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Monitor & 

Evaluate The 

Process 

TO ENSURE THAT 

APPROPRIATELY SKILLED 

RESOURCES ARE 

RECRUITED,  DEPLOYED 

AND MANAGED IN THE 

BUSINESS

Establish The Staff 

Requirements 

Review The  

Recruitment 

Strategy

Appoint & Align 

Resources To The 

Company

Manage & 

Evaluate 

Resources

Purpose & Scope

Meeting

C
Overall 

Control C Control

Companies 

Act

Labour Relations

Act
ECT Act PAIA Act

Skills Development

Act

Broad Based Black 

Economic

Empowerment Act

 Employment Equity 

Act

GOVERNANCE 

/ COMPLIANCE

MI / KPI

INTERFACING 

PROCESSES

KEY

SUPPORTING 

DOCUMENTS

CONTROL / 

ACCOUNTING

Process Owner

HR Manager

Bright 

Idea

Thought Bubble

Labour Legislation
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Phone
One-2-One

Monthly

Review The 

Business 

Requirements & 

Identify Gaps

Human Resource 

Manager

Strategy & 

Business Plan

Project 

Schedules

§ Project Managers

§ Operations Manager / Director

§ Managing Director

Annual Planning / 

Quarterly Review

Ad-

hoc

Resource Plan

Detail The Skills 

Requirements Per 

Position

Do We Need To 

Update / Create Job 

Description?

Do We Need 

To

Update Existing 

Job Descriptions?

Create New Job 

Descriptions?

Yes

No

Update Job 

Descriptions

Create The Job 

Description

Do We Need To 

Recruit Staff?

Yes

PLANNING

Review The 

Recruitment Strategy 

& Update The 

Recruitment Plan

Do I Need To 

Employ

Employees?

Contractors?

Is It

Board Members?

Executive 

Directors / 

Members?

Management 

Staff?

Operations Staff?

Back Office Staff?

Recruit, Interview 

& Negotiate

Assess The Skills 

Match For The 

Requirement

§ Project Managers

§ Operations Manager

Ad-

hoc

Head Hunting

Agree Contract, 

Make 

Appointment And 

Advise

§ Relevant Panel

Register  with 

SARS UIF, SDL, 

COID

Conduct 

Induction

Load / Update 

Details Into The 

System

Personal 

Details

Emergency 

Numbers

ID 

Proof Of 

Qualifications

Candidate

Interviews

Recruit , Interview 

& Negotiate

Q
Controlled 

Resource 

Procurement

No

Interviews

Interns/Trainees?

Accounts 

Manager

Provisions For 

Payment

Induction 

Material

Candidate

Is Up-Skilling 

Needed?

Brief, Negotiate & 

Agree On New / 

Additional 

Requirement

Current 

Resource

Is Re- 

Assignment 

Needed?

Yes

Manage The Exit

Reference 

Letter

Thank You 

Letter

Evaluate Process 

Performance 

Dashboard 

Input

The triggers for this step 

include: 

Annual Planning

Quarterly Business Plan 

Reviews

Assessment of what 

resources the business 

needs

The recruitment 

strategy is 

defined in the 

Business Plan.

Head Hunting: 

(May approach resource 

directly or through agency)

1.  Research

2.  Shortlist

3.  Research

4.  Structure an Offer

5. Approach

6.  Negotiate

7.  Close or proceed to next step

Payroll

Resource 

Register

RECRUITMENT RESOURCE PERFORMANCE EVALUATION AND MANAGEMENT PROCESS EVALUATION

HR 

Manager

Email Reference 

letter & Thank 

you letter PDF 

format

MI Performance 

Indicators   

Requirements Vs. 

Internally Available Skills

§ New Employees

§ New Contractors

Determine The 

Interventions To 

Upgrade Skills & 

Cost Those

Growth & 

Development 

Management 

Aspects to consider when updating 

the recruitment plan is:

Employment Equity,

Broad Based Black Economic 

Empowerment

Skills Development and 

Training

Also consider how many positions 

should be permanent, how many 

contract positions and how many 

casual labour is needed.  When 

planning, make sure that you 

understand the current legislations, 

charters and directives for your 

business

Recruit through a 

labour broker or 

in–house 

resources

In case of 

outsourcing: 

ensure that a 

SLA /contract is 

in place

A good strategy 

is to build internal 

capacity through 

training. 

