	Job Description and Specifications

	Position Title
	HR Business Partner: Training
	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, SMSA 

	Job Code
	HRBP:T
	


	Basic Function
	a. Manage the recruitment and selection process

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

c. Assess training needs to apply and monitor training programs

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




	Key Responsibilities 

	Core
	1. HR General

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

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

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

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

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

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

1.7. Oversee HR learners, ensuring they are assigned and carry out proper tasks

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

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

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

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. Arrange wellness days for branches and divisions

5. Transformation and Employment Equity

5.1. Monitor the implementation of various BBBEE initiatives in areas of Skills Development.
5.2. Ensure audit and verification processes of Company’s BBBEE contributions and compliance are successfully conducted timeously on an annual basis


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

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

6.3. Weekly and Monthly sessions with Mandy Kendall.
6.4. Monthly reporting on Training and HR General to management team.
6.5. Keeping a clear record of all administration.
6.6. Assist HR Learners with PPE, Tags, File audits etc.

	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 or related field 
3. Skills Development Facilitator
4. Valid drivers’ license and own reliable vehicle


	Experience 

	*Note: Industry Experience wherever its applicable
1. At least 3 years’ experience in a Human Resources department
2. Experience in the Road Freight and Logistics industry is an added advantage

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

4. 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 : 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.
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	Date:
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