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	PURPOSE  (Include primary accomplishments, products, and services, who benefits from them and how.)

	Plan, direct, and coordinate human resource management activities of an organization to maximize the strategic use of human resources and maintain functions such as employee compensation, recruitment, personnel policies, and regulatory compliance. The Human Resources Manager must be knowledgeable of company goals, relevant employment laws and union contracts, and needs to be able to recognize and evaluate industry trends.  The Human Resources (HR) department serves as a link between management and employees.  Providing specialized services to staff members, the department's goal is to foster positive relationships, to increase job satisfaction, and to make sure all customer or client needs are met.  Specific responsibilities include:  administration, recruitment, company compensation and benefits, training and development, health and safety, and employee relations.


	PRINCIPAL DUTIES AND RESPONSIBILITIES (What do you have to be able to do to achieve the desired results of your job? Include management and leadership responsibilities for work team leaders.)


	Key Activities

	 Human Resources

	Create company strategic recruitment and selection plan. 

	Coordinate company equal opportunity programmes to achieve diversity goals. 

	Create company strategic training and organizational development plan to meet personal, professional, and organizational needs of company employees. 

	Oversee compensation programmes to ensure regulatory compliance and competitive salary levels. 

	Oversee the design and development of compensation strategy and programmes. 

	Direct the administration of benefit programmes to include: health, retirement, death, disability, and unemployment. 

	Evaluate and recommend improvements to benefit programmes. 

	Coordinate the administration and negotiation of union contracts. 

	Develop and coordinate grievances and mediate workplace disputes. 

	Evaluate procedures and technology solutions to improve human resources data management. 

	Recommend and maintain an organizational structure and staffing levels to accomplish company goals and objectives. 

	Evaluate company culture and provide recommendations on changes to accomplish company goals and objectives. 

	Evaluate and recommend human resource outsourcing opportunities and identify potential vendors. 

	Develop and manage annual budgets for the division and perform periodic cost and productivity analyses. 

	Recommend and establish company policies and procedures. 

	Work with department managers and corporate staff to develop five year and ten year business plans for the company. 

	Establish and implement short- and long-range departmental goals, objectives, policies, and operating procedures. 

	Serve on planning and policy-making committees. 

	Recruit, train, supervise, and evaluate department staff. 

	Conduct strategic planning and execution. 

	Conduct contracting, negotiating, and change management. 

	Interpret and advise on the application of employment equity and skills development laws. 

	Analyze and assess training and development needs. 

	Design, development and implementation of salary administration plans and benefit programmes. 

	Negotiate and manage collective bargaining agreements and alternative dispute resolution processes.

	Examine and re-engineer operations and procedures, formulating policy, and developing and implementing new strategies and procedures. Knowledge of computerized information systems used in human resources applications. 

	Work requires professional written and verbal communication and interpersonal skills. 

	Motivate teams to produce quality materials within tight timeframes and simultaneously manage several projects. 

	Participate in and facilitate group meetings. 

	Develop Human Resource plans and strategies aligned to the organisation’s strategic direction. and business strategy. Provide tools and tactics to enhance execution of these strategies 

	Integrate HRM with current and pending legislation and socio-political changes. 

	Integrate Human Resource Management with general organisational management. 

	Manage the interface between HRM processes and systems. 

	Formulate and communicate HRM policies. 

	Administer compensation, benefits and performance management systems, and safety and recreation programmes.

	Identify staff vacancies and recruit, interview and select applicants.

	Allocate human resources, ensuring appropriate matches between personnel.

	Provide current and prospective employees with information about policies, job duties, working conditions, wages, opportunities for promotion and employee benefits.

	Perform difficult staffing duties, including dealing with understaffing, refereeing disputes, firing employees, and administering disciplinary procedures.

	Advise managers on organizational policy matters such as equal employment opportunity and sexual harassment, and recommend needed changes.

	Analyze and modify compensation and benefits policies to establish competitive programmes and ensure compliance with legal requirements.

	Serve as a link between management and employees by handling questions, interpreting and administering contracts and helping resolve work-related problems.

