
VACANCIES
SAFETY OFFICER

Purpose of position: 
The Safety Officer is expected to enhance and maintain a safe working and living 
environment for our staff and guests alike. The individual will ensure that all 
Group and local Wilderness health and safety programmes are regularly enforced, 
monitored and reported on effectively to protect Wilderness employees, guests 
and assets. The Safety Officer will act as the liaison between senior management, 
department heads, Medical teams and employees. The Safety Officer will be 
required to report day to day to the head of HR and Operations, as well as to 
the Group Risk Manager to ensure that Group Standards and due diligence are 
maintained.

Brief Description of position:

General operational safety
•	 Review, implement and maintain the Groups’ SHEQ policies and procedures;
• Ensure company and Group health & safety policies and procedures are 

known, understood and enforced with staff regularly;
• Work with Group Risk Manager to develop further safety processes as and 

when required;
• Ensure that legal compliance of all statutory legislation and requirements 

are maintained at all levels;
• Ensure that Emergency Response Plans at each camp are kept current;
• Assist the Group Risk Manager in gathering the necessary investigations, 

statements and reports following any risk event (accidents, incidents and 
violations);

• Using established Health & Safety audits, conduct regular audits and checks 
on the various health, safety and operational risk processes. The results of 
these audits to be discussed with Group Risk Manager, Operations and HR.

• Schedule quarterly OWS Health & Safety Committee meetings with the 
relevant internal stakeholders;

Environmental Risks
• Be familiar with the Group Environmental Standards (GEMS) policy and 

procedures;
• Alongside the OWS environmental team, ensure that the GEMS are 

maintained and effectively implemented at each camp;
• Schedule fire response training and record staff attendance and competency 

on an annual basis;

Aviation Safety
• Regularly engage with the safety and Quality manager at Wilderness Air to 

understand any rising safety or risk concerns;
• Be familiar with the established responses to an Aircraft Accident and the 

WS Air Emergency Response Plan;
• Be familiar with the Airstrip Safety Attendant protocol;

Health & Well-being 
• Assist with the development and implementation of a strategy to monitor 

and decrease unnecessary staff medical movements and the costs associated 
with these;

• Ensure that food safety and hygiene are maintained and that all staff are up 
to date with the food handler certificates;

• Facilitate health & wellbeing (mental and physical) initiatives and workshops 
with both internal and external parties – in consultation with the Group 
Risk Manager to start;

• Regular health and safety inspections in camps and Maun office to ensure 
compliance 

Minimum Requirements
• Diploma in Safety Management, Risk Management, Occupational Health, 

Environmental Science or related,
• A minimum of 5 years work experience in the tourism industry
• A minimum of 2 years in a similar position
• Proficient in Microsoft tools (Word, Excel, Powerpoint)
• Experience with writing policies and procedures for health and safety or 

risk
• Familiarity with conducting data analysis and reporting statistics
• Willingness to travel regularly into operational areas 
• Familiarity with working in a wilderness based environment is preferred.

Competencies 
• Good oral and written communication skills. 
• Good time-management skills

• Good organizational skills
• Analytical Skills 
• Critical thinker and problem-solving skills
• Integrity and Honesty 
• Ability to maintain effective work relationships
• Strong report and document writing skills
• A good team player

Only candidates who meet the above requirements need to apply by following the 
link below; https://wilderness.simplify.hr/vacancy/yxulba

EXECUTIVE PERSONAL ASSISTANT

Purpose of the job
The incumbent will be responsible for providing high-level administrative and 
secretarial support, performing clerical functions as well as the effective running of 
the Managing Director’s office (and other members of EXCO, where necessary) 
in an effective and efficient manner.   

Key performance areas: 
• Ensuring efficient and timeous information flow (letters, emails, 

documentation) with and between internal and external stakeholders
• Provide office support services in order to ensure efficiency and effectiveness 

with the Managing Director’s office (and Maun office, as required).
• Develop and Manage the MD’s Office dashboard
• General administrative functions for the MD’s office
• Management of the MD’s diary and appointments
• Help MD manage output, workflow and deadlines.  
• Preparing paperwork for meetings – ensuring that the board packs for the 

relevant meetings are in on time for review by MD & Chief of Staff.
• Collect and open mail addressed to MD
• Draft, type and dispatch correspondence for MD
• Liaise with relevant individuals, external organisations etc. to arrange 

meetings, prepare agendas and draft minutes
• Maintain a comprehensive filing system, especially related to all businesses/ 

units and concessions that the company operates within.
• Co-ordinate MD’s & Guest’s travel including all flights, hotels and transfers 

bookings
• Tabulate and manage the MD’s expenditures and claims
• Providing quality customer service

