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PEOPLE AND CULTURE OFFICER 
 
ORGANIZATION OVERVIEW 
Possible is a collaboration between an independent Nepal-based non-governmental 
organization and a US-based non-profit. We are two entities who operate 
independently, with a mutually interdependent partnership and a common goal of 
supporting health innovation in Nepal. Possible engages in rigorous and collaborative 
research and innovation to address evidence, implementation, and policy gaps in the 
equity, quality and accessibility of healthcare. We envision a world where everyone, 
everywhere has access to high-quality healthcare rooted in evidence, inclusion, and 
equity. Our research endeavors and partnerships aim to address challenges in context 
and from stated or established needs rather than for the novelty of research. As such we 
partner with community-based organizations, public and private sector academic 
institutions and research organizations to leverage research and evidence to inform 
and implement innovative solutions to healthcare challenges in Nepal.  

We do so by: 

1. Helping to build solutions to long-term health systems strengthening 
needs, including COVID-19 pandemic response, mitigation, and resilience; 

2. Conducting collaborative high-quality healthcare delivery research to 
address healthcare challenges in neglected areas, conditions, and the 
inclusion of historically marginalized and oppressed communities; 

3. Generating and leveraging evidence to inform healthcare decisions, 
healthcare provision and health policy to improve healthcare inclusiveness, 
equity and quality; 

4. Providing technical assistance and programmatic support for the 
integration and adoption of innovative evidence-based solutions; 

5. Building research capacity of healthcare workers and researchers 

Possible strongly believes in institutionalizing evidence, equity and inclusion in its 
structures, policies and work. To that end, we have adopted the following core values:  

People Centered  

• Anchoring our work with a focus on the people we aim to serve in our vision of 
achieving access to high-quality healthcare rooted in evidence, equity and 
inclusion 
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• We value our employees and understand that work/life balance, flexibility, and 
continuous support are essential for employees to flourish and work optimally 

Participatory and Collaborative 

• Ensuring team members and partners not only have access to information but 
feel empowered and have mechanisms to provide input and feedback into the 
work and organization 

Humility  

• A culture of openness, curiosity and continuous learning to ensure we are 
staying accountable to our values, our mission and vision 

Transparency 

• Clarity and understanding of organizational strategy, decision making, 
processes and access to information  

Accountability  

• Continuously striving to bridge the gap between those with decision making 
power and those impacted by the decisions 

POSITION DESCRIPTION 
Possible, a non-governmental organization registered in Nepal, is seeking a People and 
Culture Officer to develop and lead the HR and culture procedures, policies and 
systems in line with Possible’s values, HR By-laws, and Labor Law of the Government of 
Nepal. The People and Culture Officer should see themselves as the primary 
ambassador and advocate for Possible’s mission, vision and values. The People and 
Culture Officer should be eager, proactive, independent and should serve as an active 
member of a management team to build the organization and drive an inclusive 
culture. 	
 
Reports to: Executive Director  
Direct Reports: None 
Location: Kathmandu 
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AREAS OF RESPONSIBILITY 
The People and Culture Officer will work closely with our Executive Director and be chiefly 
responsible for the following work:		
 
1. Build and implement HR systems, procedures and policies and facilitate their 

implementation to build a diverse team, social justice rooted culture and 
support system to advance Possible’s mission, vision and values. 
a. Build systems, policies & processes to facilitate and support talent recruitment, 

performance management, professional development strategy, compensation 
and benefits management, leave management, code of conduct, grievance 
handling, safety and security management, and pursue revisions to policies as 
needed to attract, retain and grow a diverse, inclusive and strong workforce fit 
for the role; 

b. Lead policy and procedure implementation as well as trainings in support of a 
culture that promotes diversity, equity, inclusion, collaboration,, regular feedback 
and open communication, and employee satisfaction 

c. Work closely with the Management team to build and implement/roll out a 
smart digital HR and admin system that supports the organization's needs and 
culture 

d. Conduct/ Facilitate regular ‘People-First Survey’, Employee Satisfaction Survey/ 
Pulse survey and Compensation & Benefits survey, and incorporate feedback 
and inputs to strengthen systems and processes as well as open communication 

