	Job Description and Specifications

	Position Title
	HR Administrator
	Position Grade
	

	Department
	HR
	Location
	Brentwood Park

	Reports to
	GM: Human Capital
	Direct Reports
	None

	Internal Relations
	All Business Units 
	External Relations
	3rd Party Service Providers

	Job Code
	HRA
	


	Basic Function
	Assist in managing the following functions: Recruitment, IR and Discipline, Performance Management, Administration and Business Support for the Namlog Group.


	Key Responsibilities 

	Core
	1. Recruitment:

1.1. Assist in ensuring that there’s an approved staff requisition before any recruitment takes place.
1.2. Assist in ensuring that recruitment process is effective
1.3. Assist in ensuring that Recruitment needs are discussed with the manager at inception. 
1.4. Assist to maintain job specification database.
1.5. Assist in advertising of vacancies internally & externally.
1.6. Assist in ensuring that all positions that are recruited for are in line with the budget.
1.7. Assist in receipt & screening of all CV’s
1.8. Assist in maintenance of applicant / recruitment database
1.9. Assist in pre-Screening of all potential candidates
1.10. Assist in facilitation of interviews
1.11. Involved in the recruitment process either by conducting first round interviews or by sitting in on interviews with the line managers
1.12. Assist in interviewing applicants within corporate guidelines to establish strengths, skills and requirements through the Competency Based Interviewing model
1.13. Assist in preparing the Take on Record documents for the respective new employees upon commencement 
1.14. Assist in notify unsuccessful candidates via sms, e-mail or telephonic.

2. Discipline, Counselling and Dismissal

2.1. Assist in ensuring the correct legal procedures are followed and adhered to when conducting discipline, counseling or dismissals
2.2. Assisting Managers with performance- or disciplinary problems as required
2.3. Assist in coordination of all disciplinary hearings and dismissals
2.4. Assist in acquiring interpreters as and when needed
2.5. Assist in preparing minutes documents


3. Administration

3.1. Responsible for processing, verify, maintain and file documentation relating to personnel activities, including but not restricted to:

3.2. HR administration

3.3. Onboarding Documentation

3.4. Leave Administration

3.5. IR-related processes

3.6. Terminations Administration

3.7. Termination form
3.8. Follow up on withdrawal forms and submitted forms 
3.9. Social Security Administration and Claims

3.10. Provident Fund Administration 

3.11. Loans / Advances

3.12. Employment Contracts and Addendums to contracts

3.13. Transfer Letters

3.14. Letter of Promotion

3.15. Stationery

3.16. Staff Clothing Order Administration

3.17. PPE (Personal Protective Equipment) record keeping and ordering

3.18. Monitoring, record keeping and follow ups of PDP and licenses.

3.19. Payslip distribution for non-ESS users


4. Training 

4.1. Assist in ensuring new employees starting at the organisation have been loaded on the Induction Training Schedule

4.2. Assist in receiving information regarding training needs from all the branches of Namlog and liaise with HR department .

4.3. Assist in ensuring an accurate record keeping of all internal training done.


5. Industrial Relations
5.1. Assist in providing advice to the managers on IR-related issues and assist in drafting the appropriate disciplinary action that needs to be taken

5.2. Assist and advice on the Performance Management process (Counseling, Performance Management Phase 1, Performance Management Phase 2, Performance Management Phase 3)

