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List of reports available in the HR Advanced System
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Position Budget vs Actual Costs Report
Position Detail Report

Position Linear Hierarchy Detail Report
Position Vacancy Report

Employee Job Comparison Report
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Sample Report - Position Detail Report

Frinted: Mon Jan 4 10:00:22 CAT 2008 -
PSlber Holdings ———
i#i Fage2of 4
Position Management Module s
Position Detail Report
[Fosition Number: 0000001 Position Description: Director of Human Resources J
Position Details:
Raportng I hic Fosition B
Companry Hams Position Shert Decoription Effective Dabs Fosion Typs Fosition Ststus porary i Fimy Posklon Inloater  Airmakhes Pociilan
Fayrcll Cema - 12042005 Permanent Ocrupled Manager Ko Yes Level 2 High Pricrity [
Expoote lengt of tme to ‘Average length of fime to Passtian Prosation Period 1
Cisarance Rsquirsd Cisaranca from waom Clsaranos Dafe  Clearanos Reacon Spental attrinutes 1l this Fostian 111 this Position Wisskn Monthe
et Jobn Doe o Far 121022008 Hey Foziion 1. Employes may sroounler seyated = Whorte £ Wienths B Wesis 2 tienihs
wors focation
2. Natonal Traveling
3. Employes may eroounier
Consirucion actiites
Focition Katios Paniod B
Coantry Losation Payrod Decoripton Cost Cantrs Departmant Pay Paint Faation Defintticn Dats Winsin Manthe
South Afrka PEIberSTAFF Executve Exec, Depd [Exeoutive) Edenvaie J1T12004 £ Wiezts 1 wninz
-
Faction Instieothe
Focition inetissive Dats Feason Focstion Review Date Footion Rewiew Fsacon _ Pocition Lact Changsd Dats Fociion Lact Changed Reacon  Fosition Dessted Dade Poattion Deistsd Rsacan J
- - LEEELEE Fesition Upgrade 107112008 PasHon Detals Updaisd -
Employee Related Details
Frosation Period No#ce Perind Empiayse 0an bo Linked fo.
Aligwsd In i Posttion Wi Monthe Weake Merthe Ssoondary Poction Tamporary Pocition
4 B'Wiezks 2Mening 4o 1 Morts Mo Mo
Current Employess Linked Empicyen Empioyss Employss Employss Empioyse Last
to fhic Posstion Cefinkion Dats Effzaties Dale Inaftesties Dale Empioyss Inatisstve Asacon Review Dake Employes Roview Reacon Ghanged Date Empicyes Last Changed F=ason
ALCALA D M- 17 13102008 13102008 - - -
Current Employsss Linksd b
to.thic Pocstion Couniry Losation  Fayroll Desaription Cost Gentra Dipartment Fay Point )
ALCALA D M- 17 South Amca FElnerETARE Exscutive Exec, Daoé [Erecutve) Ecenvals

Copyright & : PElberNORKS HAM FTY} LiE
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Printed: Mon Jan 94 10:00:22 CAT 2008

