already with experience, and the promotion should be based on staff showing exceptional seniority in their work. 

However, it was already recognized that it's important within the structure that we should make some changes to enable us to allow people to have their job title reflecting their experience, expertise and leadership.  In particular, when people join EDF at the level of officer, their title would only change when their job would completely change (meaning taking a new different position), which of course is limiting. This means until now that there is only a change in the title when the staff member takes on new management responsibilities (managing human and financial resources), they become a Coordinator, or taking on a full team and work area- becoming a team Manager. 
This does not allow us to properly reflect the expertise of longstanding staff whose job description does not fundamentally change, but whose excellent performance should be recognised. The expert consultant who reviewed our salary scale suggested that after seven years, the title ‘senior’ can be added. This is unrealistically long to wait, especially considering that in the Brussels work environment, staff is often more mobile while many EDF staff members have already a high level of independence and seniority in their field.  
Developed with the EDF team, Annex 2 presents criteria we would use to promote someone to a new title- eg: Senior Policy Officer and Senior Coordinator. This does not imply a pay increase because the pay scales are already developed and advancement is based on small increments every 2 years.

Annex 1
EDF organigram – separate document 

Annex 2 – Change position from Officer to Senior Officer
During the appraisal process, an officer staff member can be assigned the title ‘senior (policy/events/funding and grants/membership, communications, etc) officer’ when the majority of the following criteria are met:  
Work experience: In post, as a full-time employee for 3 years in EDF, or a similar post in a similar organisation fulfilling all their basic tasks completely (according to their job description), and has positive appraisals 
Fulfills their role outlined in their job description, including: 
· Successfully plans and completes their annual work as outlined in the work programme and based on the needs of EDF 
· Provides complete and comprehensive reports on time for donors  
· Fills out regular monitoring efficiently  
· Meets document deadlines for the EDF governing body meetings 
· Participates actively in team meetings  
· Manages their workload efficiently and is able to prioritise and to politely say “no” to irrelevant travel, meetings, or tasks  
· Understands EDF role in policy processes, leads independently on preparing input to consultations, policy papers and other policy documents for their field of work, and knows when to call on the board and EDF Executive Committee for political approval (in line with EDFs procedures for adopting policy statements) 
Supporting EDF membership: Supporting EDF members (eg, responds to members inquiries, provides training and advice to members, creates useful content for members mailing in their topic, brings in new members to EDF) 
Technical expertise: Has developed a high level of technical expertise in their field ( examples which demonstrate this include: Very accurately identifies important issues for EDF and assesses them very well from a disability rights standpoint, able to draft EDF policy positions independently, already ready for Board review, without significant support from the line manager, is asked by EDF members or others to provide training in their field, proactively updates all EDF staff an membership on the latest developments in their field, is asked by EDF members or externals to speak at events or contributes to reports e.g. at the Economic and Social Committee),  
Positive teamwork and support to other colleagues and trainees. Examples include volunteering to help people who have work overload or contributing to other people’s tasks in a time of need, volunteering to take the lead on processes to assist the whole team such as organizing team gatherings, brining ideas on the EDF workspace and contributing the developments (virtual and physical spaces) 
Leadership- both internal and external to EDF  
Takes the lead in external networks or internal working groups within EDF, takes the lead in building relationships between EDF and key partners or developing new initiatives. Becomes the chair or the co-chair of a network, working group, etc.  Examples of internal leadership can be identifying. Areas where EDF can improve. And taking the lead positively and making proposals. And suggestions for improving our internal working systems and procedures.  
Coordinator to Senior Coordinator 
Similarly, staff working at coordinator level in EDF, as they gain experience and expertise in coordination and management, should have the possibility to advance to senior coordinator. Following 3 years at Coordinator level and demonstrating results, skills and leadership in the field of coordination, coordinator staff can advance to senior coordinator, when the following criteria are met:
 
· Human resource management: a senior manager follows internal policies and procedures for leading on recruitment and independently conducts and documents staff appraisals annually, and plans and documents their new staff inductions thoroughly. The senior coordinator provides excellent support not only to the staff reporting to them but also to other junior staff contributing to induction of new colleagues staff training et cetera 
· Financial management and resource mobilisation: The senior coordinator overseas the budget in the field of their work and manages to ensure the full application of the rules are implemented in cooperation with the finance manager. The senior coordinator affectively defines budgetary needs for their field of work well in advance and mobilises resource is in their field to support their field of work, identifying funding sources and making applications effectively in cooperation with the funding and grants colleagues.
· Improving working systems within EDF: The senior coordinator identifies ways in which the overall working systems in EDF can be improved providing positive suggestions and leading joint initiatives and putting new systems in place with the approval and cooperation of the full team. 
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