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NOTES

· Forms must be downloaded from the UCT website: http://www.uct.ac.za/depts/sapweb/forms/forms.htm 
· This form serves as a template for the writing of job descriptions.
· A copy of this form should be kept on file in your office.
· For re-evaluations, this form must be sent to your relevant HR Advisor/Officer
POSITION DETAILS

	Position Title (current title)
	HR Administrator

	Status of Post (tick)
	New Post
	
	Re-evaluation
	
	Update
	x

	Job Grade (current grade)
	Payclass 8

	Faculty (if applicable)
	n/a

	Department
	Human Resources

	Section (if applicable)
	HR Administration

	Date of Compilation 
	February 2012

	FOR OFFICE USE

	Job Title
	

	Date of Grading 
	

	Grading Result 
	


ORGANOGRAM
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PURPOSE

	The main purpose of this position is to provide a professional administrative service to clients and ensure accurate and timeous administration of HR Data.



JOB CONTENT

	Key Performance Areas (4 – 6)
	% of time spent
	Activities / Objectives / Tasks
	Results / Outcomes
	Competencies

	1) HR Administration & Data Integrity
	60%
	Accurately process and capture HR forms (appointment, termination, payment, personal details, etc) on SAP HR within specified deadlines and turnaround times
Take responsibility for data integrity by running monthly reports to identify, establish the source of and correct errors, and by undertaking other periodic data clean-ups
Ensure that all staff are paid correctly and timeously
Participate in annual and ad hoc projects in respect of personnel administration
Adhere to service level agreements with other sections of HR and with clients
Accurately administer & capture leave details on SAP HR within specified deadlines and turnaround times
	Accurate HR data
Staff paid timeously
Department Administrators competent in matters regarding HR Administration

Adherence to service level agreements
	Knowledge of SAP HR and MS Excel
Knowledge of HR Admin policy, process and procedure
Numeracy
Data orientation 
Accuracy and attention to detail

Time management 
Stress tolerance

Personal accountability

Communication skills (verbal and written)

Client focus

	2) Customer Service & Relationship Building
	25%
	Provide advice to all levels of staff on UCT’s conditions of service and associated benefits - and on HR Administration policy, process and procedure 
Develop and maintain constructive relationships with clients
Provide a professional, knowledgeable and friendly service to clients, ensuring a prompt response to queries and requests
Ensure that staff understand their COE structure and payslips
	Clients are informed about current HR Admin policy, process and procedure

Clients are informed about conditions of service and associated benefits

Clients are aware of deadlines
Positive client feedback

	Knowledge of HR Admin process, policy and procedure
Knowledge of conditions of service and benefits
Client focus
Credibility
Interpersonal skills
Communication skills

	3) Training and Capacity Development
	10%
	Train and advise Departmental Administrators on completion of HR forms

Educate Departmental Administrators on HR processes and requirements for approval

	Clients are informed of current HR Admin policy, process and procedure

Clients are aware of deadlines

Regular Client meetings take place
Positive client feedback


	Knowledge of SAP HR and MS Word
Knowledge of relevant policy, process and procedure
Client focus

Communication skills

Credibility

	4) Management Information & Reporting 
	5%
	Provide Line manager’s with accurate  leave reports at their request

Provide staff member’s with annual leave balances and reports at their request
Ensure that monthly checker reports are run to ensure that data is accurate and correct. 
	· Reports are provided at request
· Accurate Information
	Knowledge of SAP HR 
Client Focus

Communication Skills




MINIMUM REQUIREMENTS

	Minimum Qualifications
	A degree or diploma in HR or study towards one 

	
	

	Minimum Experience
	1. At least two years’ experience in an HR environment

	
	2. Experience in SAP HR (or an equivalent payroll system)

	
	


AUTHORITY

	
	PRINT NAME
	SIGNATURE
	CONTACT NO.
	DATE

	Compiled by
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Payroll and Administration Manager





HR Admin Supervisor





HR Administrator (x5)





HR Assistant	
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