	Job Description and Specifications

	Position Title
	IR Officer
	Position Grade
	

	Department
	HR
	Location
	Brentwood Park

	Reports to
	IR Specialist
	Direct Reports
	None

	Internal Relations
	E.g.: Operations Division (Fleet, Clearing, POD, Abnormals and Specials) Finance, IT, HR, Contract Logistics, and all Business units
	External Relations
	E.g.: 3rd Party Service Providers, SMSA, CCMA, NBCRFLI, Unions, Department of Employment and Labour, ETC.

	Job Code
	IRO
	


	Basic Function
	1. IR, ER, Union Engagement and Discipline Management - consult and advise management and staff on labour relations issues, and partner with Operations to effectively manage and resolve misconduct, poor performance, incapacity and incompatibility cases.
2. Ensure HR policies and procedures are kept updated and communicated to staff.
3. Compile and present monthly management reports on key HR outputs.
4. Maintain and provide input into various HR systems and platforms.
5. Advise company on NBCRFLI Main Collective Agreement and implementation thereof.


	Key Responsibilities 

	Core
	1. UNION AND SHOP STEWARD ENGAGEMENT:
1.1. Ensuring that proactive action to prevent industrial action is agreed upon by ensuring sound and harmonious work place.
 
2. EMPLOYEE CONDUCT AND INCAPACITY
2.1. Manage employee conduct and incapacity (Includes poor performance and incapacity) procedure ensuring disputes are minimized by guiding and assisting with disciplinary processes and ensuring all disputes are prepared and managed efficiently. 

2.2. Attend to the assistance and guidance of investigations and ensure same is completed timeously, efficiently, thoroughly, objectively and fairly.
2.3. Assist with investigations and the resolution of employee complaints within required time frames to minimize risk. Timeframes listed below:

Action Items

Timeframe

Maximum Timeframe

Advice Requests

Respond within 24 hours
Respond within 36 hours
Warning Request

Respond within 24 hours

Respond within 36 hours

Hearing Request

Immediate response

Respond within 24 hours

Grievance Received

Respond within 24 hours

Respond within 48 hours

2.4. Continually advise line managers on appropriate disciplinary action to be taken and ensure the business always complies with the disciplinary code. Any deviations from the Code need to be approved by Managing Director.

2.5. Assist line management with the drafting of charges for warnings and disciplinary notifications.

2.6. Entire coordination of a disciplinary enquiry and arranging of internal and external chairperson for disciplinary enquiries.

2.7. Draft and send telegrams/Absconsion letters to employees who have absconded.

3. GRIEVANCES

3.1. Employee grievances are managed, tracked, and reported on.


4. DISPUTE RESOLUTION BODIES
4.1. Represent the Company for referrals to CCMA/NBCRFLI (inter alia, condonation, point in limine, conciliation and arbitration hearings, etc.).

4.2. Reporting of all Referrals with commentary and maximum risk

4.3. Represent and drafting of legal documents for labour matters.

5. TRAINING
5.1. Ensure Company Code of Conduct and Industrial relations policies and procedures are relevant and updated.

5.2. Develop and implement a plan that ensures line management are regularly updated and trained in Industrial Relations procedures and are competent to deal with day-to-day problems. Examples are: 
5.2.1. Provide Initiator training.
5.2.2. How to conduct investigations and building of a case

5.2.3. Chairperson training

5.2.4. Cross-examination training

5.2.5. Witness training

5.2.6. How to draft warnings training

5.2.7. How to issue warnings

5.2.8. IR 101 Training

5.3. Arrange for the retraining of employees with all relevant parties should the need arise because of an outcome of the disciplinary process.
6. GENERAL: DAILY/ WEEKLY AND MONTHLY TASKS
6.1. Email Management to ensure that emails received from management for IR requests are actioned by the close of each day.

