
	
PERSONAL INFORMATION

	EE / Gender
	African Female


	Nationality
	South African


	Residential Area
	Sandton, Gauteng


	Availability
	1 month


	Contact details 

Email
	063 402 4918

njongonolufefe@yahoo.co.za



EDUCATION

	2011
	Kokstad College

	
	Matriculated (Grade 12)



	2016
	Pearson Institute of Higher Education

	
	BCom in Human Resource Management







	
SKILLS & HR Systems

· Excellent interpersonal skills that allow me to quickly build rapport with candidates and stakeholders.
· Full recruitment lifecycle management.
· Stakeholder engagement and relationship management.
· Direct sourcing (LinkedIn Recruiter) and agency collaboration.
· Offer management and negotiation.
· Workday,Ms Office, ESS, ELMA, 



	CERTIFICATE


· Accredited SDF – In progress
· SABPP – Membership Certificate

       OBJECTIVES
 
· To drive the organisational HR strategy
· To create the most productive work force in the workplace
· To place focus on skills development as a catalyst for organisational development
· To drive equality and diversity as a winning business strategy
· To create a work environment of purpose and excitement
· To drive a positive culture of competitiveness responsive to company strategy
	
NOLUFEFE NJONGO

HR Generalist


An HR professional with a proven track record across the various roles I have held in the various organisations (Legal, Construction, IT, Transport (Logistics) and Consulting Services). I am a junior HR Professional, looking to progress my HR career in a managerial role in the People Management sector. Recognised for driving HR initiatives that improve retention, engagement and organisational performance.




	
	WORK EXPERIENCE

Hogan Lovells Cadwalader Services Limited - EMEA
Talent and HR Operations (Fixed-Term Contract)
October 2025 – 31 December 2026
HR Operations working with HRBP’s, HR Advisors and Senior HR Managers to manage over 600 people in a leading law firm:
· Coordinate end-to-end process, employee movements and offboarding processes.
· Drafting and sending various types of contracts of employment, transfer letters, and bonus letters for permanent, part time and casual workers. Assist the Recruitment team with the onboarding process by arranging and conducting inductions when necessary for the new starters. 
· Partner with hiring managers.
· Drive a high-performance culture by embedding HLC-aligned talent and performance frameworks.
· Strong HR systems administration and data management capability.
· Analyse, report, interpret workforce data and provide actionable insights.
· Responsible for the smooth transition of payroll each month by liaising with the Accounts Department. 
· Track and report performance and talent metrics; ensure continuous performance conversations.
· Support Senior Manager: HR with special recruitment projects.
· First point of contact for HR-related employee and manager queries. 
· Maintain employee records and ensure HR data accuracy on HR systems(Workday). 
· Coordinate and track performance review processes and probation reviews. 
· Champion employee engagement, wellness and culture initiatives. 
· Coordinate HR administration and payroll-related employee changes, ensuring compliance and timely service delivery. 

CMS RM Partners 
HR Generalist 
February 2025 – August 2025

Talent & HR Generalist working with the Head of Department, in a law firm. 