e. Lead onboarding and offboarding processes for all incoming / outgoing team 
members, identify/ support/ facilitate team members in identifying and securing 
external professional development opportunities and foster superior 
performance and professional growth for team members within boundaries of a 
work/life balance approach 

f. Lead and ensure a clear, timely and transparent internal org-wide 
communication  

g. Ensure legal compliance of Possible’s HR policies with the Nepal’s Labor law 
h. Lead, and provide support to team members with grievances about sexual 

harassment, assault or any other sensitive issue with utmost confidentiality. 
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2. Weave Gender Equity and Social Inclusion (GESI) perspective into the 
organizational culture and in everything we do through a systems approach 
a. Integrate GESI perspective into org policies, procedures and processes and 

pursue revisions as needed 
b. Ensure GESI perspective and best practices are incorporated into Possible’s 

recruitment process and continuously explore ways to diversify the pool of 
applicants 

c. Work closely with the management team to build and revise GESI policies, 
framework and targets and build support systems and resources to enable the 
successful implementation of the policies and achievement of these targets  

d. Ensure that the HR team leads by superb example in terms of embodying the 
organization’s values  

e. Explore resources and provide training for continuous learning and reflection in 
order to create and strengthen an inclusive environment as well as 
implementing methods of accountability. 

f. Lead and facilitate values reflection, ongoing learning to encourage 
internalization and ownership of values as we grow and evolve as an 
organization 

 
3. Perform administrative duties to maintain and update employee records, and 

support the management team to ensure legal compliance, governance and 
thorough internal communications. 

a. Lead and facilitate employee management including management of 
working day/ hours, tracking attendance and absenteeism, working from 
home, ID cards, personnel document, supplies and technology 

b. Professionalize, digitize, and accurately maintain all administrative systems 
within HR (i.e., employee files/ data, CIT/ PAN cards, leave, payroll, etc.)  in 
accordance Government of Nepal documentation standards and Labor Law 
as well as what is required for any grant funded activities   

c. Work closely with the Finance team to ensure accurate, regular and timely 
release of compensation and benefits to team members 

d. Support the Management team to conduct and facilitate the NGO board and 
General Assembly meetings, and maintain legal, regulatory and donor 
compliances. 
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e. Work with Management team to support administrative functions as 
required and relevant 

The above list of responsibilities is not comprehensive, and the People and Culture 
Officer may be required to take on additional responsibilities, as determined by the 
Executive Director. 
 
Must Haves:  

1. Commitment to Possible’s Values, Mission & Vision: The People and Culture 
Officer is the primary ambassador and advocate for Possible’s values and 
culture. They need to lead by example in their own conduct, hold others 
accountable, and have an unshakeable commitment to the values and culture 
we are trying to build. 

2. Gender Equity and Social Inclusion Understanding and Experience: The 
People and Culture Officer is responsible for weaving gender equity and social 
inclusion perspective into the organization as well as exploring ways to 
encourage continuous learning and reflection on creating an inclusive 
environment and implement methods of accountability.  

3. Systems-Building Skills: The People and Culture Officer is responsible for 
designing, sourcing, executing, and coaching others on smart HR systems and 
so must be incredibly savvy in their ability both to build smart systems and train 
others effectively.  

4. People Centered: The People and Culture Officer is responsible first and 
foremost for putting the team as a whole above the self or any single individual. 
Difficult decisions will inevitably arise; the People and Culture Officer must be 
guided by the organization values and must have the courage to uphold our 
values and do what’s best for our team in the long run in every case.  

5. Humility: The People and Culture Officer must approach their work with humility, 
an open mind, a culture of openness, curiosity and continuous learning (or 
unlearn!) to ensure we are staying accountable to our values, our mission and 
vision. 

6. Qualifications: Bachelor's degree or equivalent with minimum of two years of 
Human Resource management experience in Nepal. Excellent command of 
written and spoken Nepali and English. Nepali Citizen based in Nepal. 

 
APPLICATION PROCESS 
Email CV and cover letter to recruitment@possiblehealth.org. When applying please 
include name and position in the subject line. Applications will be accepted on a rolling 
basis until filled. If we are interested in your submission we will contact you to advance 
the application process. Please note that due to a large volume of applications, your 
application may not be responded to. 