PSlIber Holdings

Position Management Module

Position Detail Report

Usemame: admin

|’Fw\dnuﬁ Employses Linksd

Previcus Employss Previows Employse

tothis Fostion Pravicut Emplayss Payred DecorigEian Efteatrvn Date Inatisctive Datn )
COLLINS, © - 64 2843005 12052008
Job Related Details
current Job Detalls
(et Humper Job Tl Jobs Grage o Gategany Link Effzatwe Date Link InaMestive Date Link inetfective Rzason )
0002001 Director of Humen Resources Fatterson E Usper Frofessicna [ - -
Pravioue Job Detallc
{{Jcb Mumber Job Tl Job Grate Job Category Link Effsatus Dats Link Inafeativs Data Link instfaotive Rsacon ),
Position Reporting Details
Parent Poslbions
{_Position Number Posfilon Desanption Possion Effaoiive Daks Pogttion metTaoilve Date Posiion Delsied Dats Fosfilon Deitied Reason )
ooD2002 Chief Exzcutive Officer 14022006 - - -
i Poattions
{ Position Number Facition Decarigtian Fostion Effactive Dats Pocition metfantive Dats Focition Deistad Dats Focstion Delsted Feacon )
0o0o00s Caneral Manager: Human Resourtes F0S2005 - - -
Paosition Remuneration Details
Monthly
( MiIn - Baclo Salary Max - Bagio Salary Awerage Monthly alary Min - TCTC Max - TCTC Average Montaly TCTC -;
0200 FR42,00000 ®33.500.00 F4E,000.00 RS1,775.00
&rnualy
MIn - Basio Salary Max - Bagio Salary Awarage Annual dalary Min . TETC Max - TCTG Avsrage Annual TCTG )
R4I0,000.00 RE0<,000.00 FRS8200000 RESDI0000 R744,00000 AT02,000.00
Dedustions AmmwEnos Frings Senathc
([Cede Dacsriptian Valus cods Dacoripiion Vala Cods Decaription Valse )
oos Masizal Al FA,50000 oS Car Alswarce %4,000.00 [ Mexs ®4,000.00
ooos Wegical Al FE000.00 cons Car Allowarce R12,000.00 o007 hisis %41,000.00
Copynght € - PSLerWORKS HAM (FTY}LK
Printed: Mon Jan 4 1G.00:22 CAT 2008 i
PSlber Holdings ——
i#i Fage:dof &
Position Management Module ==
Position Detail Report
Toia F7,800.00 Todal R12,000.00 Todal A2,000.80
Oihar Banetis Leavs
(ceas Dscariphian Valus Laavs Lavsl )
(5] Paymert of Shusy Fasz R3,50000 Leave Ll 2 (20 Days)
) Paymert of Schocl Fees R7,00000
Totn %10,600.50
Fotential Successors Details:
((Employoe Current Job Tikle: ol Pricetty: oy Date Potaniial Date of Swecession:
DOWNIE | - 8 - - Experience High Priorty 5112008
Hoimes, H - 74 - - Lengin o Service iecium Priorty azooe
CHUNARA H-E - - Leagereiip Solergal Low Eriorky csmazome
( Employne Hame and Number: Falow Up Commant: Fallaw Up Dats: Reacon for None Seleotlon:  Comment: )
DOWNIE - & - -
Hoimes, H - 74 - -
CHUNARA, H-5 Management Develnpment  DSMAZ007 i a Different Career Patn
(R
leport Summary
MU Nember of Fositions Sak can be Defined: 1800
Total numser of PosHors defined In fre System: 18
Total number of PosHors prinked on tis Report 1
Tatal Numer of Poskions inis wser hias been denied sccess o ]
Total Numer of Posiions inat ane inactve In the Sysien: ]
Tot Numer of Postions not extmcted In iris Report: ®

Copynight © : PEBariCRIE HRM (FTY) Lt
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Sample Report - Position Linear Hierarchy Report

Prinfied: Mon Jan 4 0505845 CAT 2008 PSIber Holdings
Usamame: admin
Position Management Module Fage:z

Position Linear Hierarchy Detail Report

( Paction Humssr PacHion Pacsion Laval atatue Key Pocttion EMsstiv Dats Insfrsative Dats )]

Linksd Pociions

oooac02 Crvet Exscutivs Sfticer Levmi 1 4 ARENDSE, TA acant el Prizrty 22008
009000+ Dinecior of Human Resources Level 2 1 ALGALA, DM Cezupled Hgh Friartty 1302005
C0J3004 Director of Cpersdons Lawel 2 1 Srown, J Cozupked Wedhum Pricrity 31102005
0002006 ‘General Maragen Cpenatiens Level 2 CHUNARA, H Cezupled teedlue Pricrty giAtzos
0090007 Enginesring Supervisar Level 4 DAGHER, N Cezupkd Low Pricely o110008
0090008 Engingsr Levmi s 3 JACK, NZ vacant Low Fricely 14ma/z007
ooaa00e Enginzer Level 5 COWNIE, Cezupled Low Pricrly fzoaEine
0002008 (Genaral Manager Human Resoures Lewel 3 oo Banks, G Cozupkd wesdlu Pricrty IEnEs
ooao02 Human Sesource Specialzt Leveid 2 MICKENNA, & vt Madlum Pricrity 13052007

Fositions not yet Linked

0020090 Acmicistratn Levmi d iacant Low Pricrly
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Sample Report - Position Vacancy Report

Piried: 03092010 10: 17:18 Asd Demo Group Cc;mpany

Usermame: admin

Position Management Module Pagz:2dt 3

Position Vacancy Report

Langth of Time ta Fill Identified Number of
Effoctive Emplayes|s) Currently {Manths} Kay Patontial Max Number of Empiloyees
Position Org Unit Date Level Type Status Fillod Linked to Position Expacted  Awerage  Position Succossors Employees Allowad currently linked
000000 - Chied Execufve Officer Exscufve Baard 01012010 Direcmte Fuil-Trne: Vasant Yes AMDDA - Sehit, BJ a a Yes Ma 1 1
0000002 - Manages: Hurman Human Resawces 0012010 Management  Pesnanet Vasant Yes AMOD1 - D Preez, P 2 2 Yes Yes 1 1
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Sample Report - Position Budget vs Actual Costs Report

