HR191

POSITION DESCRIPTION

UNIVERSITY OF CAPE TOWN

ITUMIVESITHI YASEKAPA  UNIVERSITEIT VAN KAAPSTAD

NOTES

e  Forms must be downloaded from the UCT website: http://forms.uct.ac.za/forms.htm
e  This form serves as a template for the writing of position descriptions.
e A copy of this form is kept by the line manager and the position holder.

POSITION DETAILS

Position title Payroll Specialist
Job title (HR Practitioner to provide) HR Specialist
Position grade (if known) 10 Date last graded (if known)

Academic faculty / PASS department

Human Resources

Academic department / PASS unit

HR Payroll Office

Division / section

Date of compilation

August 2020 — revised 2 September 2024

ORGANOGRAM
(Adjust as necessary. Include line manager, line manager’'s manager, all subordinates and colleagues. Include position grades)
Director
HR Analytics, Risk,
Payroll, Systems and
Administration
1 1 1
("Business Risk and HR Systems HR Systems Training HR Analytlcs HR Admlmstranon
Payroll Manager Manager and User Experience Specialist Manager
Specialist
I | .
Payroll Specialist HR Systems HR Admmlstrat[on Reglstry Assistant Digital Information
Specialist Team Leader x 3 Assistant
b b
HR Administrators
X12
HR Assistants
X2
PURPOSE

The main purpose of this position is to execute end to end daily, monthly, bi-annual and annual payroll processes. The Payroll
Specialist will process payments for all staff University wide, post payroll results to finance, ensure month end 3" party payments are
processed including SARS submissions; HR GLs and vendors are cleared on a regular basis while proactively identifying and
addressing audit and business risks.

11 December 2018

Page 1 of 11
HR191



L1 Jo g ebed

161 dH
20z Joquisideg g

‘wea) sjiyauag
8y} 0} JUSS puUB Pa¥OaYd dle suofdafal pue
‘AiIsnoawiy passas0.d ale suononpap Japlo Igeqg
‘sjuswAed
9)e| JO 8snedaq palinoul ale safjeuad
Jo }seusjul ou pue awi uo pied ale sanled ¢
‘sis|| uonoalal yueq sy} SaAIB08I WEa) UlWpY YH
"Jold
10 Aejap 1noyym aoeld axey sjuswAed Aued-paiy)
[le pue SYVS ‘Sale[es Jey} 8iNsus 0} Junodoe
yueq ay} ul Asuow ybnous aq }snw alayl
'SS900B §S3
aABy Jou Op Jey} Jes 0} pajlews ale sdijshed
‘s/uniAed ay} Jo uonesijeuly ay}
Jaye a|qissod se uoos se a|npow adueuld 4v'S
ay} oju pajepdn aq 0} synsal bulysod aoueul

‘'sjuswAed aoueape Joj Joye Aeq <«

‘Aepinjeg Aiana — Apjeapy <«

‘puayeam
J0 Aepijoy 21gnd e uo sjjey AepAed

J1 210J9q JO Yjuow Yoes Jo ,GZ - Alyuoly <«
:sajep Aed ay} 198w 0} SWI} Ul ueq ay}
yoeal SJUNOWE Jajsuel] yueq ayj Jey} ainsua

'0}8 playym Aed 18N ‘sAed 18N |@oue) ‘paniaoay
Husoda( yueg se yons sadA| abepy Bupnueq ainyden
HIND JO 8sh pue uoljewoine

10} sanljiqissod Japisuoo — sjuswalinbal ssauisng Yyjm
WI9)SAs Jo Juswadueyua pue juswubije ‘malnal 8A1}0e0Id
‘slauolisuad pue (JOMT)

Aed 1NOYJIA\ ©ABST 1O} SUOI08]|09 JBPIO JIgap SS800.d
19N Jo} pJooal poob ulejuiew pue safjeuad pioae

01 Aisnoswiy pue Ajsreinooe syjuswiAed Aued ¢ ss8d0id
‘suoloslel

pue sJoule Aue Jo swes) sjjeuag pue ulwpy YH

8y} asIApe pue Apjeam-ig swwelboid aoueape sy} uny
‘s||eoal Asejes Jojluow pue }senbay

'swies) sjiyeuag

pue ulwpy YH 8y} SsIApe pue suoljoalal yueq Joj yoayo
‘(syuapnis pue yejs ooy pe ‘G-1.0d)

SS 3 0) SS90k 9ARY JoU Op Jey) Jels o) sdijsAed |lews se
J1Iom se ‘Bunuud 1oy sajy dijsAed ay) puas pue ajeisusn)
‘yes