Is The Employee A 

Registered Tax Payer?

No

C
Employment Equity 

Compliance

BN: clarify the 

reason for the 

exit

1. resignation 

2. dismissal

3. death

4. redundancy/

retrenchment

5. incapacity

6. retirement

Are There 

Redundant 

Positions?

AND
Track & Assist In 

Career 

Development

Ensure Tax & 

Statutory 

Compliances

Manage 

Compliance To 

QM And Other 

Directives

C
Statutory 

Compliances

Disciplinary Grievance

Incentives & 

Rewards

AND

Manage & 

Evaluate Personal 

Performances
Personal 

Performance 

Profile

 Performance 

Reports

KPI Personal 

Performance

Manage The 

People

§ Assigned Manager

§ Assigned Mentor

§ Assigned Coach

No

Look at 

managing the 

position in terms 

of either the 

probation period 

terms and 

conditions or the 

employment 

contract

People 

Wellness

Recruitment 

Requirement

(Resource Plan)

Skills 

Requirements 

(Resource Plan)

Recruitment 

Plan

C
Legal 

Compliance

Employment 

Contract

Updated Job 

Description 
Job Description 

Job Description 

Template 
Job Description 

Resource 

Profile

§ Relevant Panel

Candidate

Interviews

Interviews

Recruit through a 

labour broker or 

in–house 

resources

If outsourcing 

ensure that a 

SLA /contract is 

in place

Employment 

Contract
Registration 

Info

Registration 

Info

Employment 

Letter

Job Description 

Skills 

Requirements 

(Resource Plan)

Updated Job 

Description 

Induction

It is important to 

consider internal 

resources for a 

new job position 

before or in 

addition to 

recruiting for new 

resources.

The Provisions of 

Payment is where 

you record all 

payments to be 

made each month.

Performance 

Management

Statutory 

Compliance

Personal 

Development 

Planning & 

Monitoring

At times, a 

resource may 

need to be 

reassigned to 

new or different 

roles due to 

under or over 

capacity in the 

business.

§ Project Managers

§ Operations Manager

§ Employee

§ Board

§ Management

§ Shareholders

HR Performance 

Review

HR Manager

Your overall business strategy defines 

the goals for your business, and hence 

gives directions for the required Human 

Resources to achieve these goals. 

These requirements are reported in the 

Resource Plan.

MI Resource Plan 

Resource Plan

Your Resource Profile details the skills 

that you have available. Sometimes 

training to up skill staff will ensure that 

you meet the requirement. In other 

instances you might have to recruit 

people.

An induction serves to bring the 

new employee up to speed with 

your company, policies and 

procedures.

Recruitment 

Strategy (Business 

Plan)

Recruitment 

Strategy (Business 

Plan)

Skills 

Requirements 

(Resource Plan)

Skills 

Requirements 

(Resource Plan)

Skills 

Requirements 

(Resource Plan)

C
Compliance To 

Labour 

Legislation

No

Candidate

Yes

Yes

Cost Of 

Training

Yes

Reason For 

Exit

No

A Dashboard is a 

small, defined set 

of key metrics 

used to provide a 

quick evaluation 

of a project or 

process status

Depending on 

how senior the 

Employee is, 

Managers as 

Senior as the 

Managing 

Director may be 

involved with 

managing the exit 

of an Employee.

Project Schedules
Strategy & 

Business Plan
Resource Plan Recruitment Plan Job Description Resource Profile

Employment 

Contract

Employment 

Letter

Personal 

Performance 

Profile

 Performance 

Reports
Cost Of Training Reference Letter Thank You Letter Dashboard Input

Head Hunting Interviews

Growth & 

Development 

Management 

Disciplinary Grievance
Incentives & 

Rewards

People 

Wellness
Induction

Performance 

Management

Statutory 

Compliance

Personal 

Development 

Planning & 

Monitoring

  

Requirements Vs. 

Internally Available Skills C
Employment Equity 

Compliance C
Statutory 

Compliances C
Legal 

ComplianceC
Compliance To 

Labour Legislation

MI Performance 

Indicators 
KPI Personal 

Performance
MI Resource Plan 
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