Frintod O30WZ00 1001231 AN
Demo Group Company .
Position Management Module
Position Budget vs. Actual Costs Report

[3“! TOTAL Org Unit Number : 0000001 Org Unit Description : Executive Board ]

Moty 25.000.00 m| 7m0 mmn| m| 250000

Ml Enplopacs | L1 FEO0H00 LT 00000

Annwal Bacae @000 450,000 24000000 sen00a00 19000000 [T 20000000 [T 24000000
[ Amowance tenourn | Emgloyee Ao wance o0 it Diflarence )
AIFmhon: Car Hicwance 200000 | M| Enpiyecs Mo Al wance: oo

Grand Towl 2.000.00 Grand Towi 000 oo
Bu Position Deductions Ackual Emgioyes Dedudions.
i Daducan Aot | Emplogse Dadution At Diflaence )
AIFmtion Fenaion EIEE o Detlon oo
Mo cal Akt 1.000.00
Frovisens 15000
Grand Towl 17900 Grana Total [ 125000
Bl getod Achul Evpiaes Fringe Bendits
i Fringe Baneft tenourn ) Emgloyee Fringe Benemt o0 it Diflarence )
AIFmhon: Wsa of Company Car 400000 | I Enpiyecs MoFringe Bencalt oo
Grand Towl 4.000.00 Grand Towi 000 oo
Bl get el Possition O ar Fringe Banefits At Empicyee Owe Frnge Bandits
i Ohar Frin ge Banwf Amaurt ) Employes Oter Feirg ¢ Barw il Aot it Diffarence |
AIFmtion Fayment of Shool Facs 15.000.00 | Al Enpioyas o Oher Fringe Baw oo
Faymont of Sudy Fes 500000
Grand Toul 2.000.00 Grand Towl 000 00000

Copyright & - FEhenO RS (FTY ) Ld
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Printod ORBNION0 101221 AR
Demo Group Company
e Fage- Gt T
Position Management Module b
Position Budget vs. Actual Costs Report
[GRAND TOTAL All Org Units ]
[ Posifion Remunmaiion Detads | Budgeied) i Emglioryee Remwrration Delals gchal) ]
Basic Salary o TCTC bl [ Basic Saary {Rake of Pay) X TETC bl
Mty 4300000 25,000.00 £2.500.00 WML TEHA00 25000 | A Enpiopes 2400000 18000 00000 S0000
Ancwial 420.000.00 1.020.000.00 TS0.000.00 1000000 sea00a00 £30.000.00 =E2.000.00 19200000 2300000 T2E00.00
Alowance Aeourt | Emgloyse Alowane Bt Diflaence )
HIPmts Car Hlwanca 15000 | Al Empioyces Mol cwance: oo
‘Grand Towl 11,500.00 Grand Total 000 LX)
Dedietan pevount Dedudion e Difterenee )
HIF oS Fension 12300 | AlEnpoyes e Pansion Fund oo
o cal Akt 1.00000 FRtiroment Aoy Conr 000
Frovident 1,500 00 e Broed dant Fund oo
oo Fiatrement ARty 000
PE lber Prodant Fund 000
FEibor Fonsion Fund 000
[ 13TE
‘Grand Towl 27000 Grand Total 13.7E 1525 E
Bud gatad Achial Empioyee Fringe Bendits
Frings Banaft Aot Frings Bt 2o it Diffarence
HIF s Loan Subsiny 1.00000 | A1 Enpiyos Fonsion Funa Emgloer Car 000
sz o Company Car 4.000.00 FrovidentFund Bl cyer Con 000
‘Grand Towl 5.000.00 Grand Total 0.00 5000.00
Busgated Position Ofh or Actual Empioyee Offhes Fringe Bandits
e Frin ge Beneit Aot ( Empioyee Other Fnge Berefit B it Diffwrence )
HIF o Faymont of Shood Faos 16.00000 | A4l Erpioycos W Oher Fiinge B oo
Fiayment of Sy Fods 5.000.00
‘Grand Tott 20.000.00 Grand Total 0.00 200000
Copyright & - PSberMORKE (FTY ] Lsd
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Sample Report — Job Description Detail Report

