SURGO

S I I N B R 2 TRAINING

HR Manager
Human Resources, Western Cape CPT - CBD
Reference: BMTHRM

R15 000 - R R20 000

Our client is South Africa’s preferred quality outsourced sales call centre with branches in Cape Town and Durban. They provide
outsourced services to English speaking international clients as well as to french speaking clients. They are currently looking for an
HR Manager at their Branch in Cape Town.

The successful incumbent will have experience in the following areas:
e Preparation of employee contracts
e Completion of monthly reports
e Calculation of salary packages of staff
e Attend to all HR and remuneration queries
e Set up and control the recruitment budget
e Co-ordinate and monitor induction programmes and probation reviews
e Implementation of HR policies, procedures and processes of the various HR and other functions
e Coordinate all disciplinary enquiries and provide advice on disciplinary matters
e Ensure that the company adheres to applicable legislation
e Communication of current training and development opportunities
e  Monthly reporting for all HR related costs
e Trouble-shoot HR related issues and develop action plans
e Completing the Employment Equity Report and other Equity matters
e Preparation of the Equity Plan
e Retain relevant documentation for audit purposes
e Good Knowledge of all Acts & IR
e Any ad-hoc projects that are deemed necessary

Quialifications and Experience
e Diploma, Degree and or any other relevant qualification
e 2-3yearsexperience as an HR Generalist or similar role
e 2-3years experience in a Call Centre environment
e  Previous recruitment experience (advantageous)

Salary: R20 000 CTC PM
Reference: BMTHRM

Should you meet the above requirements and be interested in this position please quote the Reference BMTHRM and submit your
CV together with your supporting documentation to recruitment@surgo.co.za or apply via this job page.

Please note due to high volume of CV’s received, only shortlisted applicants will be contacted. Should you not receive
communication from our offices within two week of submission, please note that your application will not be considered for
this position. We will keep you CV on file and re-establish contact with you, should opportunities in line with your expertise
become available again. To view more of Surgo’s latest vacancies, please log onto www.surgo.co.za
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