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SOLUTIONS

Position Management

Managing and loading new positions

Navigation

To access the position screen, go to:

e Config
¢ Human Resources
e Under Organisation Structure > Position Management

Create a new Position Detail sections of Positions

Employee  On/ Off Boarding Bulk Actions Repor:s  Payroll Cycle

Positions

Click here to view audit tril
Details | Skills | Qualifications |_Outputs | Competencies | Other | Training

REYPATH

click he d a new position

Reypath/PaySpace - Demo

ReyPath Solutions To edit a positon, please select the relevant position in the grid below by clicking on it once.

details

S — s |

Monthly
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Description Effective Date Code Inactive From
Organisation Hierarchy Levels Account manager 01 Jan 2021 aM

A t: 01 Jan 2021 A
Organisation Hierarchy Units coounts ="

Administrator 01 Jan 2021 AD
Grades Cashier 01 Jan 2021 c

CEO 01 Jan 2021 CEQ
Position Management Employee 21 Jan 2021
Onboarding / Termination Sales Consultant 01 Jan 2021 sC
Notifications Test 01 Jan 2021 Test
Bulk Reporting Changes
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Creating a Position Screen

Positions
ick here ew audit trail
Details | Skills = Qualifications | Outputs = Competencies = Other = Training
Position Details @
position/job specificatior ¥

position title: | | ¥
Fimenen 2021 | D
grade: [ -select one-- v ¥
purpose of job: »

e
special features: ¥

e
position type: | --select one-- ~ | D
sst level: [ —-select one-- v
position code: | |
directly reports to position: | | ¥ ]
PM Template: | |
inactive from date: l:l :.ﬂ clear
occupational level: | --select one—- v| »
position function: | --select one-- v| »
bee level: [ —-select one-- v
OFO level: [ --select one-—- '
salary survey | |
code 1:
salary survey | |
code 2:

Save
Field description table
Field: Description:

Once the position has been added, you can select this link to

Position/job Specification obtain a job specification

Position Title Specify the job title

Employees attached to this Once the position has been added, you can select this link to
position view who is linked to the position

Effective date The position is available from the effective date specified

Allows you to assign grades to positions provided the grades

Grades have been created
Purpose of job Provide a description of the job functions
Special features Indicate any extra information relevant to this position
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Field description table continued

Field:

Description:

Position Type

For example temporary or permanent for equity

Sst Level

Stratified Systems Thinking Level. Is used to specify the level
of complexity

Position code

Specify position code. The position code can be used in the
configuration of components

Directly reports to position

Assign reporting lines

PM Template

Link to Performance Management Template

Inactive from date

Use this function to mark when the position should be inactive

Occupational level

Position function

BEE Level

These fields are used for Equity reporting

OFO Level

For SETA reporting purposes and BEE Audits, you should
select the OFO Level.

Salary survey codes 1 & 2

Can be used for reporting fields

Extra Sections

You can add further details in the next section tabs

Sections:
Section Description
Skills Add skill requirements for the position

Qualifications

Add qualification requirements for the position

Outputs

For Performance management, you can add the KPA's and KPI's

Competencies

Link competencies to the position

Other Add any additional information, for example, experience
required
Training Add courses required for the position
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