	Analyze training needs to design employee development, language training and health and safety programmes.

	Plan, organize, direct, control or coordinate the personnel, training, or labour relations activities of an organization.

	Negotiate bargaining agreements and help interpret labour contracts.

	Prepare personnel forecast to project employment needs.

	Prepare and follow budgets for personnel operations.

	Develop, administer and evaluate applicant tests.

	Oversee the evaluation, classification and rating of occupations and job positions.

	Develop and/or administer special projects in areas such as pay equity, savings programmes, day-care, and employee awards.

	Provide terminated employees with outplacement or relocation assistance.

	Compensation and Benefits 

	Manage overall labour costs. 

	Be responsible for the management and delivery of a full range of Employee Relations services. 

	Express (embody) the philosophy and values regarding people management in the organisation. 

	Manage people related issues accompanying mergers, alliances and acquisitions. 

	Administer, direct, and review employee benefit programmes, including the integration of benefit programmes following mergers and acquisitions.

	Analyze compensation policies, government regulations, and prevailing wage rates to develop competitive compensation plan.

	Analyze statistical data and reports to identify and determine causes of personnel problems and develop recommendations for improvement of organization's personnel policies and practices.

	Design, evaluate and modify benefits policies to ensure that programmes are current, competitive and in compliance with legal requirements.

	Develop methods to improve employment policies, processes, and practices, and recommend changes to management.

	Direct preparation and distribution of written and verbal information to inform employees of benefits, compensation, and personnel policies.

	Formulate policies, procedures and programmes for recruitment, testing, placement, classification, orientation, benefits and compensation, and labour and industrial relations.

	Fulfill all reporting requirements of all relevant government rules and regulations, including UIF, SDA, OHSA (WCA) etc

	Identify and implement benefits to increase the quality of life for employees, by working with brokers and researching benefits issues.

	Manage the design and development of tools to assist employees in benefits selection, and to guide managers through compensation decisions.

	Mediate between benefits providers and employees, such as by assisting in handling employees' benefits-related questions or taking suggestions.

	Plan and conduct new employee orientations to foster positive attitude toward organizational objectives.

	Plan, direct, supervise, and coordinate work activities of subordinates and staff relating to employment, compensation, labour relations, and employee relations.

	Prepare detailed job descriptions and classification systems and define job levels and families, in partnership with other managers.

	Advise management on such matters as equal employment opportunity, sexual harassment and discrimination.

	Conduct exit interviews to identify reasons for employee termination.

	Maintain records and compile statistical reports concerning personnel-related data such as hires, transfers, performance appraisals, and absenteeism rates.

	Negotiate bargaining agreements.

	Prepare budgets for personnel operations.

	Prepare personnel forecasts to project employment needs.

	Resolve labour disputes and grievances.

	Study legislation, arbitration decisions, and collective bargaining contracts to assess industry trends.

	Contract with vendors to provide employee services, such as food services, transportation, or relocation service.

	Investigate and report on industrial accidents for insurance carriers.

	Represent organization at personnel-related hearings and investigations.

	Develop compensation strategies and policies in line with legislation and the organisation’s business strategy. 

	Attach meaningful monetary values to posts in the organisation ensuring that the organisation’s compensation is in line with market forces (this may be by means of traditional job evaluation or other methods such as skill or competency based pay). 

	Develop appropriate compensation systems for the organisation. 

	Assess the long-term impact of short-term decisions on people. 

	Plans and directs implementation and administration of benefits programmes designed to insure employees against loss of income due to illness, injury, layoff, or retirement.

	Directs preparation and distribution of written and verbal information to inform employees of benefits programmes, such as insurance and pension plans, paid time off, bonus pay, and special employer sponsored activities.

	Analyzes existing benefit policies of organization to establish competitive benefits programmes.

	Evaluates services, coverage, and options available through insurance and investment companies to determine programmes best meeting needs of organization.

	Plans modification of existing benefits programmes, utilizing knowledge of laws concerning employee insurance coverage, to ensure compliance with legal requirements.

	Recommends benefits plan changes to management.

	Notifies employees of changes in benefits programmes.

