
 

 

Rochester Institute of Technology, New York, USA 

RIT Dubai, Dubai Silicon Oasis, P.O. Box 341055, Dubai, UAE 

Tel. +971 4 371 2000; www.rit.edu/dubai 

 

Job Description:  HR Coordinator 
Reporting to:  AVP of Finance & Administration 
Date of joining:  As soon as possible 
 
 
Summary 
To effectively provide quality day-to-day hands on services related to Human Resources and Government 
services, providing support related to employee relations, records management, visa and immigration 
services for RIT Dubai faculty, staff & students. 
 
General Duties and Responsibilities: 
 

 The HR Coordinator will be responsible for all recruitment and hiring that takes place at RIT Dubai. 
Responsibilities would include, but not be limited to, creating Job Descriptions, advertising for new 
positions, participating search committees, interviewing and contract negotiations. 

 The HR Coordinator will ensure that all new and visiting employees will go through a proper On-
boarding and Orientation as appropriate. This may include, but not be limited to,  arranging for 
hotel accommodation and relocation services, assigning offices on campus and coordinating with 
the IT Team to set up email, telephone and other office peripherals.  

 The HR Coordinator will manage memberships (addition/ deletion) in the group medical insurance 
policy and assist with claims processing as needed. 

 The HR Coordinator will maintain personnel files and confidential information in accordance with 
the UAE Labor Law and MOHESR Standards. Issue official letters to faculty and staff such as Salary 
Certificates and NOCs 

 The HR Coordinator will manage the complete process for renewing and obtaining new visas for all 
faculty, staff and students sponsored by RIT Dubai. She/ he must also Monitor expiration dates for 
visas and passports and follow up to renew as necessary. 

 The HR Coordinator will be responsible for all Official Documentation and ensure that all 
government related licenses and documents pertaining to RIT Dubai are valid at all times, including 
but not limited to Trade License, Importer Codes, Post Box, etc. She/ he must monitor expiry dates 
and duly carry out renewal procedures as needed. 

 The HR Coordinator will address any grievance-related concerns with employees in order to 
identify options or resolve issues prior to formal filing of a grievance. She/he will also assist the AVP 
for Finance & Administration and serve on ad-hoc advisory committees to deal with employee 
disciplinary issues and will encourage progressive discipline when appropriate, ensuring that 
actions adhere to all relevant rules and policies.  
 

Job Requirements: 

 Technical Competencies: Microsoft Office: Word, PowerPoint, Outlook, Excel 

 Interpersonal Competencies: Service-centered approach.  Ability to multi-task and manage multiple 
projects simultaneously.  Analytical Skills. Excellent English verbal and written communication skills. 

 
Application Process: 

 Please email your resume & cover letter to careersdubai@rit.edu 

 Subject line must include the source, your name and position you are applying for;  
 e.g.:   RIT Dubai website -  <Your Name> - HR Coordinator 2014 
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