Printed: Mon Jan 44 10:05:56 GAT 2008 i
PSlber Holdings N
it Fage2of @
Job Description Module =
Job Description Detail Report
{(Job Number: 0000002 Job Title: Receptionist )
Basic Job Details:
(“short Job Tis Grade Method Job Grade. Atarnate Job Grads Compartiive Grace )]
Riecaptionist Faterson Pamerson S Upoer Fracmenes 13 Hay 3
Job Related Details:
Jon Disolpiing
Jeb Purpase Job Importsnce Major Bub Winor  Job Calegory Evalustion Humber Besarity Level Ferformanse Gonfract Cods.
To provide an efMcient and professicnal necenton for the
Cormpany and to provide Qeneral admicisiatve swopoont Average Receston  Sxlen Join Evsluaton Number 10 Aerags Secunty Secretarial Confract
toihe Anarce cepartment.
Other Job Details:
Date_Dals L L Do Lact Updated  Lact Upcabed Rrason Jaib Inasiive Dabs Irative Rescon D
10052005 26052005 131102005 Job Upgrade
Personal Criteria Details:
([ Bender Minimum Ags Maximam Ags el Phone Marsial Status. Lioangs Coda Zren Passpart
Femake: 18 1@ Yes Single Valke Driver's Licance: (Motor Venicie) Sedforeizw South Atrican
Edemale
Moddesforésin
Lengih of Servics - Company Lengih of Bervice - Group ]
Hatw of Health M Wax Min Max Languags Tpask Read
oo [ ] 1 5 Afrfeaanz. Cood Cood
Engilsh Good Good
Equity Criteria Details:
(Pm Raos Dikabilitac
Ko Atrican oy
Calcursd
Other Criteria Details:
{ Physlsal Airibarios Impartance Lavel Eshavioural Atirbutes imperiange Lovel Additioral Abiriues Imparianoe Level
hlust be presenishle Level 5 - Hgn i fo Fandis sresshul shualicns Level £ - Weclum Must be abie i commenicaie verbaly Lewel 2 - Hgn
Must b sl o 5t Ll 5 - QR Sihve 1o undesstand e detsils Levm 8 - High Able to Iberact wiln oifferent cutures Lewel = - =gn
Fisquires virum aoty Level 4 - Medum Dispiays snourarce cusr sxisnced periods  Lavel £ - Mesium Able t0 Imheract wiln giffar=nt reigion Lewei= - =agn
Must be abie B ICamy 1oacs of up 0 10 ke
School Education Details:
{ Hama of IntRution Aohlaved Mandatory Subjact Mancatory Grade
- Crage 12 e - - - -
Copyright € : PSIberWCRKS PTY) Lid
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Pringed: Mon Jan 4 15:05:55 CAT 2005

PSlber Holdings

Usamame: admi

I Fageicl
Job DESGTIPEIDH Module s
Job Description Detail Report
- - - Engilsh Frst Language =G Yes - -
- - - Acrourting Ko Yoz - -
- - - Computyaing H Yes -
Tertiary Education Details:
{ Hama of Instsuticn Mandwory Gualincations Achlsved Mamdatory Zubjaot Mangatory Srage Mandwory 2
Other Qualifications Detail
(_Mame of Instution Mandatony Gualitigations Achlaved Mandatory Subjaot Mancatory Grage Mandaiory )
Professional Body Membership Details:
Msmberchip Pericd )
Professional Sody Mandatory Memivership Habus Wandatory Time indlostor Min Max )
Insghe of Charlzred Secrefaries and ez Felawshi Yes & Month [ ]
Remuneration Details:
Montaty
( Miln - Bacio 3aary M - Bacio Salary Averags salary Min - Total Cogt fo Compant Max - Toks! Cost f0 Company Averags - Total Cost o Company ),
750000 RE,E00.00 RA.000.00 FRE,000.00 R3.000.00 RE.500.00
Anraus
C Wi - Baglo Salary W - Baslo Salary Arerage Salary Min - Tofal Cost fo Compant Max - Tokal Cost o Company Average - Total Cost io Gompany )
k] a0 Ro.0D (k] mio.00 k]
Allowancas
( Code Hams Amount )
Daducticns
([ coos Nams Amaunt
ooos Mesical Aid RTES.00
ooos Parsion RI5000
Tefal R1018.00
Copyright € PERanNORKE (FTY] Lt
Printed: Mon Jen 54 10:05:56 CAT 2008 i
PSlber Holdings .
I Fagmdol 3
Job Description Module h
Job Description Detail Report
Frings Bansftic
Cade Hame Amount )
oiner Banafs Cetas
Cne Nams Amount
oo Payment of Sty Fees ®1.500:00
Tl R1E00.00
Development Plan Details:
Tima Fariod b2 be Complstsd In Eclimated Tima £ Camplets Exltmated Coct o Compists
L Devsiopment Plan Cods ! Desaription Davelepment Flan Caiegory Time indloaiar Fericd Time Indkator Ectimate Time: Time Indloator Cost J
- Adminizraion Mansgement Deveiopment Admirisration Joby Morthis) ] Moniz) 3 Par Monin R1E000
Expierence Details:
Langén of Time
L Cocs § Dessripbion Gategory Profiolngy Level mparianoe Level Tirme Indisator M Wax  Development Flan J
- Previous proven reception experience Business 5ot Skl Level - Hgh Level 5 - High Weekiz) H 3 Admiristration Managemant Devekpment
Skills Details:
Langin of Time
Goce  Dessription Gatagory 1y Laval Lewal Tirme tor M Max  Davskopmant Flan J
~Typing Business SOt Skl Level - Hgh Level 5 - Hgh Yeans} 2 10