	Directs performance of clerical functions, such as updating records and processing insurance claims.

	Compensation, Benefits, and Job Analysis Specialists

	Analyze organizational, occupational, and industrial data to facilitate organizational functions and provide technical information to business, industry, and government.

	Assess need for and develop job analysis instruments and materials.

	Consult with or serve as a technical liaison between business, industry, government, and union officials.

	Develop, implement, administer and evaluate personnel and labour relations programmes, including performance appraisal, affirmative action and employment equity programmes.

	Ensure company compliance with government and state laws, including reporting requirements.

	Evaluate job positions, determining classification, exempt or non-exempt status, and salary. (exempt = above earnings threshold)

	Observe, interview, and survey employees and conduct focus group meetings to collect job, organizational, and occupational information.

	Perform multifactor data and cost analyses that may be used in areas such as support of collective bargaining agreements.

	Plan and develop curricula and materials for training programmes and conduct training.

	Plan, develop, evaluate, improve, and communicate methods and techniques for selecting, promoting, compensating, evaluating, and training workers.

	Prepare occupational classifications, job descriptions and salary scales.

	Provide advice on the resolution of classification and salary complaints.

	Research employee benefit and health and safety practices and recommend changes or modifications to existing policies.

	Research job and worker requirements, structural and functional relationships among jobs and occupations, and occupational trends.

	Advise managers and employees on state and government employment regulations, collective agreements, benefit and compensation policies, personnel procedures and classification programmes.

	Advise staff of individuals' qualifications.

	Assist in preparing and maintaining personnel records and handbooks.

	Negotiate collective agreements on behalf of employers or workers, and mediate labour disputes and grievances.

	Prepare reports, such as organization and flow charts, and career path reports, to summarize job analysis and evaluation and compensation analysis information.

	Prepare research results for publication in form of journals, books, manuals, and film.

	Work with the Department of labour and promote its use with employers.

	Administer employee insurance, pension and savings plans, working with insurance brokers.

	Speak at conferences and events to promote apprenticeships and related training programmes.

	 Training and Development

	Develop a training & development strategy according to the requirements of legislation and with the improvement of productivity and delivery as outcome. 

	Conduct a training needs-assessment including the assessment of prior learning and write training & development objectives based on the outcome thereof. 

	Conduct training & development. 

	Evaluate training & development with regard to the return on investment. 

	Promote training & development in the organisation. 

	Design and implement a career management programme aimed at integrating individual aspirations and organisational needs & realities. 

	Manage career-related issues in the organisation for example women, affirmative action and management of diversity with attention to legislation in this regard. 

	Manage career-related issues surrounding organisational restructuring, downsizing & outplacement including provision of support. 

	Assess individual programme or organizational development needs based on strategic organizational goals. 

	Assess training requirements to plan appropriate solutions to improve programme effectiveness. 

	Research training and development trends and design training curricula to achieve desired results. Develop needs assessment instruments. 

	Develop evaluation instruments to measure participant learning or changes in work behavior.

	Formulate and update training and development policies or procedures.

	Write training course objectives, lesson plans, and course materials. 

	Collabourate with subject matter experts to design course curricula. 

	Write instructional manuals for participants and trainers. 

	Design and implement training that includes defining objectives, selecting methods, designing training evaluations, and monitoring programme performance. Work with procurement specialists to develop contract specifications or requests for proposals to obtain vendor trainers. 

	Provide technical assistance and consultation to organisation staff, managers, and programme customers.

	Collaborate with others to identify issues, generate alternatives, and develop solutions.

	Facilitate quality improvement projects. 

	Advise management on methods to bring change.

	Design processes for and facilitates problem-solving meetings. 

	Facilitate strategic planning sessions. 

	Advise managers on developing performance measures to obtain strategic objectives. 

	Identify barriers to effective organizational change. 

	Recommend strategies to bring into effect organizational change or improve systems. 

	Design and assist management in executing organizational change strategies.

	Participate and consult with procurement specialists to advertise and select contract trainers.

	Administer training contracts for vendor training and monitor contractors work quality. 