Stakeholder and Business Partner Support
· Built strong working relationships with partners, managers to support HR initiatives.
· Compile and consolidate weekly and monthly HR reports for Exco.
Talent Acquisition & Workforce Planning
· Executed end-to-end recruitment across multiple business units; delivered shortlists and interview slates.
· Planned adverts and managed postings on LinkedIn, P-Net, Placement Partner and other platforms.
· Applied advanced search, networking and passive sourcing to build sustainable pipelines.
· Performed MIE background checks; coordinated assessments and candidate communications.
· Partnered with line managers and HR to align hiring needs and SLAs; delivered timely feedback to candidates.
· Built and managed agency/vendor relationships; ensured SLAs, performance reviews, and compliance.
· Work closely with Managers to identify and develop future staffing and talent needs for legal and business services professionals.
· Monitor the achievement of strategies and plans and adjust, when necessary
· Maintained the recruitment tracker and reporting, providing recruitment analytics and updates to leadership.
Onboarding & Offboarding
· Managed end-to-end onboarding, including inductions and integration support for new employees.
· Conducted monthly engagement check-ins with new hires to ensure successful integration.
· Managed the exit process, including exit interviews and analysis of exit trends to inform retention strategies.
HR Service Delivery & Employee Relations
· Primary HR contact point for employees and management, providing guidance on HR policies, procedures and employment related matters.
· Supported HR service delivery across resourcing, reward, Learning and Development, performance development, culture and employee engagement initiatives.
· Resolved employee queries and workplace challenges using sound problem solving and conflict resolution.
· Maintained governance through accurate record keeping, reporting and adherence to HR policies and South African legislative requirements.
Employment Equity, Skills Development & Reporting:
· Assisted statutory reporting including EEA2 and EEA4 submissions to the Department of Labour.
· Compiled Workplace Skills Plans (WSP) and Annual Training Reports (ATR).
· Coordinated learnerships, and workplace experiential programmes.
· Managed bursaries and study loans in collaboration with payroll and monitored critical skills development initiatives.
Training and Development:
· Ensure training matrix and schedule is up to date
· Coordinated internal and external training programmes and managed relationships with training providers and liase with Department heads.
· Ensure each training request pack is on file (Requisition, quotation, invoice, POP, attendance register and certificates)
· Record developmental plan after the performance review for training analysis needs.
Reward & Payroll
· Monthly administration of payroll and submitting payroll input(new employees, leave, terminations, provident fund, medical aid), monitoring and review of cell phone claims and preparing of employee benefits reporting for Sanlam

Reason for leaving: Resignation 
______________________________________________________________________________________________________

Trencon Construction 
Human Capital Generalist 
June 2024 – January 2025

HR Process Support and Execution:
· Provide excellent customer service and maintain effective stakeholder relations.
· Assist in the development and implementation of Human Resources policies
· Preparation of employee-related functions, including but not limited to year-end parties, long service and other awards. 
· Assist with payroll processing and other payroll-related administrative tasks as needed, inclusive of but not limited to scanning of leave forms and certificates. 
· Responsible for pro-actively preparing exit packs for employees
· Liaise with the Payroll Provider regarding all payroll input in respect of new employees, leave, terminations, medical aid, overtime, traveling expenses, garnishee orders and funeral policy.
Workforce Planning
· Identify and implement workforce modernisation (including identification of new ways of working, role redesign and improved performance measurement systems) opportunities that support effective and efficient production and operations.
· Implement recruitment strategies to attract and retain qualified candidates and ensure optimal productivity within the site, quality and communicated timelines.
· Onboard, induct, and orientate all new employees into the company culture, policies and procedures, safety, and overall job requirements as per the onboarding standard.
Performance Management
· Create job profiles.
· Coordinate the performance appraisal process and guide managers.
· Monitor employee performance and assist in developing performance improvement plans.
· Provide feedback and coaching to employees and managers.
Employee Wellness
· Drive employee wellness initiatives.
· Ensure appropriate handling of all Workplace injuries and related administration.
Skills Development:
· Compiled all information and documents in cooperation with Training to prepare and submit the ATR/WSP to the relevant Service SETA.
· Managed the mandatory and discretionary grant criteria and grant claim procedures.
· Apply for SETA learnerships.
· Establish and maintained relationships with external training providers, especially with learnerships. 
· Oversee bursary and study loans in liaison with payroll. 
Reason for leaving: Approached by CMS SA to join the legal field again.

______________________________________________________________________________________________________
	Norton Rose Fulbright South Africa Inc

	HR Generalist 

	September 2022 – May 2024

	

