	Job Description and Specifications

	Position Title
	HR Business Partner: General
	Position Grade
	

	Department
	HR
	Location
	Brentwood Park

	Reports to
	GM: Human Capital
	Direct Reports
	IR Officer

	Internal Relations
	E.g.: Operations Division (Fleet, Clearing, POD, Abnormals and Specials) Finance, IT, HR, Contract Logistics 
	External Relations
	E.g.: 3rd Party Service Providers, SMSA 

	Job Code
	HRBP:G
	


	Basic Function
	a. Bridge management and employee relations by addressing demands, grievances, or other issues

b. Manage the recruitment and selection process

c. Support current and future business needs through the development, engagement, motivation, and preservation of human capital

d. Review and monitor overall HR strategies, systems, tactics, and procedures across the organization

e. Nurture a positive working environment

f. Oversee and manage a performance appraisal system that drives high performance

g. Maintain pay plan and benefits program

h. Assess training needs to apply and monitor training programs

i. Report to management and provide decision support through HR metrics

j. Ensure legal compliance throughout human resource management.



	Key Responsibilities 

	Core
	1. HR General

1.1. Advise company on NBCRFLI Main Collective Agreement and implementation thereof

1.2. Ensure the HRIS is maintained with a logical and efficient dataset

1.3. Continuously manage projects and change initiatives in the organisation at various occupational levels and conformance are adhered to and submitted timeously with accurate data

1.4. Advise senior management on best practice and conformance in terms of legal aspects of labour

1.5. Build and maintain working relationships between Human Resources and all internal stakeholders

1.6. Monitor employee progress and stay abreast on company climate and culture, ensuring it stays positive and productive

1.7. Regularly meet with employees for progress reviews and assessments, discussing any problems or grievances they may have

1.8. Promote a positive and open work environment where employees feel comfortable speaking up about issues

1.9. Manage and supervise other HR staff, ensuring they are assigned and carry out proper tasks

1.10. Ensure employee records are maintained with relevant and update to date information

1.11. Ensure policies are applied consistently and fairly across the company

1.12. Ensure all employees movements are tracked and the necessary paperwork is completed for promotions, transfers, and Labour Broker appointments

1.13. Coordinate terminations and ensure the necessary paperwork is received and submitted to the human capital department timeously coordinate the replacement process for the position

1.14. Analyse and report on exit interviews and reason for employee turnover

2. Recruitment and Selection

2.1. Responsible for sourcing, attracting, and interviewing prospective employees to find the perfect match for a company's long-term goals. They factor into this process that people play an important role and will be key players of success going forward. 

2.2. Monitor, organise and execute all transactional recruitment processes required to meet timely completion and delivery of recruitment processes

2.3. Coordinate with hiring managers to identify staffing needs

2.4. Determine selection criteria

2.5. Source potential candidates through online channels (e.g., social platforms and professional networks)

2.6. Plan interview and selection procedures, including screening calls, assessments and in-person interviews

2.7. Assess candidate information, including resumes and contact details, using our Applicant Tracking System

2.8. Design job descriptions and interview questions that reflect each position’s requirements

2.9. Lead employer branding initiatives

2.10. Organize and attend job fairs and recruitment events

2.11. Forecast quarterly and annual hiring needs by department

2.12. Populate and maintain a talent database/ applicant tracking system of qualified candidates to fill future vacancies

3. Training and Development

3.1. Provide legislation, learning and assessment information related to skills development

3.2. Advise an organisation concerning the alignment of skills development practices

3.3. Conduct Skills Development Administration in an Organisation

3.4. Collate and store data related to skills development

3.5. Provide information related to skills development data

3.6. Contribute to the improvement of systems and procedures related to processing skills development data

3.7. Conduct an Analysis to Determine Outcomes of Learning for Skills

3.8. Identify the current and required skills

3.9. Establish the learning requirements

3.10. Establish and agree skills priorities

3.11. Understand the context and requirements of a Workplace Skills Plan (WSP)

3.12. Create a matrix for WSP information -Develop the WSP

3.13. Coordinate Planned Skills Development 

3.14. Plan and organise learning interventions

3.15. Coordinate learning interventions

3.16. Review and report on learning interventions

3.17. Accurate recorded keeping and reporting of Skills Development

3.18. Maintenance of Annual Training Report (ATR)

3.19. Compilation and submission of workplace skills plan and application for mandatory grants and discretionary grants.

3.20. Ensure Employee Conduct SOP is relevant and updated.

3.21. 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

3.21.1. Provide Initiator training

3.21.2. How to conduct investigations and building of a case

3.21.3. Chairperson training

3.21.4. Cross-examination training

3.21.5. Witness training

3.21.6. How to draft warnings training

3.22. Arrange for the retraining of employees with all relevant parties should the need arise because of an outcome of the disciplinary process.
4. Employee Engagement

