
 
 

Senior HR Admin Officer 
 
Permanent position- REF: CS 004/11/2022 
 

JOB PURPOSE 
To provide day to day HR administrative 
support regarding staff probation, HR Records, 
employee contract monitoring, internship and 
bursaries and maintain of HR information 
systems. 
 
REQUIREMENTS 
 
Formal Qualifications: 
Minimum of National diploma or NQF level 6 
qualification  in HR or related discipline 

 
Experience: 
 
Three years  HR administration experience  

 
KEY PERFORMANCE AREAS   
The successful candidate will be responsible for 
the following:  
 

• Perform staff probationary 
administration 

• Ensure mainatanance of Human 
Resource records 

• Monitor employee contracts 

• Monitor the internship programme 
alignment with organizational 
requirements  

• Perform bursary administration 

• Monitor HR related SLAs and contracts 

• Reporting 
 
COMPETENCY REQUIREMENTS 
 

• Ability to appy documents management, 
principles 

• Event Management 

• Advanced knowledge of computer software 
packages (Excel, PowerPoint, Word, 
Internet/Email , VIP and Visio) 

• Knowledg of filing procedures  

• Knowledge and ability to take minutes and 
report writing 

• Basic knowledge and application of relevant 
legislation 

 
Submit detailed CV’s including certified copies of 
qualifications  and ID copy (certified copies must not 
be more than 3 months) to: Neo Zwane at 
recruitment7@cbrta.co.za and please quote the 
reference number.  

 
 

Closing Date: 29 November 2022  

BENEFITS: 
Employer offers an all-inclusive remuneration package 
of R575,700 p.a. 

NB: This position will be filled in line with the Agency’s Employment 
Equity targets. People with disabilities and blacks are encouraged to 
apply.  