0] sjuswAed Joj Junodoe goy pue yH 8y} 0} sdn doy
pue suoisinoid Aed jau jo 10adsal ul Ainseal] yum asiel
‘Buissaooud 10} yojeq ay) asesjal ueod Jabeuel

llo1Red pue xsiy ssauisng U} Jey) 0s's|l ueq 8y} 0}
aoue|eq sbunsod ay) jey) ¥oayo 0} uodas Bulouejeq Aed
jou ay) aledald pue snie}g pases|al-LUed/pallia ay}

0) sigjsuel] yueg oAl 8y} 81noaxa ‘uniAed [eul) sy} Jayy
‘paje|dwod Ajinyssaoons usaq sey Buiysod ay) 8ouo wes)
2oueUI{ 8y} 8SIApPE pue aoueul] o} Buisod aAl| 8)noex]
“yoam/yjuow

ayy Buunp suns Aed |eul ay} abeuew pue s|Npayds
"SY08Y0 Snje)s

xe) pue sadA) abem |eioads ‘sjielep Bujueq ayeoaldnp
Buipnioul s}08yo snoueA yum Jabeuely ysiy ssauisng
pue [j0JAed oy Isisse ‘pasojo usaq sey ||oiAed aouQ
‘sJolle Aue Jo swes) syjeuag

pue ulwpy YH SSIApe pue siajsuel) Bupjueg JNQ 1SoL
‘Ajlsnoawiy

slolid Aue aajosal pue aoueuly 0} sbunisod ayenwig

uni Aed |euly aloyaq Ajsnoawi

POA|OSal 8Je SI0JIS Jey} 8INsud pue swes) sjijauag

pue ulwpy YH a8y 0} siouls [jolhed sjeoiunwwo)
yoam/yjuow

ay) Buunp sunu Aed jsa) a|diinw abeuew pue a|Npayosg
sajep |j0JAed psjnpayos a)ediunwwod

0} Alsnoawiy paja|dwod aq o} suni Aed sy Jodig pue siseq |enuue ue uo Jepua|ed |jolAed ajeal) %G¢E S99IAI9S pue Joddng [ealuyosa ) L
(synsaJ pajoadx3) (pasn spoyiaw /sassao0.d / saljIAlO. / saljiqisuodsay) juads sease souewnopad Aoy
sjndinQ sjnduj awl) Jo %

1IN3LNOD



Ll Jo ¢ ebed

161 dH
20z Joquisideg g

‘passalppe aJe sanss| ejep JolSep
‘slojipne |eula)xa

10} B|NA UO 8|ge|ieAR 8le sio)ipne Joj suodal ||y
"slojipny 8y} 0} papiro.d

A|lsnoswiy pue paule}qo si UolejuUsWNo0Qg

"awi} uo passaoold aie sysenbal pny

uone|siBs| JueAs|al ym soueldwod snp ainsug

“Hpne pus Jeak pue wisjul

|eusaixa Buunp sauanb pue sysanbai Jipne Yum 1sissy
"SUOIOB 8AI}08.1100 PUsWWOo9al pue

Buiuien 4ys |euonippe aiinbal 1o ssauisng ay) o) %si

ul )Insal Aew jey) senssi ejep Jajsew Jybiybiy Jo ssIApy
‘slojipne ay) Jo} pajosjold piomssed ‘als paieys

8y} 0JUO JI 8ABS pue suodal Bunsod Ajyjuow ejelsus9)
‘S)ipne pus Jeak pue wisjul J0} SIo)pNe |BUISIXS

pue [euss)ul ‘eoueul Aq pejsenbal se spodal aledaid

%S

}Ipny |euId)X3 pue [eutaju]
Buipnjoul ysii pue asueldwon e

"SIO}IpNe Joj 9|ge|IeAR S| UOI}BJUSWNI0p
Bunuoddns |je pue sioypne Joj 8)Is BINA

0Juo paaes s| Jodal s|iejop Bupjueq ayealdng
‘sasodind ypne 4o} aAlQ

©) 8y} uo paaes pue uodal Aed jau Buouejeg

JabBeuel ||01Aed pue jsiy

ssauisng ay) Aq panoidde sysanbai Buiniodas ooy pe Auy
‘syjuabe uo[}99||0d SNoLeA

Ag paieoo||e A}091100 aie SUOONPap adueUUIEW

pue aaysiuJeb jey) ainsua 0} Ajyluow HIND L1 uny
‘papaau alaym

sSpuny JUBAS|S] 0} SJUNOWE UBO| [BUIBIXd Jajsuel] "1 DN
0} ysH Jw| pue o} pasaype Buiaq si Aoljod juswabeuew
1gep aInsus 0} (Jeula)xa pue [eulajul) sueo| ||e Buloyuo
'spuny 0} saJua) 3509 jo sbuiddew 3o8yd 0} Jodals

e Buluuni ale siepea Wea| ulwpy YH Jey) ainsug
‘Aj308.1100

pajsod aJe asay) Buunsua pue suolionpap pue sbujuies
Bunepiea ‘Ajyuow ajdwes wopuel jo sdijshed aouejeq
"Jobeuey ||olAed pue ysiy ssauisng