	HR Admin working with HR Business Partner to support Management, Directors, and Employees on human resource-related issues and acted as an employee champion. Deliver value-added service to the portfolio looking after within the firm (Business services and Fee earners).
HR Service Delivery:
· Working closely with Management and Employees to improve work relationships, build morale, and increase productivity and retention.
· Acting as the performance improvement driver and provoking positive changes in the people management portfolio.
· Attending Practice Group and Department Team Meetings and being an active contributor to the standing HR Agenda.
· Proactively supported the delivery of HR processes and governance to ensure consistency to mitigate risk to the business.
Talent Management and Career Development:
· Ensuring that job descriptions for each approved role are current and have been evaluated.
· Ensuring all Directors and Associates in their area of responsibility have a functional understanding of the Associate talent Programmes (i.e. Bridging Development Programme (BDP), Directorship Academy programme, Cornerstone Associate appraisal system) including the use of the Associate performance scorecard through proper communication and training.
· Engaging monthly with Associates and Team Leaders on Associates' performance, and collating feedback reports.
· Engaging monthly with Managers and employees regarding individual and team performance to proactively manage performance in support teams.
· Ensuring proper coordination of the bi-annual performance process and moderation and finalisation of appraisal ratings as per agreed timelines in the area of responsibility.
· Ensure that an effective performance management system is maintained at all times with a strong focus on continuous improvement.
· Engaging with and managing staff on flexible work arrangements.
· and when required.
Recruitment and Selection:
· Overseeing and managing the authorisation process and ensuring that all information is completed and signatures are obtained to activate the talent acquisition process.
· Managing workforce planning with business Team and Practice Group Leaders and Managers to facilitate efficient and timeous resourcing of teams.
· Regularly track and monitor the Firm’s transformation targets to ensure compliance and value-add to the business.
· Actively involved and facilitation placing of high-performing candidates, whilst ensuring the achievement of the Firm’s transformation target.
· Maintaining the accuracy of the organisational structure, thus ensuring correct reporting on ELMA.
· Facilitating interviews at the final interview stage.
Pre-Boarding and On-boarding:
· Managing the pre-boarding and onboarding of employees in areas of accountability.
· Oversee logistics and induction programme for all new joiners joining.
Probationary Reviews:
· Ensure that probationary reviews take place for one to three months with all new joiners and integrate the output of this process with the employee’s development plan.
Termination and Exit Interviews:
· Ensure exit interviews are conducted with staff in their month of resignation, end of contract and retirement.
· Manage the off-boarding process of all terminating staff.
· Report on exit trends and facilitate the development and implementation of retention programmes to reduce loss of intellectual property.
Law Society:
· Administer Law Society correspondence timeously pertaining to general business compliance in respect of associates and directors (i.e. Fidelity Fund certificates, Letters of good standing, Annual levy fees, admission fees).
· Facilitate the registration of articles, article cessions, termination and suspension of articles, etc.
BEE123:
· Ensuring that the management control pillar is updated monthly for new joiners and existing employees.
Payroll and Employee Benefits Administration:
· Liaise with the Payroll Provider regarding all payroll input in respect of new employees, leave, terminations, medical aid, funeral policy, bonuses and on annual bonuses.


	Reason for leaving: Change of industries (Wanted to explore the construction industry).
_____________________________________________________________________________________________


	Tswelopele Konsulting - Contracted to Poswa Incorporated (Law Firm

	HR Assistant 

	Septembe 2020 – August 2022

	

	HR Assistant working with the Head of HR in a law firm. Acting as the liaison between HR and employees, ensuring smooth communication and prompt resolution to requests and questions. Also assisting in creating policies, processes, and documents.

Recruitment and selection:
· Oversee and manage the authorisation process and ensure that all information is completed, and signatures are obtained to activate the talent acquisition process.
· Manage workforce planning with business Team and Practice Group Leaders and Managers to facilitate efficient and timeous resourcing of teams.
· Ensure roles are advertised both internally and externally on the appropriate recruitment platforms (LinkedIn) using the Firm’s approved and current branding requirements.
· Short-list candidates for first and second interviews and manage response handling.
· Ensure all necessary pre-employment checks are in place.
· Arrange interviews with candidates timeously and keep candidates informed of the progress and next steps of the interview process.
· Populate and maintain a talent database of qualified candidates to fill future vacancies.
· Active involvement and facilitation in placing high performing candidates, whilst ensuring achievement of the Firm’s transformation target.
Administration:
· Responsible for preparing routine written correspondence relating to HR, for example:
· Letters of appointment (permanent and fixed term).
· Addendum to contract of employment.
· Acknowledgement of debt.
· Study assistance agreements (employee, dependent and relative).
· CA correspondence (offer of articles and FTC appointment).
· Confirmation of employment.
· Any other HR-related correspondence.
· Preparing memos and submitting invoices for payment pertaining to HR GL codes (professional memberships, bursaries,
· educational assistance etc.); maintain a record of the proof of payment.
· Maintain a register of employee, dependent and relative study assistance to ensure receipt of results and compliance with contractual service. Requirement for annual financial audit.
· Process all LPC-related payments related to portfolio and maintain record of the proof of payment.
· Prepare accurate payment reconciliations for consultants paid on a timesheet or on a billed and banked basis and submit to payroll for payment once approved.
· Responsible for pro-actively preparing exit packs for employees and directors (UIF, certificate of service termination memo etc).
· Assist with collating and submitting documentation for the annual BBBEE verification process.
Payroll and Employee Benefits Administration:
· Responsible for the submission of correct and complete paperwork to the payroll department to facilitate the employment of new staff (letter of appointment, medical aid, group risk benefits, pension fund).
· Responsible for completion of relevant documents and notification to payroll of any benefit changes.
Termination and Exit Interviews:
· Ensure exit interviews are conducted with staff in their month of resignation.
· Manage the off-boarding process of all terminating staff.
· Report on exit trends and facilitate the development and implementation of retention programmes to reduce loss of intellectual property


