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HR PRACTIONER

R25k to R28k TCTC

Cape Town
	1.
Role Profile Details

	1.1
Job title:
	Human Resources Practitioner

	1.2
Department/Division:
	Human Resources

	1.3
Reporting to:
	Human Resources Manager
	
	

	1.4
Job Level:
	Professional/Skilled

	2.
Purpose & scope of the role

	2.1
Purpose of the role:
	To work in partnership with the business in providing a professional and proactive generalist HR service through building relationships and providing accurate and sound HR advice and support.
Deliver efficient and integrated Human Resources and recruitment solutions that meet the current and future needs of business, ensuring Human Resources services, as well as regulatory compliance, are achieved on an on-going basis.

Actively assist in the implementation of organisational change through the facilitation and co-ordination of change initiatives to bring about performance and cultural improvement

	2.2
Scope of the role:
	(Specify which areas within business)

	3.
Key Performance Areas

	Key Performance Areas (KPAS)
	Activities within the KPA (including frequency)

	Maintaining and Implementing policies and procedures
	To work with the HR Manager, HR team and Operational Managers on implementing best practise and company policy 

	
	Ensure consistent and correct application of company policy within area of responsibility 

	
	Where required, assist HR manager in the design and development of police sand procedures

	Maintaining good Employee Relations
	To provide a day-to-day advisory service to the business on employment related issues and employment law ensuring a blend of pragmatism and best practise HR, ensuring consistency in application and adherence to company policy

	
	To liaise with Line Managers to ensure the consistency and that company guidelines are adhered to.

	
	To provide first line advice on potential changes in terms and conditions, working hours, potential restructuring ect

	
	To provide HR support and advice pertaining to grievance and disciplinary measures and providing an HR presence during investigatory meetings and disciplinary hearings.

	
	To guide managers on how to manage poor performance within their teams in line with company policy and best practice, provide coaching tips and guidance on how to give feedback.

	Employment Equity Monitoring and Reporting
	Ensure the company’s employment equity policy is adhered to in relation to recruitment, employment, promotion and disciplinary decision and processes

	
	Prepare and monitor all Employment Equity statistics and reports as instructed by the HR Manager for relevant department

	
	Provide advice on discrimination in the workplace where needed.

	HR Administration
	Ensure timely and high quality service is provided in the issuing of new contracts

	
	Maintain accurate and updated employee records at all times

	
	Prepare accurate and timely HR reports as requested by the HR Manager

	
	Ensure timely and high quality service is provided in the administration of all employee benefits

	
	Actively manage induction and on-boarding of  all new recruits within area of responsibility ensuring all relevant documentations is accurately completed and distributed as required

	Recruitment 
	Establish an in-depth and on-going understanding of the recruitment needs, coordinating requirements and maintaining the headcount plan for defined area of responsibility

	
	Complete comprehensive job analysis to develop appropriate and accurate role profiles  

	
	In conjunction with Line management agree suitable recruitment campaign approach, sourcing of candidates, assessment tools and process.

	
	Design and develop assessment tools where required

	
	Proactively manage all attraction, holding campaigns and candidate sourcing activities, in line with the staff level requirements using best practice techniques.

	
	Provide HR support in interviews, screening and assessment process and administer all correspondence in relation to recruitment activities as required

	
	Maintain all recruitment records as required, track all recruitment activities and provide a detailed recruitment analysis for each campaign within 2-weeks of placement

	
	All recruitment activities to be conducted within recruitment budget

	Organisational Development
	Facilitates the implementation of organizational effectiveness and change management interventions as directed

	
	Provides coaching to line management on organizational growth and culture management.

	
	Provides support with the application of the competency model and maintain the framework through the design and development of appropriate competencies as required. Ensures these competencies are linked to other HR related processes.

	
	Facilitate the practical implementation of effective performance management based on Company processes within area of responsibility and ensure that all related activities are conducted within the allocated timeframes.

	
	Facilitate staff development within area of responsibility and actively liaise with the allocated training officer for are to ensure that all training interventions as identified are delivered as required

	
	Act as a change agent and role model, providing the support and effective mechanisms  to implement major changes to the operations of the business.

	
	Facilitate all team development processes, including workshops, exercises, or programs to enhance the cohesiveness of teams.

	Other
	· Participate on any projects as directed by the HR Manager

· Assist with social responsibility projects as directed by the HR Manager




Person Profile

	1.
Person Profile Details

	1.1
Job title:
	Human Resources Practitioner

	1.2
Department:
	Human Resources

	1.3
Reporting to:
	Human Resources Manager
	
	

	2.
Qualifications & Accreditations

	3 Year degree/diploma in Human Resources
	Must Have

	
	

	3.
Skills, Experience & Attributes

	Must Have
	· Minimum of 4 years’ experience in a similar role
· Experience gained within a retail environment is advantageous

· OD and Change Management experience essential

· Excellent IT skills

· Above average interpersonal skills

· Passionate about Human Resources and developing others

· Demonstrated experience as a change agent
· Strong ability to conduct comprehensive job evaluations
· Sound labour relations knowledge

	4.               Competencies Required

	Consciously Develops Self
	Strong desire and initiative to develop self

	
	Seeks honest feedback from others

	
	Develops self-awareness and personal resilience

	
	Consistently behaves with integrity

	Aims to Delight the Customer
	Is passionate about Human Capital

	
	Acts as ambassador for the Company brand

	
	Committed to serving the customer*

	
	Selectively seeks out industry best practice

	Creatively Shapes the Future
	Adept at anticipating market trends

	
	Drives continuous improvement

	
	Crafts compelling strategies and sets targets

	
	Makes effective decisions and takes accountability

	Consistently delivers results
	Consistently hits all performance targets

	
	Keeps raising bar on performance

	
	Effective time management

	
	Identifies lessons and learns from errors

	Meets deadlines and work standards
	Effective time management

	
	Has required knowledge to fulfil job specifications

	
	Establishes criteria and or work procedures to achieve a high level of quality, productivity or service

	Works effectively as a team
	Invests in honest and constructive feedback

	
	Willing to assist team members where necessary

	
	Adheres to the teams and departments expectations and guidelines

	
	Tries to understand change and approaches change or newness positively
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