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

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

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

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

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

4.6. Assist with change management on projects as required

4.7. Providing support to management in respect of succession planning

4.8. Arrange wellness days for branches and divisions

5. Transformation and Employment Equity

5.1. Develop, implement, and monitor EE Plans
5.2. Submission of Annual EE Reports 

5.3. Plan, co-ordinate and execute the transformation strategy for all business units and EE Plan for the company

5.4. Collate information from various stakeholders to periodically report on transformation

5.5. Monitor, compare and comment on the various elements on a quarterly basis encompassing the implementation and achievement of transformation milestones

5.6. Perform gap analyses and advise the various departments on improvements and corrective actions to take to achieve transformation milestones

5.7. Ensure Legislative and internal compliance with BBBEE Act and Codes, including BEE Scorecard

5.8. Monitor transformation and BBBEE legislative changes.

5.9. Monitor the implementation of various BBBEE initiatives in areas of Employment Equity, Skills Development, Enterprise Development and Socio-Economic Development.
5.10. Ensure audit and verification processes of Company’s BBBEE contributions and compliance are successfully conducted timeously on an annual basis

6. Payroll

6.1. Full payroll function including implementation and improvement of processes, preparation of key payroll reports for executives to review

7. Union and shop steward engagement:
7.1. Active engagement with trade unions. Initiate and facilitate Union / Management meetings and ensuring minutes are recorded and circulated within 7 days after the meeting to the management team for internal purposes.

7.2. Initiate and facilitate monthly Shop Steward / Management meetings, ensuring minutes are recorded and circulated to the Management team by the Friday after the meeting (4 days) and to the Shop Stewards by the Monday after the meeting (7 days).

7.3. Ensuring that proactive action to prevent industrial action is agreed upon.

8. Employee conduct and incapacity
8.1. 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. 

8.2. Attend to the assistance and guidance of investigations and ensure same is completed timeously, efficiently, thoroughly, objectively and fairly.
8.3. 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

8.4. 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.

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

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

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

9. Grievances
9.1. Employee grievances are managed, tracked and reported on.


10. Dispute resolution bodies
10.1. Represent the Company for referrals to CCMA/NBCRFLI (inter alia, condonation, point in limine, conciliation and arbitration hearings, etc.).

10.2. Reporting of all Referrals with commentary and maximum risk

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

11. GENERAL: DAILY/ WEEKLY AND MONTHLY TASKS
11.1. Email Management to ensure that emails are actioned by the close of each day.

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

11.3. Weekly and Monthly sessions with Veli Mokoena and Mandy Kendall.
11.4. Monthly reporting on IR matters and HR General to management team.
11.5. Practice sound and fair labour relations practices.
11.6. Advise Management team on labour risks and legislative changes.
11.7. Ensure effective relationships and communication are built and maintained with managers and employees.
11.8. 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.

11.9. Identification and reporting of trends / issues regarding unions and discipline that may come to your attention.

11.10. Keeping a clear record of all administration.
11.11. Updating Payroll on salaries that may need to be placed on hold etc.

11.12. Facilitation of the arrangement of the transportation of Nightshift employees.

11.13. Send through External Chairperson and Transport invoices for uploading on Fraxion and to arrange payment.

12. POLICIES AND PROCEDURES
12.1. Assisting with drafting and reviewing of policies and procedures.
12.2. Ensure knowledge and a complete understanding of all Namlog’s Group of companies’ policies, practices and procedures as well as NBCRFLI Main Collective Agreement.
12.3. 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

7. Knowledge of Applicant Tracking Systems (ATSs)




	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 : 11/08/2023
	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:
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