	Market training or development services to employees and programme customers. 

	Coordinate arrangements for training facilities and equipment. 

	Monitor training costs to verify costs do not exceed set budget amount. 

	Maintain records and write reports to monitor and evaluate training activities and programme effectiveness. Instruct or present information to all levels of employees.

	Facilitate meetings and conduct training.

	Conduct orientation sessions and arrange on-the-job training for new hires.

	Evaluate instructor performance and the effectiveness of training programmes, providing recommendations for improvement.

	Develop testing and evaluation procedures.

	Conduct or arrange for ongoing technical training and personal development classes for staff members.

	Confer with management and conduct surveys to identify training needs based on projected production processes, changes, and other factors.

	Develop and organize training manuals, multimedia visual aids, and other educational materials.

	Plan, develop, and provide training and staff development programmes, using knowledge of the effectiveness of methods such as classroom training, demonstrations, on-the-job training, meetings, conferences, and workshops.

	Analyze training needs to develop new training programmes or modify and improve existing programmes.

	Review and evaluate training and apprenticeship programmes for compliance with government standards.

	Train instructors and supervisors in techniques and skills for training and dealing with employees.

	Coordinate established courses with technical and professional courses provided by community schools and designate training procedures.

	Prepare training budget for department or organization.

	Design and implement a performance management system linked to relevant HRM systems and aimed at contributing directly to the business strategy. 

	Assess performance. 

	Use outcome of performance assessment as the basis for decision-making

	Training and Development 

	Promote training & development in the organisation. 

	Develop evaluation instruments to measure participant learning or changes in work behavior.

	Keep up with developments in area of expertise by reading current journals, books and magazine articles.

	Present information, using a variety of instructional techniques and formats such as role playing, simulations, team exercises, group discussions, videos and lectures.

	Schedule classes based on availability of classrooms, equipment, and instructors.

	Organize and develop, or obtain, training procedure manuals and guides and course materials such as handouts and visual materials.

	Offer specific training programmes to help workers maintain or improve job skills.

	Monitor, evaluate and record training activities and programme effectiveness.

	Attend meetings and seminars to obtain information for use in training programmes, or to inform management of training programme status.

	Coordinate recruitment and placement of training programme participants.

	Evaluate training materials prepared by instructors, such as outlines, text, and handouts.

	Develop alternative training methods if expected improvements are not seen.

	Assess training needs through surveys, interviews with employees, focus groups, and/or consultation with managers, instructors or customer representatives.

	Screen, hire, and assign workers to positions based on qualifications.

	Select and assign instructors to conduct training.

	Devise programmes to develop executive potential among employees in lower-level positions.

	Design, plan, organize and direct orientation and training for employees or customers of industrial or commercial establishment.

	Negotiate contracts with clients, including desired training outcomes, fees and expenses.

	Supervise instructors, evaluate instructor performance, and refer instructors to classes for skill development.

	Monitor training costs to ensure budget is not exceeded, and prepare budget reports to justify expenditures.

	Refer trainees to employer relations representatives, to locations offering job placement assistance, or to appropriate social services agencies if warranted.

	Management of individual as well as collective labour (organisational) performance. 

	Industrial Relations Specialists

	Develop and communicate industrial relations policies and procedures in line with legislation. 

	Involvement in grievance and disciplinary hearings 

	Lead negotiations (where necessary). 

	Implement termination procedures 

	Assessment and management of organisational climate and employee relations 

	Liaison with trade unions 

	Implementation of outcomes of collective bargaining and negotiation 

	Administers Employment Equity initiatives and assists in development of plans and policies, chairing of National Employment Equity committee and ensures employment equity and Affirmative Action policies related to employee relations are properly administered.

	Advise management of Company policy and practice across departments and suggest alternatives for the fair treatment of employees.

	Advise on contemporary developments in employee relations and their potential impact on the organisation's policies and practices.

	Advise organisation on implications of changes or developments at organisational, regional, national and international level and their potential impact on current employee relations policies, issues and practices. 

	Advise organisation on various means and methods available for effective workplace decision-making and management policies and approaches to gain the commitment, co-operation and empowerment of the workforce. 