	Reason for wanting to leave: Better prospects as I was outsourced


_____________________________________________________________________________________________________

	Entsika Consulting Services

	HR Administrator

	November 2019 – August 2020

	

	ADMINISTRATION
· To administer starter/leaver processes including all exit interviews.
· File all documents (hard copy and soft copy)
· Track the filing system to ensure it is accurate and current
· Assisting in Payroll preparation.
· Ensuring that employee files have all required documents as per the check list.
· Responsible for recruitment which includes administering of permanent and contract processes, compilation of employment contracts, letter of appointment, contract renewals, take-on documents
· Dealing with new and old employee documents; new and updated, terminations and resignations
· Responsible for maintaining internal employee relations, skills development, administering policies and procedures
· Give support to both Management and staff on HR matters

RECRUITMENT SUPPORT
· To assist with end-to-end recruitment coordination and onboarding

LEARNING & DEVELOPMENT COORDINATION AND FACILITATION:
· To coordinate all training administration including booking of venues, liaising with service providers and attendees and maintaining training records for all internal and external training interventions. This includes:
· Liaising with the training facilitators / service providers
· Sourcing quotations for approval by HR Manager
· Booking training
· Arranging refreshments
· Ensuring that proof of attendance is obtained (training registers and certificate of attendance)
· Renewal of professional memberships (CCA, SAICA etc.)
· Ensure all relevant documentation is stored on Share drive.


	Reason for leaving: Retrenched




	Transrite Distribution (Logistics)
HR Administrator
December 2018 – October 2019
· Deliver end-to-end HR operational support across recruitment, onboarding, payroll input, benefits administration and employee relations.
· Partner closely with operational management and drivers to ensure effective people practices in a demanding transport environment.
· Manage recruitment processes aligned to branch workforce planning and operational requirements.
· Administer staff benefits including leave, disability, death claims and exit processes.
· Support disciplinary processes, incapacity matters, terminations, grievance handling and CCMA preparations.
· Coordinate Occupational Health & Safety initiatives, medicals, inductions, and compliance training.
· Compile, analyse and submit weekly and monthly HR statistics and reports to management and Head Office.
· HR Projects & Key Contributions
· Coordinated Graduate Trainee Programmes, including onboarding, progress tracking, reporting and administrative support.
· Administered Learnership Programmes, managing enrolment, documentation, SETA compliance and reporting.
· Contributing to HR and process improvement projects focused on data accuracy, reporting enhancements, and employee experience.
· Demonstrating leadership readiness through consistent performance, mentorship of staff and deep operational knowledge.
· Performing full HR Specialist duties at branch level, overseeing recruitment, payroll input, benefits, training coordination and employee relations.
· Managing HR dashboards, IR statistics and compliance reporting to support operational and strategic decision-making.
· Conducting financial reviews including management allowances, incentives and payroll variances.
· Tracking and reporting workplace incidents (IOD/LTI), ensuring legislative compliance and corrective action follow-up.
· Stay abreast with the applicable labour statutes: LRA, BCEA & SDA
· Making sure that the employees (drivers) are dressed in full uniform









					