Copyright & PSEerWORKS FTY) Lid
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Prinfed: Mon Jan 4 10005:56 CAT 2005

PSiber Holdings

Usamame: admin

. Fage:sel 3
Job Description Module s
Job Description Detail Report
Key Performance Area Details:
Waximum Koy Farformanoe WMaimem P hysioal Maximam Add Waximum Maximum Davalopmant
Areas Waximum Tacks Atiroutes. Afroutes Maximur: Bshavioural Afirlbutss. Maximum 3kils Frans
+. (KPA Cods 7 Desoniption KP4 Impartanos Level KF.A Weighting Faskor Farcentage of Time ]
R=teption Dutsr Level 5 - g0 netysen 31 and 50 ity
1. (Ta Tagk Lavs Tack Welghting Fastor Time. Lavs
Arswer cal poilisly; quickly and eficiery Level 4 - Medhm oetween 31 and 50 Ad hoc Level 3 - Awerage
(Ferformance Griera Portarmance Weighting Ferformanse Measurament Feorutiment Critaria Reoruttmant waighting Feorutimant
Arswes ohone wihi | mnute between £ ard 70 Teiephonic suppot experience Denwesn 31 and 0 Low
(Frysical Atirioufes Acdtional Atiributes Esnavicural Alfribuies
1- (2Kl Dacoripticn 24 Profiolency kIl )]
‘Dperais Shortel Swichboard Level £ - Hign 3 Monins
(Cours Training Prafiolensy Traiming Tims indinatsr Tirne Paricd [ Coet Parioa b}
Cperating a Sromsl Sutichoaans Daylz) 2 Per Day 15000
2. (BKIN Desaription 44 Profioleny asill )]
Tewpnore Etqusne 3 Monins
(Cowrsn Training Fraflolenoy Training Experlanos Time indiaator Tirne Pericd Cost Indleater Coet Period b}
Erilant Customer Snices for Sveryone Cayizl Per & Montns 0.0
1. noy W um B
Shorte| Smirbcand cosraton Level 5 - g0 3 Monins
Dovescomant Plan Desoriotion Tims indinator Tirme Pariod ot Ingssator st Period )
Hupt- SUDpCr and Cal Centre swposire & Mo [ Fer 3 Montns a0
2. (Experienos Desoription Experiancs Frofisienay Minimum Exgerienos h]
Erevicus proven recesdan sxperence Level 5 - Hgn 5 Moninz
(Dovelcpment Flan Desariotion Time Indisatar Tirne Paricd = Cosct Parlod )
2. (T Tazk Levsl Tack Wislghting Fastor Tima Lavsi )]
Micet and greet business dients and st Level 4 - Medhm Detween 31 and 50 Ad hoe
Ferformanse Criteria Pertarmance Weighting Ferformanse Msasursment Feorutiment Criteria Reoruttmant waighting Fnorutimsnt ]
(Fripsical Atiributes Acdrional Atiributes Samvicural Aliributes b
Fresemabiz - st be preszniaoe Commenkale - Mast e atie 1o commenkate veraly Leagerzhip - Dispiays sirong lzaderahic skl
2. (WP cods /D kP Lavel KFA o Tima b}
Fost Acom Dufes Level 4 - Medhem oetween 21 and 30 Ad Hoz