	Advise management and staff on employee relations matters including corrective discipline; prepares and manages division budget; conducts and/or coordinates training and employee development programmes;

	Clearly and concisely develop rules, guidelines, and documentation for a variety of ER situations

	Conduct disciplinary and grievance or dispute hearings.

	Contribute to setting the strategic direction for an organisation's employee relations policy and practice. 

	Create proactive programmes to give managers the necessary tools to identify, resolve, and possibly avoid ER problems

	Develop and conduct training for  personnel on a variety of topics related to ER.

	Develop and roll out employee and professional development initiatives to help implement strategic employee relations and change efforts 

	develop employee relations plans that are aligned to the organisation's strategic plan 

	Develop strong partnerships with operations support managers in supporting them to meet their business objectives

	Development and execution of Human Resource and labour relations policies 

	Development appropriate procedures and policies to address grievances, discipline, group problem-solving, resolving differences within interest groups, negotiating with different interest groups whether unionised or non-unionised employees, management colleagues or managers from other management functions and managing and implementing change programmes.

	Draft policies and procedures dealing with employee grievances, discipline, redundancy, job grading, harassment and bullying, and ensure their effective implementation and management. 

	Effective preparation and representation / presentation of the organisation in employment disputes in labour dispute forums.

	Effectively negotiate and develop consensus with individuals and organizations having a broad range of interests.

	Establish and review ER rules, guidance, policies, practices, and procedures.

	Facilitate the resolution of differences with management colleagues within and between the management functions, as well as employees individually and/or collectively. 

	Formulate Employee Relations policies, procedures and practices.

	Identifies collective bargaining issues; assists in negotiating union agreements.

	Investigation of grievances, recommends grievance responses, and assists in representing the Company at grievance arbitrations.

	Manage a team of Employee Relations Managers.

	Manage any equal employment opportunities plans or policies 

	Manages employee relations needs of the Company, develops policies and procedures to meet programme goals and objectives; 

	Mediate between supervisors and employees with performance problems and other work related conflicts. 

	Monitor and evaluate the effectiveness of the organisation's strategies, policies, procedures and processes to develop and maintain employee commitment. 

	Participate as a key team member in the consultation and communication process. 

	Participate as a key team member in the effective implementation of organisational change. 

	Participate in the preparation of a case at an employment tribunal on behalf of an employer. 

	Promote good occupational health by raising awareness through health surveillance and training. 

	Provide advice on the appropriateness of adopting different forms of employee involvement/participation and how to implement them. 

	Read and understand employment legislation / case law, and implement (or propose implementation) as necessary.

	Read and understand numerous legal opinions and decisions.

	Represent the Company before various groups and in labour forums.

	Review and monitor an organisation's safety and environment policies and programmes in line with current legal requirements and ensure their effective implementation and management. 

	Provide advice and guidance on whether the company is complying with employment legislation.

	Serve as a sounding board and provide guidance for employees who are experiencing work-related problems.

	Serve as a consultant to departments regarding labour relations issues

	Supply appropriate advice on the basic rights and obligations of employers and employees arising from the contract of employment and associated legislation. 

	Work with Union Officials, Managers, Supervisors, Employees, Shop Stewards and employee representatives and others; sometimes regarding contentious and complex issues.

	Direct the organisation's recruitment/selection process by planning/executing recruitment activities and reviewing employment actions for legal compliance and for choosing the proper course of action. 

	Oversee and/or participate in investigations relating to discrimination charges; work jointly with legal counsel in preparing conciliation or defense of EE discrimination cases; may counsel employees who have potential EE complaints and work with employees and managers to informally resolve EE problems. 

	Investigate, review, and mediate grievances and other employee disputes; review disciplinary action taken by departments and advise regarding employee relations problems; facilitate informal resolution of grievances and complaints. 

	Supervise staff in the administration of the functional areas of employment/recruitment and employee relations; discuss staff performance problems with managers/supervisors and recommend appropriate disciplinary action. 

	Develop plans and programmes to withstand discrimination charges from all protected groups and make progress toward ultimate objectives. 

