GreenCape Job Opportunity
Human Resources Administrator

(1/2-day contract)

About GreenCape

GreenCape is a non-profit organisation that supports the development of the green economy — one that
is low carbon, resource efficient and socially inclusive. We assist green technology businesses and
investors focusing on green technologies and services to remove barriers to investment and growth.
Driven by GreenCape’s 5-year strategy, the organisation is expecting to double in size in the next five
years.

For more details on GreenCape, see www.greencape.co.za

Job Details

Remuneration Market related salary and contribution towards medical aid benefits
Location Cape Town

Requirement: Relevant Diploma or Degree in Human Resource Management,
Industrial Psychology, or Business Administration

Job level:

Junior- Mid Level

Job Description

GreenCape is looking for an experienced HR Administrator to support the HR Officer in the full
employee lifecycle. This is a half day position and requires someone who is deadline driven and has
excellent attention to detail.

Responsibilities include but not limited to the following:

e Legal compliance: remaining up to date on legal requirements and supporting the HR Officer with
statutory reports (COIDA, BCEA, H&S, UIF, Employment Equity, Workplace Skills Plan and Annual
Training Report), as well as monthly internal reporting on changes in legislation and compliance.

e Recruitment and Selection: scheduling interviews, managing CV databases, liaising with
candidates, completing background checks. Assisting with recruitment stats for EE purposes.

e Employee Onboarding, Administration and Probation: assisting with the onboarding
process. Collating probation documents. Checking and filing all new employee documentation.

e Remuneration, Benefits and Leave Management: assisting with monthly payroll input and
liaising with our service provider on payroll queries. Dealing with employee leave management
queries. Assisting with leave reports and leave management system changes when required.
Completing all medical aid forms and submitting to our brokers. Ensuring forms are correct and
following up to ensure that new employees are added to medical aid. Fielding Discovery queries.


http://www.greencape.co.za/

e Employee Wellness: staff support and coordinating wellness initiatives.

e Learning & Development: assisting with training reports and training agreements. Requesting
training quotes and booking training courses. Tracking training in the organization. Assisting the
HR Officer with career paths and progression planning.

e Performance Management: collating performance review documents.

e Culture and Change Management: support the HR Officer with initiatives which improve the
company culture. Being a culture champion.

e Internal HR Staff Communication: assisting with HR-related communication to and from
staff (individually and collectively).

e General HR Administration: drafting letters for employees which range from contract
amendments, confirmation of employment, visa letters and contracts when required.

Required Qualifications, Skills, Experience and Attributes

e Diploma or Degree in Human Resource Management, Industrial Psychology, or Business
Administration

¢ Minimum two years HR experience.

e Deadline driven.

e Strong attention to detail.

e High levels of accountability and confidentiality.

e Integrity and ability to build and maintain staff trust.

e Problem solving skills.

e Strong communication skills (written and verbal).

¢ Ability to self-manage, multi-task and to prioritise.

¢ Innovative and driven.

e Emotionally intelligent

Contract length and remuneration

This is a half day, 12-month contract position, subject to GreenCape’s standard contracting conditions.
Contract renewal will depend on performance and the HR requirements of the organisation at the time.
There will be a three-month probation period for this position.



Remuneration will be market-related, with the recognition that GreenCape is a not-for-profit organisation.
Medical aid is offered as an employee benefit (subject to some conditions).

Offers made will take qualifications, experience and level of responsibility into account.

Application details

Applications and queries can be submitted via email to Human Resources via
jobs@greencape.co.za. The deadline for applications is Monday, 29 March 2021.

Applications must include:
e A well written letter of motivation indicating what motivates the candidate to apply for the role:
— What the candidate feels he/she brings to the role that would make him/her a preferred candidate;
An indication of salary expectations;
An indication of when the candidate would be available to commence work
— Please also note how the candidate became aware of the job opportunity
e A detailed CV
e Copies of academic transcripts
o Proof of eligibility to work in South Africa (copy of SA ID or work permit)

Only candidates who are shortlisted for interviews will be contacted. Candidates who have not heard
from GreenCape by 30 April 2021 should consider their application unsuccessful.

Note that GreenCape reserves the right to not appoint to positions or to change the role in
response to applicant abilities and interests. Preference will be given to designated groups and
people with disabilities. All appointments will be done in accordance with our Employment
Equity Plan.


mailto:jobs@greencape.co.za