Comyright & : PElkertIRKS FTY) Lid
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Printodt OEVIO0 1004101 AR
Demo Group Company
P Fagezef 4
Job Description Module b
Job Budget vs. Actual Costs Report
[Job Number : 0000001 Job Title : Accountant ]
({ doin Casegory : Joih Grace : Grade : Grade Method © )]
Frossamal Camalion 1 Camelion 14 Famraon
(| Dttt Diade : Commencamn t Da1e: h]
) 0101EN D
Pogition Specific Details
This Job has been linked to...
Parslion Posiion Efectie Max Sumbir of Emp o LinkEfieciveDale  Cost Cantre P Curren beverval Sans ]
£oTe0 - Ehid Bt LD 1 FACE - Emit B RECE DemaPaycl March 2008
o
[ o Remmunemtion Details By il Rae naration Detais bl
[ Basic Saliry :% j] (" Basic Salaey (Rate ol Pay) | TCTC )]
( Mviewen [ Maes ) Awrage | Mimesm ) T Awemge I o N Achal . Diftarence ) Adual ) Diflerence )
Mosrtriy 10.000.00 4200000 15.000.00 00000 d om 10,000.00 [ 2000000
Anemal 1£0,000.00 42000000 L0000 LM 00g0a.00 | M ETACrESS o 000000 ase 24000000
Buiskgeted Job At antes. Actuisl Epin e ALGN I
[ Amwance Aot Amowance Amount Difierence |
M Ervployees (RO000C1 - Chic Exacidies Cicar] Car Aawanas S000.00 | Al Erpopeas (DO0CCO - Chic? Exeauthe (Fcer b o [T
Car Alwanas 3000.00
Grand Tota 2000.00 Grand Total a0e 2000.00
Budgeted Jaob Deducfions. Actual Emphoyes Dedudtions
[ Decuctian Aot Deduction Amount Difierence )
st Enployes (DOD000H - Chict Exacii: OMcar| el Al S00.00 | N Erplyes (00000 - Chict S ot OMaer [ [
Frosant 150000
Fersion TEL.00
Mol A 500,00
Grand Tota 1250.00 Grand Total a0e 125000
— Betual ”
Fringe Bendtit Aot Beneft Amount Difierence )
st Enploy s (000001 - Chict Exacii: OMcar] s Campany Car ZEO0.0D | AN Erpoyeas (DO0C00N - Chict Ex o OMaer P iinge Baraht [
s Campany Car 150000
Grand Tota 4000.00 Grand Total a0e 4000.00
Bt Job Ofher e Ofher Fings Banetts
i Oer Banalt Aot Omar Fringe Benatt Amount Difierance !
ot Enployes (000001 - Chict Exacii: OMcar| Faymant of Sl Fags 15000.00 | Al Envplcieds {00000 - Chict Exeathe OMaer] haOtter Frings Bat [
Faymant of Sty Fas 5000.00
Gand Tota 20.000.00 Grand Total a0e 20000.00
Copyight € PEbarMORE (FTY) Lt
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Sample Report - Job Profile Report

Frinted: Mon Jan 4 100837 CAT 2038

PSlber Holdings
Job Description Module
Job Profile Report

Usamame: admin
Fage:Zof 4

( s -
Job Title: Job Purpose:
Receptionist T provide an efficient and professional reception for the
company and to provide general administrative supppart to the finance department.
b

f
Educational Requirements:
L8

i
J Biographic Requirements:
L}

Mandatory:
School Education:
33 Grade i

Tertiary Education:

Other Qualification:

Optional:

Demographics:
Gender: Freferred Age: Marital Status:
Femas REERT] Single

Licence Code(s):
Health: Gead
Cell Phene Requi

s

Language Proficiency:
Language
3 Adrienans
¥ Engllsh

\alld Drtver's Lizcence (Motor Vehicle) Passport(s):
3> Soutn Alrican

Preferred Residential Area(s):
3> Bedtorddew

33 Modderforteln

Speak Read
= [
=20

I
Experience Requirements:

33 Frevicus Eroven receston sxperience:
Job Related Experience and Skills:
L

Experience:

33 Frevicus proven raceodon exserience
Skills:

3 Tl

Interpersonal Related Experience and Skills:
\

-~
[ Business Related Experience and Skills:
A

Experience:
23 Frewiows proven receplion sxperience:
Skills:

a

Competency Related Experience and Skills:
J

i
J Skill Requirements:
L

> Typing

J Managerial Related Experience and Skills:
L4

Experience:
Skills:

v

L8

X

Experience: Experience:
Skills: Skills:
3 Tysing
fa ™ Iy
Behavioural Attributes: Additional Attributes: J Physical Attributes: ][
. VAN L8 -

3 Abls to hands stresstul shuaticns
% Sywve tounderstand e detall
3 Dispiays sncurance over sxisnged pariods

33 Must be anie 4o communcate vernaly
*r Auie fa Intzract wiin citerant callures
37 Abie fo Inberact witn citterent refighon

33 Mustoa pressniabie
33 Mustoe able o st
3 Reguines visual aculy

Caopyright & - FEIbENVORKS (PTYI LI
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Frinted: Mon Jan 4 10:08:37 CAT 2008

PSlber Holdings u .
samame: admin
Job Description Module Fageiof &
Job Profile Report

33 Mustoe able o Hicamy ads of up 2 1059

Key Performance Area: Task: Percentage of Time | Frequency Performance Criteria:
1. Reception Duties
1.1. Answer c3ll pofiely; quickly and effciently Ad hoc
1.1.1. Answer phene within 1 minute
1.2. Mest and greet business clients and staff Ad hoc
2. Post Room Duties
2.1. Send out all outbound post Ad hec
2.2. Heep post room area clean and tidy Ad hoc
3. General Administration Duties
3.1. Mentor levels and ordering of stationary for all 20 Percent
3.1.1. Stationary supp'y leve! no to fall befow 60%
3.2. Report on franking machine speed Ad hoo

Copyright & - FEIBEAVORKS (FTY) Lis.