	Design and deliver training on Recruitment and Selection, EE Guidelines, Sexual Harassment, Discipline, and Human Resources Administration. 

	Perform cost analysis and provide budget recommendations for ER department.

	Coordinate and prepare contract specifications for use of external companies providing temporary employees. 

	Develop, prepare, and analyze various statistical studies and reports involving all aspects of the employment/employee relations functions to determine the causes of personnel problems and to develop/present recommendations for improving employment/employee relations policies, processes, and practices. 

	Oversee the development of appropriate employment/employee relations documentation; supervise the processing and approval of personnel forms for all staff ensuring accuracy and confidentiality. 

	Employment, Recruitment, and Placement Specialists

	Determine long-term human resource planning resource needs. 

	Assess current human resource planning resources.

	Identify areas of human resource planning needs.

	Appoint a representative committee with the task of conducting the job analysis. 

	Decide on the use of job analysis information.

	Decide on the sources of job analysis information.

	Decide on the method for job analysis.

	Based on the outcomes of the job analysis, write job descriptions and job specifications

	Develop & implement recruiting strategy bearing in mind relevant legislation.

	Decide whether recruitment will take place externally or internally.

	Select methods of the recruitment (for example job posting, personnel agencies & advertising)

	Develop and implement selection strategy in line with relevant legislation.

	Select appropriate assessment tools for selection.

	Provide selection short list for line management to make a decision.

	Place staff in ways that will have the potential to benefit both organisation and employee

	Act as a facilitator for induction and orientation of new employees

	Inform applicants of job openings and details such as duties and responsibilities, compensation, benefits, schedules, working conditions, and promotion opportunities.

	Interview job applicants to match their qualifications with employers' needs, recording and evaluating applicant experience, education, training, and skills.

	Review employment applications and job orders to match applicants with job requirements, using manual or computerized file searches.

	Select qualified applicants or refer them to employers, according to organization policy.

	Perform reference and background checks on applicants.

	Maintain records of applicants not selected for employment.

	Instruct job applicants in presenting a positive image by providing help with resume writing, personal appearance, and interview techniques.

	Refer applicants to services such as vocational counseling, literacy or language instruction, transportation assistance, vocational training and child care.

	Conduct workshops and demonstrate the use of job listings to assist applicants with skill building.

	Search for and recruit applicants for open positions through campus job fairs and advertisements.

	Administer assessment tests to identify skill building needs.

	Conduct or arrange for skill, intelligence, or psychological testing of applicants and current employees.

	Hire workers and place them with employers needing temporary help.

	Evaluate selection and testing techniques by conducting research or follow-up activities and conferring with management and supervisory personnel.

	Establish and maintain relationships with hiring managers to stay abreast of current and future hiring and business needs.

	Maintain current knowledge of Equal Equity, BBBEE and affirmative action guidelines and laws

	Perform searches for qualified candidates according to relevant job criteria, using computer databases, networking, Internet recruiting resources, cold calls, media, recruiting firms, and employee referrals.

	Prepare and maintain employment records.

	Contact applicants to inform them of employment possibilities, consideration, and selection.

	Inform potential applicants about facilities, operations, benefits, and job or career opportunities in organizations.

	Screen and refer applicants to hiring personnel in the organization, making hiring recommendations when appropriate.

	Arrange for interviews and provide travel arrangements as necessary.

	Advise managers and employees on staffing policies and procedures.

	Review and evaluate applicant qualifications or eligibility for specified licensing, according to established guidelines and designated licensing codes.

	Hire applicants and authorize paperwork assigning them to positions.

	Conduct reference and background checks on applicants.

	Evaluate recruitment and selection criteria to ensure conformance to professional, statistical, and testing standards, recommending revision as needed.

	Recruit applicants for open positions, arranging job fairs with college campus representatives.

	Advise management on organizing, preparing, and implementing recruiting and retention programmes.

	Supervise personnel clerks performing filing, typing and record-keeping duties.

	Project yearly recruitment expenditures for budgetary consideration and control.


