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The Human Resources (HR) Department is seeking a skilled, experienced and energetic person to fill a permanent HR Administrator post. The successful incumbent will be responsible for the accurate administration of HR data in the central HR Administration Department. The service provided within the centralized section is to a range of clients throughout the University.

Requirements:

· A degree/diploma in HR or study towards one 
· At least two years relevant work experience in HR
· excellent data orientation

· working experience in SAP HR or an equivalent HR administration system, MS Word and MS Excel

· sound understanding of HR policies and procedures 

· deadline driven

· the ability to prioritise and work effectively under pressure 
· a commitment to service excellence
· the ability to build constructive interpersonal relationships
· personal accountability
· good oral and written communication skills including facilitation skills
· Ability to work as part of a team
A good knowledge of basic bookkeeping is advantageous.
Responsibilities:
· Ensure accurate and timeous pre-processing & capturing of HR forms within specified turnaround times

· Ensure continued accuracy of HR data

· Provide a professional, knowledgeable and prompt HR customer service and maintain a high level of quality service delivery

· Develop a comprehensive understanding of relevant UCT HR policies, processes and procedures

· Work closely with the relevant HR staff in respect of HR administration and in dealing with client queries

· Contribute to the broader education of staff and Departmental Administrators

· Participate in and contribute to annual and ad-hoc HR projects

The annual remuneration package, including benefits, is negotiable between R200 452 and 235 811.

Application process:
To apply, please e-mail the completed UCT Application form and all other relevant documentation as indicated on the form, with the subject line “HR Administrator” followed by the reference number to Lawrence Solwandle at lawrence.solwandle@uct.ac.za 
Telephone: 021 650 2161; Website: http://hr.uct.ac.za  
The application form can be downloaded at http://web.uct.ac.za/depts/sapweb/forms/hr201.doc. 

· An application which does not comply with the above requirements will be regarded as incomplete. Only shortlisted candidates will be contacted. 
· Should you not be contacted within a week after closing date, please regard your application as unsuccessful.
Reference number for this position: 
I-2498
Closing date for applications:

17 February 2012
UCT is committed to the pursuit of excellence, diversity and redress. Our Employment Equity Policy is available at http://hr.uct.ac.za/policies/ee.php. 
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