Frintmd: Mon Jan 4 10008,

PSlber Holdings u .
samame: admin
Job Description Module Fagridel 4
Job Profile Report

-
Autherization:

Employee Responsibility -

| hereby acknowledge that | understand and accept the tasks, performance standards and cutput levels of this Occupation as well as any other reasonable tasks that | may be instructed to perform. My contmued
employement 15 subject to my abty to meet these performance standards and to reguest fraining and/or assistance as and when required,

Management Responsibility -
To ensure that employees continue to provide a professional and efficient senvice. subject to consultation, performance reviews and where necessary. training and guidance, Management resenves the right io add andior

amend this Job Description.

Employee Signature: Date:

Employer Signature: Date:

Capyright & - PEIBEMVORKS [FTY) Lt
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Sample Report - Course Master Details Report

Fritad: Mcn Jan 54 1000604 CAT 2008 -
PSlber Holdings ———
Course Master Detail Report Feaszer 3
Course Master Details Report
[Course Category: First Aid Course Name: Basic First Aid - Level 1 J
Basic Course Details:
Humber of Delegates. Certificate Cource
Course Cartinicats Type Course Durzilon  Course Raies Minimem Fass Min Max  Corifloxs Code atarting Humber Evaiion Criisra ]
Compatany Dayz-2.0 Par Dwiegate - 7500 20% - 30 Parzant s 10 - -
Course Module Details:
{ moduls Coda | Nams Is Duraticn  Mocuis Ratsc b
D04-AR - Artiicial Respiration Hours-50 -01 50% - 50 Percent
DZ-AD - Alraay Dostuction ours - 50 -0 50% - 50 Parcant
D03-AWAE - Waunds and Bleedng Hours -5.0 -8a 50% - 50 Percent
Target Audience Details:
Jab Disaping
Jab Categery Majar 2o wnor Job Tite Join Grade ]
Asan Zecurly Zupport Delver Dangercus (oo Exaicsives Driver Caslelon 10
Semi Shied
Unzhiled
Ersfeszlonal
Heman Resources
Hay 11
Acveiising Specialz:
Skills Acquired from the
8alll Goce f Description Easn Froficiancy Lovel Avguind B
ACFR - ACUR CFR Level 5 - Hgh
=7 - Bandage Treziment Level 4 - Medhm

Mational Qualifications
[ NGF  Untt Minimum ]

Ravogrised Standard/ Gualieation BAGA D 2AGA THIS NGF Lewel ABET Band Cradits.
Yes Uit Standard 198511 Camy out bazic frst ald treaiment In e 1-Level 1 Undetn=d :
Uit stancard |
Type Flalg Zubfisid ETQA Body Handarde Boay
Regular-Fundamental Fieki § - Health Sckence and Sodal Serices Frevenive Healh HWETA WSE 05 - Health Science and Social Senices Ocoupalonal Heath and Safsty
[Midrihn Fiatus Fglstration Start Date Regleiration End Date 2AQA Deoiglon Number ]
Fagiztaned CS11Z004 05192307 EADA DEEHTE

Vendor Selection Details:

Copyrignt £ : FEIberORKS (FTY) Lid
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Printad: Men Jan

