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HR Generalist with 5+ years’ experience delivering comprehensive HR solutions across recruitment, payroll, employee relations, performance management, and HR compliance. Skilled in managing end-to-end recruitment, selection, and placement, administering Sage 300 People payroll (processing, reconciliations, benefits and statutory compliance), and driving employee wellness, engagement, and retention strategies. Experienced in developing HR policies, facilitating skills development initiatives, and compiling statutory HR reports (EEA, WSP/ATR, and HR analytics) to support organisational decision-making. Adept at applying HR Information Systems (HRIS) and competency-based interview techniques to strengthen talent pipelines. Recognised for fostering inclusive, compliant, and high-performing workplaces aligned with organisational values and labour legislation. Passionate about supporting organisations in attracting, developing, and retaining talent while fostering an inclusive and empowered workplace.

SKILLS AND COMPETENCIES


· Recruitment, Selection and Placement
· Payroll Processing (Sage 300 People)
· Employee Relations & Industrial Relations
· Performance Management Systems & Coaching
· Employment Equity Planning & Reporting
· HR Governance Frameworks & Compliance
· HR Information Systems & E-Recruitment Platforms
· Employee Wellness and Engagement Initiatives
WORK EXPERIENCE

Adopt a School Foundation                                            				August 2021 – Present

HR Generalist

Adopt a School Foundation was born from a passion and a desire to be a positive force in changing the future of education in South Africa. The Foundation makes a sustainable difference in the lives of hundreds of thousands of learners, their families and their communities.

· [bookmark: _Hlk205660261]Manage end-to-end recruitment (advertising, screening, competency-based interviewing, shortlisting, placement) for 12+ roles annually, achieving a 30% reduction in time-to-hire. Overseeing the full cycle of recruitment, selection and placement — from job profiling to onboarding — while ensuring compliance with organisational policies and employment equity requirements
· Administer HR data, processing employee benefits, preparing payroll inputs, resolving payroll queries and ensuring accurate payroll processing (Sage 300 People) in compliance with company policy and statutory regulations. 
· Process and verify employee benefits (medical aid, retirement funds), ensuring compliance with legislation and internal policies.
· Develop and implement HR policies and procedures and achieving zero audit findings. Reviewing and updating HR policies in line with legislative changes
· Maintain and update HR records and personnel information in line with POPIA and governance frameworks.
· Facilitate employee relations and IR support, advising management on disciplinary matters and labour compliance.
· Design and implement onboarding and offboarding processes, improving retention by 25% and strengthening exit feedback. Won an innovation award for being part of team that implemented an innovative re-onboarding programme.
· Drive performance management processes, coaching managers, facilitating reviews, and supporting promotions.
· Implement employee wellness initiatives (financial, physical, and emotional wellbeing), achieving a 60% increase in staff participation.
· Support Employment Equity planning and reporting, ensuring compliance with the EE Act and organisational targets.
· Advise managers on employee relations matters, facilitated conflict resolution, and implemented retention strategies to improve engagement and team cohesion.
· Compile and present HR reports (qualitative & quantitative analytics) to management.
· Facilitated skills development initiatives and reporting to the SETA by completing the WSP/ATR report.
		
Cyril Ramaphosa Foundation							Nov 2018 – Jul 2021
HR Programme Administrator

· Facilitated and coordinated the full recruitment process, including screening, shortlisting, interviews, and psychometric assessments.
· Managed applicant tracking and reporting on demographics to support the Employment Equity Plan and reporting requirements.
· Administered the bursary programme for ±120 students, achieving a 90% pass rate.
· Coordinated onboarding, work readiness sessions, and award ceremonies to enhance engagement and talent pipeline readiness (60% of graduates secured employment).
· Supported the formulation of the talent acquisition strategy through programme design and implementation.
Achievements 

· Served as a brand ambassador at career fairs on various campuses in the country.
· Effectively administered the bursary programme which consisted of 120 students and consecutively achieved a pass rate of 90% over a 2-year period.
· Acquired a recruitment system for the bursary programme, and the system was able to reduce the organization’s time and resources.
· Coordinated the work readiness session for the prospective graduates and 60% of the graduates were able to secure employment.


Council for Scientific Industrial Research (CSIR) 				May 2014 – Oct 2018
Human Capital Development Assistant 

· Coordinated the bursary recruitment process from start to end.
· Screened and selected applicants according to the bursary requirements, competencies, and interest for the area of study as well as factoring in a need’s analysis per student.
· Coordinated and presented at university career days, at youth outreach events and informed students about the career opportunities available at the CSIR.
· Planned and conducted psychosocial visits at the various universities to visit bursary students.
· Coordinated work for students during their vacation period.
· Compiled and submitted talent pipeline reports.

Achievements

· Recruited and planned interviews for 120 students.
· Represented the organisation at university career fairs and created a database of potential recruits.
· Developed with IT an efficient bursary recruitment system.

Council for Scientific and Industrial Research (CSIR)			Jun 2013 – Apr 2014
Human Capital Development Intern 

· Assisted in tracking academic progress and monitored the growth of students.
· Assisted in ensuring accurate upkeep of the database with relevant information on the CSIR’s programme holder in respective institutions.
· Coordinated the onboarding processes of recruits into the various SET HCD programmes.
· Facilitated and coordinate the recruitment of students.
· Successfully conducted an induction programme for 14 students.


The Working Earth									Jan 2013 – May 2013
Graduate Intern 

· Receiving and shortlisting CVs
· Data capturing of shortlisted candidates.
· Liaised and arranged meetings with potential clients presenting the JONTI applicant tracking system.

Highlights

· Received an average of 100 CVs per advert, shortlisted and arranged interviews.
· Focused on client services which resulted in positive ratings from my clients.
· Secured 10 meetings with potential clients to mark the applicant tracking system.


EDUCATION 

Postgraduate Diploma in HRM                                                                                 
University of South Africa, 2024

HR Hiring Practice Short Learning Course
University of South Africa, 2021

BCom (Honours) Industrial and Organisational Psychology 
University of South Africa, 2018

BCom Human Resource Management
University of Pretoria, 2013

Matric (Grade 12)
Victoria Park High School, 2007
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