	COMPETENCIES  REQUIRED


MANAGING THE JOB

	Analysis
	Ability to secure relevant information and identifying key issues and relationships from a base of information; relating and comparing data from different sources; identifying cause-effect relationships.

	Business approach
	The ability to apply management principles and techniques to the management of all organizational resources. This involves translating management strategies into clear and practical operational realities. It is demonstrated by using management information to support cost effective and timely decisions and the willingness to take calculated risks in the pursuit of organizational goals.

	Judgment / decision making
	Make decisions that reflect sound judgment. Use creative problem-solving methods to analyse problems, generate alternatives and determine a course of action that moves the organisation toward its goals. 

	Managing complexity
	Ability to manage continually changing and challenging circumstances in an organised, efficient and calm manner whilst attaining objectives. Organised to make the best use of time and able to handle a number of competing priorities.  Able to move from one task to another. 


MANAGING SELF

	Contracting
	Negotiating, organizing, preparing, monitoring, and evaluating work performed by vendors and consultants. 

	Flexibility
	Adapt readily to changing situations.  Open to new ideas and new ways of doing things. Patient with changing circumstances. 

	Initiative
	Ability to assert one’s influence over events in order to achieve goals; self starting rather that accepting passively; taking action to achieve goals beyond what is required; being proactive.

	Integrity
	Ethical, honest and trustworthy. Take responsibility for own actions and treat others honestly and fairly.  High personal standards and values. 


MANAGING OTHERS

	Conflict management
	Ability to identify, manage and resolve potential and actual conflict through effective communication and relationship building skills.  Maintain a sense of composure and credibility that reflects well on the organisation.  

	Customer service
	Ability to make an effort to listen to and understand both internal and external customers; anticipating customer needs; gives high priority to customer satisfaction.

	Developing people
	Ability to develop an individual’s skills and competencies by planning effective developmental activities related to current and future jobs. Setting goals, providing timely feedback and coaching employees at all performance levelsfrom the model employee to the troubled team member. 

	Impact
	Ability to create a good first impression; commanding attention and respect; showing an air of confidencedisplays confidence and a commanding presence.

	Negotiation 
	Ability to effectively explore alternatives and positions to reach outcomes that gain all parties’ support and acceptance.


	KNOWLEDGE, SKILLS AND ABILITIES REQUIRED

	People management
	Use appropriate methods and processes to attract, retain, manage, develop and reward staff to achieve strategic objectives.

	Recruitment and Selection
	Organizational practices, decisions, and processes that affect (a) the capability of an organization to make hiring, promotion, and other personnel decisions, and (b) the number or types of individuals who are willing to apply for or accept a given vacancy.

	Training and Development
	The systematic acquisition of attitudes, concepts, knowledge, roles, or skills that result in improved performance at work.

	Reward System
	Monetary compensation and monetary and non-monetary benefits organizations provide to their employees.


	MINIMUM REQUIREMENTS (What is required to perform the Essential Duties?)

	
	

	Experience and training
	

	Licensing & Accreditation
	

	Training and development
	

	Qualifications
	

	Work Experience
	


General Terms and Conditions
The above job description is intended to describe the general nature and level of work being performed by the incumbent. It is not intended to be construed as an exhaustive list of all responsibilities, tasks and skills required to perform this job. The incumbent may be required to perform additional tasks and duties outside of this description, if so required.

Undertaking
I the undersigned have read and understood the terms of this job description, alternatively the contents have been read and explained to me.

________________________________

________________________________
Employee Name

Signature
________________________________
________________________________
Date 
Review Date
________________________________

________________________________
Managers Name

Signature
________________________________
Date

	FOR STAFFING USE ONLY

	Posting #




Posting Date _____/_____/_____

	EE Act Job Group
	
	

	( Male 
(Female 
	( African ( Indian 
( Coloured ( White
	( Person with a Disability 

	Occupational Level
	

	Occupational Category
	

	The above declarations are not intended to be an all-inclusive list of the duties and responsibilities of the job described, nor are they intended to be such a listing of the skills and abilities required to do the job. Rather, they are intended only to describe the general nature of the job.
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