34 CAT 2003

PSlber Holding
Course Master Detail

s
Report

Course Master Details Report

Usemame: admin

Primary -
wain Frafarmed Teiaphane Gall
|_vendor Code | Hame Wendor Catsgory Gantaot Persen Gontact Mathod Humbar Fax Number Fhona Number Emall Addrecs Fhysioal Addres
1. Johns Ambulnce: Heakh and Sxisty Faul Thempsan Eral 11§ ddd-didd (=082 | dded pauilsje ooz Zuliding 123 Houghior Isie
Houghtan
2000
Attarnate
( Main Frafarrsd Teiapnans call
| Vemdor Coda [ Hame Wender Calsgory Cantsot Parscn Contset Mathod Humbar Fax Humber Phaora Humbar Emall Address Phycloal Addrecs
First Alders Scuth Aica Feakh and Saety Haroid Bamer Emal =1 =01 (+082 } 2222 FarkiTrass.caza 12345 Safemay Avenus
Sdenaie
1502
Venue Selection Details:
Primary -
Han Vandar | MaxMumber  Main Talemhons
| Wemun Code ! Name Vanue Type Vandor ofDeisgalsc  Contasd Parcon Number Fax Number Emall Address:
Trainieg Room 1A rmal Mon Vendor it} Weagan {+0111454-1074 {011 ) 454 nioflpsber.oc za
Edemeaie:
1603
JHE Ceneral Traning Facity mndor 2 Sister Joan 114864859 {+011)456- 5857  |naniyoharnesturghosplal ooz Siock 3
Janarnestung Hasphy
Juzilzs Avenus
Farkiour
2000
Sttarnats -
o Viendor | MaxMumbsr  Main Talsahons
| Wenus Code | Hame Vanws Type Vandar cfDelegates  Contacd Pereon Humber Fau Bumber Emall Address. Fhycloal Addrece
JHE Caneral Traning Facity ey mnder ) Sister Joan 0111456-4853  [+011)428- 5657 |nangfjonarnszburghozplal com Sinck 3
Janarnestung Haspiy
Juziles Avenus
Farkicun
2000
Livksfieid Ciric Men Verdeor it} 3400 (411912478283 Infofireizans coza 24120 Avenue
Linksfeic West
JHE
1686
Instructor Selection Details:
Frimary -
( Telsphana
Instrugbor Typs: Employes Humipar Ingirusior Hame 4o THie Humbar Emall Addrecs
3l Instructor DUMME, R~ 26 dunreTpsiber ooz
or Instrucior Jans Adaers Jaretsiacze
Copymight & PSBeWORKS [PTY) Lt
P o 1 PSlber Holdings
Uszmame: admin
Course Master Detail Report Frasddl =
Course Master Details Report
r oars of
Inirugtor Asorsciation Number e — Usad Baforn Qverall Raing Comments
3423434734 H e FpE——
10 ez =~ Exeient Sxzelent wilh Aduk CFR Traiving
Talephana
| Inatrustor Type. Emplayes Humber Insirusior Name Jain Title Numbar Csil Fhane Emall Addrecs
Imt=mai Instnector MATEBANE, M - 1+011 ) 434-4585 -1 - matsbanefosber co.m
[ “oars of
| Instrustor Asorecitation Number Usad Bafors Overall Rating Commants
34234334734 1 ne 3- Aversge Use oy for basic course
Course Equipment Details:
\_Equipmant Cads | Decaription Equipmant Categary Rental Rats Chargs out Rate Guarity ‘Wiamanty Expiry Dats
CPR Durmmy (Adul) First Al - R0 -RO.O3 3
First Al - &0 - RO 2
First Al -0 -RLOI ]
First Ak - RO -RO.02 a
\Wirite Soan Auio Visus - &0 - RO 1

Copyrigh: © : PEberfORKS
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Sample Report — Employee Training & Development Gap Analysis Report

Prntad O30EC0 0 0S5 00 A0

Demo Group Company

Lbsan s sedmin
Job Description Module P 2uf 3
Employee Training & Development Gap Analysis Report

[Jnh Number : 0000001 Job Title : Accountant ]

[ Grada Grada Mathad Duta Definad Cemmencanmt Dt [T I— )]

Cashalon § Pt maxama vl wano andwang

Position Spacific Details
This Job has boon linked to_.
[hdln-ll-nl-ut-:n-ln- Link E#uc v Oata Lnkad Employ oo Link E¥actva Data  Payrcll ]
RN - Ol B et Cifar oo AMEE -Smat B wWasaAng D P |

Snlasted Employes Details
( [T Marma Emgloy ment Duta Engaga mant Duta ]
AMIIE Esrured ko baes St nOnnans nnnans

[lm'q-n-ln- Sratum Data CurrentPayrcil Pomten [———— ]
O ety Rastang D P | (R R - O af B et Cifar v ANy

([ Patensal Succasmer [E——— )]
MNa

Gap Analysis

Pai of Davwe i R b Acton
Jo b e [Plaan oo et T el aviified Ml O Ernpilo o Rasord Gap

((onas )

EWS . Bapdn e Whiing Skdba W Fa L]

g
|
i
| &
F
i

Cirida 12

B Can Maugarsnt Aazutng

Cartificita n
Erbucatiom |

ToraL

[ Development Plans ]

“|fFF
=7 7
“|fF#

B . Eomcutrvs Do prrsn - intro vl

i

| E

ToraL 1 a

[l'ramg Courses Candamd  Flanned ]
St - Ak nead

Euskbarrwart HY - B
Baskbarruart HRY - Ak noad
Baskbarruart Payrall - Advn cad
B kbarruart Aexw nis - Bugal

Earuril - Bea o

S

lgreezs

ToraL

sl F F & F F

[u.un ToTAL
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