6.2. Diary management and scheduling of timeslots in required diaries.

6.3. Monthly reporting on IR matters to IR Specialist.
6.4. Practice sound and fair labour relations practices.
6.5. Advise Management team on labour risks and legislative changes.
6.6. Ensure effective relationships and communication are built and maintained with managers and employees.
6.7. Accurate and systematic record keeping of disciplinary actions according to company systems, policy, and procedures. Accurate record keeping of warnings sent to managers and of signed copies. Follow ups with managers if no signed warnings are received.

6.8. Identification and reporting of trends / issues regarding unions and discipline that may come to your attention.
6.9. Keeping a clear record of all administration pertaining to Labour Relations.

6.10. Updating Payroll on salaries that may need to be placed on hold etc.

6.11. Verification and signoff of External Chairperson invoices.

6.12. Send through External Chairperson invoices to IR Specialist for uploading on Fraxion and to arrange payment.

6.13. Submission of consolidate monthly reports.
7. POLICIES AND PROCEDURES
7.1. Assisting with drafting and reviewing of policies and procedures.
7.2. Ensure knowledge and a complete understanding of all Namlog’s Group of companies’ policies, practices, and procedures as well as NBCRFLI Main Collective Agreement.
7.3. Ensure that the application of the company disciplinary code, policies and procedures is consistent.



	EHS
	1. Ensure that Business Unit adhere to prescribed Regulatory Stipulations such as OHS, Safety, Namlog policies and procedure.
2. Identify and be aware of potential risks that may affect normal operations.


	Decision-Making

	1. Correct action according to the authority limited.


	Key Performance Indicators (KPIs)

	1. Abide by the goal setting forms (Individual KPI’S) of the current financial year


	Qualification

	Qualifications
	1. Matric
2. Bachelors’ Degree/ Diploma in HR/IR/Law or related field 
3. Valid drivers’ license and own reliable vehicle


	Experience 

	*Note: Industry Experience wherever its applicable
1. At least 5 years’ experience as a Human Resources Manager overseeing generalist HR function

2. Experience in the Road Freight and Logistics industry is an added advantage

3. Strong IR experience which must include experience in a unionized environment

4. Highly computer literate in Microsoft Suite (especially Excel), SAGE Premier and various HR software programs

5. Proven track record in dealing with BCEA, BBBEE, TETA, MERSETA, NBCRFLI, CCMA, IR, Unions

6. Knowledge of HR programs, processes, labor regulation, cultures in sub-Saharan Africa region and their application to complex organizational issues




	Competencies - Professional 

	· Adaptability

· Continuous Learning

· Communication 

· Organizational & Environmental Awareness 

· Creative Thinking

· Networking / Relationship Building

· Conflict Management 

· Resource Management 

· Risk Management 

· Stress Management

· Influence 

· Initiative 

· Change Leadership 

· Planning & Organizing

· Decision Making

· Analytical Thinking

· Teamwork 

	Competencies - Technical 

	· MS Office (Excel, Word, PowerPoint, Visio, Outlook) Knowledge

· Language Proficiency knowledge (English)

· Compliance Management Knowledge

· Investigation Knowledge

· Learning and Development Knowledge

· Local Regulations Compliance Knowledge

· Management of Health and Safety Knowledge

· Security Systems and Equipment Management Knowledge

· Security Monitoring and Inspections Knowledge

· Total Quality Management Knowledge

· Dangerous Goods Knowledge

· Internal Audit Compliance Knowledge




	Competencies – EHS

	· Knowledge of basic environment health and safety requirements

· EHS corporate objectives awareness

· Awareness of Environment Health & Safety incident reporting


Date of Release: 28/02/2025
	Prepared by:
	Reviewed by:
	Approved by:

	IR Specialist
	GM
	MD


	Employee Name:

	


I hereby confirm my utmost commitment in fulfilling all the requirements including above and any amendment to this document.

Management reserves the right to amend the Job description at any time without prior notice.

	Signature:
	Date:
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