5.3. Assist in drafting and amend appropriate documentation

5.4. Assist in accurate record-keeping of documentation


6. Employee Benefits

6.1. Assist in coordinating the administration of the Provident Fund and other related employee benefits

7. Payroll assistance 

7.1. Maintaining client confidence and protects operations by keeping information confidential.

7.2. Creating the Employees manual and electronic file. Both electronic and manual file need to be complete.

7.3. Ensuring banking details, Provident choices form and Income tax no are completed 

7.4. Loading New Employees onto Vip

7.5. Processing annual, occasional and sick leave applications on NBCRFLi system.

7.6. Sorting proof of payments from NBC into departments.

7.7. Attaching proof of payments into payslips 

7.8. Folding payslips and sending payslips for distribution 

7.9. Obtain signoff and submission of Provident fund forms for terminations. 

7.10. Driver Star Rewards Certification.


8. Injury On Duty (IOD)

8.1. File documents on employee and employee electronic file

8.2. Update IOD file on HR2 Drive

8.3. Update IOD register or report.

8.4. Update IOD leave on VIP.

9.  Business Support

9.1. Assist in answering employee questions about human resources policies and procedures when required.
9.2. Relief reception duties.
10. Personal Protective Equipment (PPE) 
10.1. Ensuring all employees receive their PPE on an annual basis.
10.2. Requesting, sizes, quotations and distribution of PPE.
10.3. Ensuring signed AOR are returned.
10.4. Ensure neat and clean PPE Store.
10.5. Ensure all PPE is packed and labelled in the correct location.
10.6. Sorting of returned PPE for washing and recycling.
10.7. Folding and packing washed PPE in plastic bags with labelling and packed in the correct location in PPE store.
11. Staff Clothing

11.1. Once a request received 

11.2. Request sizes and quotations, then order placed
11.3. Ensuring signed staff clothing deduction form when received new items.
12. PDP
12.1. Ensuring all employees that operate company vehicles have a valid PDP and license.
12.2. Requesting PDP’s from employees and managers to keep the PDP licenses up to date.
12.3. Manually and electronically file the PDP’s on the employees files.
12.4. Send out reminder emails and follow ups from 3 months prior to expiry of the license.
13. Access Tag Reports

13.1. Sending out access tag reports on a daily, weekly and monthly basis.
13.2. Preparing access tags for new employees.
13.3. Taking pictures of employees and generating QR Code.

13.4. Linking employees to approved zones.
13.5. Sending out Septic Tank Reports on weekly basis.

14. Leave

14.1. Assist in processing and send through all manual leave application forms for Payroll processing 
14.2. Assist in preparing relevant documentation for staff members going on maternity leave. 
15. Employee Engagement

15.1. Facilitate the pre-boarding/ induction process for new staff

15.2. Ensure engagement packs for all new staff are prepared within agreed timelines and processed accordingly

15.3. Responsible for the submission of correct and complete paperwork to the payroll department to facilitate the employment of new staff

15.4. Ensure that job descriptions are in line with the employee roles

15.5. Ensure job titles are in line with existing group job titles

15.6. Assist with change management on projects as required

15.7. Providing support to management in respect of succession planning

15.8. Arrange wellness days for branches and divisions

16. General
16.1. Email Management to ensure that emails are actioned by the close of each day.

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

16.3. Ensure effective relationships and communication are built and maintained with managers and employees.
16.4. 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.

16.5. Identification and reporting of trends / issues that may come to your attention.

16.6. Identify creative methods for all areas of your function.

16.7. Perform other duties from time to time as per requirements of the department and company. 

16.8. Handling social security queries and related administration.

16.9. Ensure that filing of documentation is done on a daily basis and that no filing and confidential documentation is left unattended. 

16.10. Ensure that personal filing cabinets are neatly maintained and replace file covers and labels when necessary.

16.11. Ensure that all employee files are kept up to date electronically and manually.

16.12. Terminated files to be moved to terminated section electronically and manually.

16.13. Terminated files to be archived into boxes, labelled and stored.

16.14. Keeping abreast with the latest labour legislation.

16.15. Ordering of department stationery.

16.16. Record keeping and ordering of company paper.

16.17. Distribution of company paper orders.

16.18. Assist with regulatory nominations and voting sheets.

16.19. Any other HR related duty assigned.



	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. 


	Experience 

	*Note: Industry Experience wherever its applicable
1. At least 1 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. Proven track record in dealing with BCEA, BBBEE, TETA, MERSETA, NBCRFLI, CCMA, IR, Unions beneficial.
4. Knowledge of Applicant Tracking Systems (ATSs) beneficial.



	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

· 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 : 31/08/2023
	Prepared by:
	Reviewed by:
	Approved by:

	HRBP
	GM
	MD


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.

	Employee Name:
	Signature:
	Date:

	
	
	


[image: image1.png]



