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Job Title:  Human Resources Manager 

Location: Midrand  

Responsible for management of the HR function, implementation of HR policy, practice and activities 

ensuring they are carried out within guidelines. Responsible for the development of HR procedures 

and policies and give input to HR strategy. Provide comprehensive, consultative and integrated 

Human Resource service to the business units that will add value to the leadership team and 

support them to effectively implement HR principles and practices in their respective business units.   

Primary Role Accountabilities :  

 Direct and support the HR team to deliver on the comprehensive HR  strategy of the 

business 

 Employee Relations: Managing absenteeism, disciplinary and grievances issues, general 

employee wellbeing and employee relations matters. 

 Ensure all company policies and procedures are up to date and in line with current 

applicable legislation. Ensure line managers are up to date with changes to any policies. 

 Measure employee satisfaction and identify areas that require improvement. 

 Performance Management: Build a culture of Performance Management within the division 

(including the roll out of the e-appraisal system, ensure compliance, and provide regular 

inputs to enhance the framework).Coaching of managers on performance management 

issues and processes. 

 Managing the recruitment and retention process which includes talent and succession 

development: 

 Provide advice and support to employees regarding company benefits, and deal with 

stakeholders and service providers i.e Medical aid and Provident Fund. 

 Sit in the Provident Fund Manco Meetings 

 Work with senior managers to provide them with coaching and advice on all people related 

issues. 

 Employment Equity: Become intergral part of driving employment equity, BBBEE and 

transformation and provide guidance and support to both employees and line management. 

Facilitate the drafting, implementation and tracking of divisional transformation plans  

 Submission of EE report to DOL and partake in EE committee meetings 

 Skills Development: Roll out and management of learnership and internship programs 

 Submissions of WSP/ATR reports to SETA and partake in Training committee meetings  
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 Update/Maintain relevant monthly statistics and reports. 

 Proactively identify and pre-empt HR risks within the division. Help business to understand 

the difference between Labour Relations Act, Employment Equity Act, and the Codes of 

good practice.  

 Responsible for HR internal and external HR audits. 

 Advise on and coordinate remuneration practices (including ensuring regular updates of 

salary surveys for the group) 

 Form part of HR projects. 

 

Critical Requirements - Skills, Experience & Qualifications: 

 A Diploma or Degree in Human Resources Management (or related field) 

 5-8 years Human Resources Generalist experience, supervisory or management experience 

required. 

 Strong understanding of applicable legislation. 

 Knowledge of payroll and MIS 

 Capability to interact with people at all levels 

 The ability to guide, direct and influence people in such a way that outputs are performed at 

an excellent level. 

 The ability to plan, organise, lead and control in the work environment to achieve the 

business objectives. 

 The ability to facilitate events and speak publically and give presentations. 

 The ability to place one self outside a situation, take all the relevant information into 

consideration and draw conclusions. 

 The ability to manage conflict and solve complex issues 

Preference will be given, but not limited to, candidates from designated groups in terms of the 

Employment Equity Act. 

 

 

 

 

 

 

Contact 

Charlotte Bogatsu 

Tel:  +27 87 741 5000  

Fax:  +27 87 741 5100 
Email: Charlotte Bogatsu 

mailto:cbogatsu@datacentrix.co.za

