
The Agricultural Research Council (ARC) is a premier science institution that conducts research with 

partners, develops human capital and foster innovation in support of the agricultural sector. It  

provides diagnostic, laboratory, analytical, agricultural engineering services, post-harvest  

technology development, agrochemical evaluation, consultation and advisory services, food  

processing technology services as well as various surveys and training interventions. Through its  

wider network of research institutes and experimental farms, the ARC provides a strong scientific 

base and a broadly distributed technology transfer capacity to the entire agricultural industry in South 

Africa. 

___________________________________________________________________________________ 

The ARC–Grain Crops (ARC-GC) seeks to appoint a highly skilled, experienced and dynamic person to 

the following position at Potchefstroom:  

Human Resource Administrator 

Key Performance Areas:  

 Manage general Human Resource administration (VIP Payroll, Salary Advices, Leave, ESS  

System, and administrative duties); 

 Provide support to all employees by implementing Human Resources and HR Best practices and 

procedures; 

 Ensure that Labour Relations is carried out in line with legislation (LRA, BCEA, EE, SDA etc.) and 

implement and ensure adherence to the set employment equity targets; 

 Administer all recruitment and selection processes. Ensure that the HR Training and  

Development is carried out in line with ARC Skills Plan/Succession Plan;  

 Administer compensation programs to assure competitive pay practices through systems that 

strive to reward superior employee performance;  

 Promote positive employee relations and employee engagement;  

 Filling and keeping records of all personnel documents;  

 Compile and submit monthly, quarterly and annual training reports (WSPs and ATRs); 

 Maintain training records for all types of training and liaise with Central Office HRD Department. 



Requirements: 

 National Diploma (NQF6) in Human Resource Management plus two years’ relevant  

experience;  

 Computer literacy; 

 Good communication (written and verbal) and interpersonal skills; 

 A team player with a positive attitude and the ability to work independently and accurately is 

essential for this role; 

 Strong organizational skills with the ability to multi-task without losing the overview ; 

 Valid driver’s license. 

Enquiries: Ms KS Foka, Tel:  018 299 6100/6243 

The closing date for applications is 16 November 2018 

A competitive remuneration package will be congruent with the scope, responsibilities and the  

stature of the position. The appointment will be subject to a six (6) month probation period and a 

positive security clearance and preference will be given to South African citizens.  

Applications accompanied by covering letter, detailed CV (Including certificates, supporting  

documents, copy of driver’s license and nationality. NB: Non-RSA Citizens/work permit holders must 

attach certified copies) as well as the names and particulars of three (3) traceable referees must be 

submitted to GCICV@arc.agric.za.  

Applicants who do not receive any response four (4) weeks after the closing date must regard their 

applications as unsuccessful. The Agricultural Research Council is an equal opportunity employer 

and is committed to the principles and processes of Employment Equity. The company has the right 

not to appoint.  

 

 

mailto:GCICV@arc.agric.za