Minimun requirements
• Executive Secretarial Diploma or any equivalent qualification
• Any additional business courses in marketing, communication, management 

etc.
• Hospitality Industry knowledge and Legal knowledge will be an added 

advantage.  
• Minimum 3 years in Executive PA role, particularly dealing at directorate 

and shareholder level.  
• Valid Driver’s license

Competencies
• Excellent verbal, written and communication skills 
• Good Interpersonal Skills
• Passionate & energetic
• Computer Literate - Microsoft office, email, internet 
• Organizational Skills: 
• Leadership Skills
• Time Management
• Analytical Skills
• Must be organised and diligent
• Attention to detail is paramount
• Must be well presented, well-spoken and well groomed  
• Ability to work under minimum supervision
• Practice absolute confidentiality
• Ability to deal with pressure  

Only candidates who meet the above requirements need to apply by following 
the link below:
https://wilderness.simplify.hr/vacancy/07o3dj

Closing Date: 16th  April 2023

PLEASE NOTE THAT ONLY SHORTLISTED CANDIDATE WILL BE 
COMMUNICATED WITH.

Make a difference to conservation and community empowerment 
through high-end, impactful tourism. 

Proudly established in Botswana four decades ago, Wilderness is 
dedicated to increasing the world’s wilderness, together.

Purpose of position: 

To provide comprehensive Human Resources Services 
to the organisation, ensuring consistent delivery of all 
Wilderness HR practices. This position will support the 
HR Manager and HR Department to ensure that the 
department is fully functional and accountable. This 
job will focus on organizational functions and other ad 
hoc functions. It is imperative that all work performed is 
done professionally and that deadlines are met.

Brief Description of position:

•	 To implement and co-ordinate the full 
recruitment cycle to ensure that the 
Organisation is optimally staffed at all times. 

•	 To initiate and assist in drafting job descriptions 
and manage specifications for the Organisation 
to ensure that jobs have up to date job 
descriptions

•	 Direct liaison with approved recruitment 
agencies for supply of manpower.

•	 Preparation of documentation pertaining to 
work permit/visa applications.

•	 Assist in Monitoring the success of the 
understudy program 

•	 Drives and arranges for travel and 
accommodation for extended interview trips for 
management interviewees.

•	 Prepare employment contracts, and arrange for 
new employee induction programs.

•	 Recommends training for candidates suitable 
to undergo Lodge Management training.

•	 Maintain document workflow and work 
procedures and conduct appropriate self-
audits to ensure data integrity. 

•	 Organizing and managing new employee 
orientation, on-boarding process

•	 Assist in performance management processes
•	 Support the management of disciplinary and 

grievance issues
•	 To advise management and their subordinates 

on Labour practices, HR policies, procedures 
and the application of these with emphasis on 
advocating fairness and consistency as well as 
ensuring legal compliance

•	 To conduct exit interviews for all 
employees. Analyses the finding and makes 
recommendations to management.

•	 Provide clerical and administrative support to 

Human Resources Manager.
•	 Compose and distribute routine written 

correspondence from human resources 
department.

•	 Organize and maintain electronic and paper 
files.

•	 Maintain administrative forms.
•	 Ensure payroll receives all relevant information 

for Payroll Processing

Minimum Requirements

•	 A Bachelor’s degree in Human Resource 
management, Business or Public 
Administration or related field.

•	 Computer Literate - Microsoft office, email, 
internet and importantly Microsoft PowerPoint

•	 Proven English literacy and fluency

•	 A minimum of 5 years work experience in the 
HR field. 

•	 Previous management & development of a 
brand will be an advantage.

•	 Experience in handling trade relationships

Competencies 

•	 Emotional Intelligence with strong 
interpersonal skills

•	 Customer Focused
•	 Organizational Skills
•	 Problem Solving
•	 Assertiveness
•	 Integrity and widely trusted.
•	 Energetic and action oriented.
•	 Active Listening
•	 Composure and Professionalism
•	 Presentation Skills
•	 Flexibility

Only candidates who meet the above requirements 
need to apply by following the link below:

https://wilderness.simplify.hr/vacancy/0p9qss   
Closing Date: 4th June 2023

PLEASE NOTE THAT ONLY SHORTLISTED CANDIDATE 
WILL BE COMMUNICATED WITH.

HUMAN RESOURCE OFFICER

HUMAN RESOURCE OFFICER


