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Approved:

	NAME
	
	REPORT TO
	

	EMPLOYEE NUMBER
	
	COMPANY
	

	JOB TITLE 
	Human Resources Assistant
	JOB TITLE
	

	DIVISION
	
	LOCATION
	Johannesburg

	SALARY
	
	DATE
	

	GRADE
	
	EMPLOYMENT 
STATUS
	(  Permanent  ( Contract  

( Independent Contractor
( Temporary Employment Agency

	HOURS
	( Full Time

( Part Time

( Temporary (less than 24 hours per month)
	HOURS
	08:00 – 17:00, Monday to Friday (occasional weekends for special events and exhibitions)

	SUBORDINATES
	
	INTERNAL 
RELATIONSHIPS
	

	NO. OF SUBORDINATES
	
	EXTERNAL 
RELATIONSHIPS
	


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

	Compile and keep personnel records. Record data for each employee, such as address, weekly earnings, absences, amount of sales or production, supervisory reports on ability, and date of and reason for termination. Compile and type reports from employment records. File employment records. Search employee files and furnish information to authorized persons.




	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.)


	Explain company personnel policies, benefits, and procedures to employees or job applicants.

	Process, verify, and maintain documentation relating to personnel activities such as staffing, recruitment, training, grievances, performance evaluations, and classifications.

	Record data for each employee, including such information as addresses, weekly earnings, absences, amount of sales or production, supervisory reports on performance, and dates of and reasons for terminations.

	Process and review employment applications in order to evaluate qualifications or eligibility of applicants.

	Answer questions regarding examinations, eligibility, salaries, benefits, and other pertinent information.

	Examine employee files to answer inquiries and provide information for personnel actions.

	Gather personnel records from other departments and/or employees.

	Search employee files in order to obtain information for authorized persons and organizations, such as credit bureaus and finance companies.

	Interview job applicants to obtain and verify information used to screen and evaluate them.

	Request information from law enforcement officials, previous employers, and other references in order to determine applicants' employment acceptability.

	Compile and prepare reports and documents pertaining to personnel activities.

	Inform job applicants of their acceptance or rejection of employment.

	Select applicants meeting specified job requirements and refer them to hiring personnel.

	Arrange for in-house and external training activities.

	Arrange for advertising or posting of job vacancies, and notify eligible workers of position availability.

	Provide assistance in administering employee benefit programmes and worker's compensation plans.

	Prepare badges, passes, and identification cards, and perform other security-related duties.

	Administer and score applicant and employee aptitude, personality, and interest assessment instruments.

	Process, verify, and maintain personnel related documentation, including staffing, recruitment, training, grievances, performance evaluations, classifications, and employee leaves of absence.

	Assist in Engagement administration

	Conduct Exit Interviews

	Assist in gathering statistical info for reports (absenteeism, application report stats)

	Meeting arrangements (EE, Skills Development, OHS, Skills development)

	Minute taking and distribution

	Maintenance of HR records

	Ad hoc projects

	Recruitment

	Format job description and job posting for the Intranet

	Post vacancies on Intranet and notice board

	Maintain vacancies page on Intranet

	Forward the job description to all agencies 

	Collate all CVs received from agencies and record in the Monthly Applicant Register 

	Refer to HOD to draw up shortlist with input from HR Manager and update the Monthly Applicant Register and advise relevant agent

	Contact agencies/internal or external applicants and set up assessments and interviews for short listed candidates together with HOD and update the Monthly Applicant Register and advise relevant agent

	Generate PIs

	Follow up of assessments results and set up interviews with HOD and update the Monthly Applicant Register and advise relevant agent/internal or external applicants

	Create interview packs which include CV, job description, job posting, PI, PRO and Interview Assessment Forms

	Advise agent/internal or external applicant of the outcome of the interview and update the Monthly Applicant Register

	Send regret letters to unsolicited applicants.


	COMPETENCIES  REQUIRED


MANAGING THE JOB

	Attention to detail
	Ability to accomplish tasks through concern for all areas concerned, regardless of seeming relevance; showing concern for all aspects of the job; accurately checking processes and tasks; maintaining watchfulness over a period of time.

	Planning and organising
	Establishing a course of action for self or others to accomplish a specific goal; planning proper assignments of personnel and appropriate allocation of resources.

	Work standards
	Ability to set high standards of performance for self, others and the organisation; being dissatisfied with average performance; imposing standards of excellence on self, rather than having standards imposed by others.


MANAGING SELF

	Ability to organize 
	Ability to prioritize projects of minimal to moderate complexity within given time frames. 

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

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

	Tenacity / perseverance
	Ability to stay with a position or plan of action until the desired objective is achieved or no longer reasonably attainable.


MANAGING OTHERS

	Communication
	Applying effective verbal, nonverbal, and written communication methods to achieve desired results. 

	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.


	KNOWLEDGE, SKILLS AND ABILITIES REQUIRED

	Personnel and Human Resources
	Knowledge of principles and procedures for personnel recruitment, selection, training, compensation and benefits, labor relations and negotiation, and personnel information systems.

	Clerical
	Knowledge of administrative and clerical procedures and systems such as word processing, managing files and records, stenography and transcription, designing forms, and other office procedures and terminology.


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

	
	

	Experience and training
	[internal or external company training initiatives]

	Licensing & Accreditation
	

	Training and development
	

	Qualifications
	B Sc (Comp) or equivalent degree

	Work Experience
	Minimum 5 - 7 years relevant 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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