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Position: HR Consultant
Location: Johannesburg (Illovo)

Qualifications: 

· Degree, diploma or certificate with 5 years relevant experience (experience within the ICT sector would be advantageous)

Knowledge:

· MS Word, Excel, PowerPoint, Visio
· Organisational transformation (advantageous)
Skills and experience

Recruitment

· Support Graduate Placement Programme

· Support divisional recruitment needs

· Coordinate entire process, i.e., development of job specs, liaising with and briefing recruitment agencies, recruitment administration 

· Conducting/attending/supporting interviews

· Support the development of recruitment tools 

On-boarding of staff

· Facilitates & support on-boarding process improvements

· Coordinating of on-boarding process (e.g., workstations, parking, medical aid; hand-over to LM; facilitate 3 & 6 month satisfaction' review with new employee etc)
HR
· Drafting of employment contracts and confidential documentation/letters

· Drafting of promotional, bonus and confirmation of employment letters

· Support IR issues

· Member of the Employment Equity forum

· Employee engagement surveys: administer, collating results and supporting the creation & execution of an action plan

· Supports the Organisational & Business area(s) talent management strategy.  Understand trends; coach Line Managers to support career/talent development

Training

· Identify training needs

· Sourcing of training providers and courses

· Assist with the facilitation of certain internal training courses

· Coordination and administration of training

Key Performance Areas

· Meet divisional recruitment targets

· Successful Graduate Placement Programme

· Relationship building with internal stakeholders; universities, students and recruitment agencies

· Successful and timeous on-boarding of new employees

· Effectively execute employee engagement surveys

· Timeous processing of applications

· Timeous issuing of employment contracts and letters

· Training coordination expectations met

· Improvement of on boarding process

· Successful outcome of IR interventions

Personality attributes:
· Proactive

· Reliable

· Approachable 

· Mature, professional

· Resilient

Behavioural attributes:
· Tactful

· Co-operative

· Assertive 

· Able to work well under pressure

· Able to meet deadlines

· Delivery-focused

· Self-motivated

To apply: 
· Please refer to www.bsg.co.za and follow the steps to submit your CV and application
· Please refer any queries to Lindsay Howell - lindsay.howell@bsg.co.za (011-215 6666)