8y} 0} sysl pue sanss] Bupuodas pue yoely buidesy ajiym
suonoalfal Japio )gap Jauoisuad a)nqgulsIp pue }2ayo
“19beUBY ||0JABH pUB XSy Ssauisng YH Y)IM SYSU
WBIYBIYy pue Jebeue UlWPY HH 3y} 0} Sloila a)e|edsa
“dH Aq painides ejep jo ssaus)a|dwod pue Aoeindoe

8y} %oayo 0} suodal 1a)oayo |jolAed Ajyjuow uny

wes} ulwpy yH 8y}

W04} UOIJeJUSWINJ0P JueAdjal }Jsanbal pue sajpouedalosip
Aue ajebiysanul ‘Wwodal sjiejap Bupjueg ayeoldng ayy uny

%02

Buijiodaa pue uoienjeas ‘buriojiuop Z




Ll Jo  ebed

161 dH
20z Joquisideg g

‘pus Jeak [eioueul alojeq

aouejeq |el] 8y} 0} Buisod s|geus o} paulejuiew
puE PaIO}IUOW Ble SJUNOJDY JOPUSA pue
SJUNOOOE. JBWO)SN) ‘SIUN0ooE Jabpa |eisusn)
‘Ajeyeinooe pue

Ajsnosuwiy pesseoo.d ale suoljoesuel; [eloueul
‘Ajeyeinooe pue

Ajsnosuwiy ‘Ajjus}sISUOD paulejulew si Bjep J)sejy

‘Buiieso Joy Jabeuely |j0i1hed pue ysiy ssauisng

By} O} UONJEI|IoU093l 8y} dpIA0Id pue SPEOJUMOP Jajsuel |
yueg Buisn Ajyjuow (sedueApe) 09z6T1S d@ouejeqg
‘papaau aiaym sjeutnof

jenuew pue sjunowe Bunyds ‘Buliaisuel) ypm bunsisse
‘sjunoooe Jabpa) |eiaualb pue JOPUSBA JUBAS|aI JOJUOW
pue wesj} syyauag ay} 0} spodal Alyjuow apincid
"yjuow BuImMO||0} B} Ul SIoqUIBW

Jels woly padnodal aJe sjuswAediano Aue pue 3081109
aJe slopuaA ay} ulyum syds ainsua pue aoe|d Bupe}

S| UO[BI|IDU0D3l 8INSUS 0} SIBYINOA Y19 pue 4419N
‘aouelInsU| [edIpaW ‘ple [eolpaw AJyjuow ay} }28yD
"BuisnoH JelS pue sas4 Juspnis

Se ||om se sjsanbal ooy pe Joj sjeuinol jenuew ajeai)
‘g|geoldde ataym

SJap|oy puny 0} 3oeq Spunj Jajsuel} 0} s|iejap Alessaoau
8} Ulelqo o} swes) sjijsusg pue Ulpy JH Yim asieln
‘pus Jeak |eloueuly 810j9g pales|d ale SJUN0JJE. JAWOISND
pue slopua/ ‘s79 jey) Buunsus Joj Ajljigejunodde |in4
‘aoe|d

Bupye} s| uonel|Iou09al 8INSUS PUB SJUNOJIE JBWOISND
Ayngesip Buipsebal Jao1O SSaU|IOAA UM asiel

"wes) sjiypuag Joj S)UNody Jawolsny Bupeain

'$719

J0 Bules|d ay} ajgeus o0} aakojdwa Jad syids 19 wlopad
"SJUNO2E 081102 8y} 0} pajsod ale Sidjsuely

jueq ainsua 0} Alenbal Buues|d 9 jyueq wiopad
‘Ajgjeinooe pue Ajsnoawi} paulejuiew/passasold

ale ejep Jajsew pue sjeusnol ainsug

%Sl

UOIJBI[I2U0DY pUk UOoIJeIISIUIWPY ddueUl ¥




Ll Jo G ebed

161 dH
20z Joquisideg g

"safjjeuad ujwpe

Jo sjuswAed aje| Jo} }saiayul J0 safjeuad oN
"SHVS 03 paplwgns

sGdy| pue syjuawAed xej jo Buiouejeq |njsseoong
‘9)14As® 3 uo seakojdwa

pajeuiw.a} Jo} pajepdn si snjejs juswAojdw]
‘papeojdn si 3|1} pue auop si SYYS O} JuswAhed
‘uone|sibe| SHVS

Jad se passaooid aie suoionpap ggvy PlleA

‘Alsnoawiy Jnogeq

10 Juswpedaq 8y} 0} JUdS S| PEOJUMOP 4N dINsug
‘Ayjeuonouny

By} UO yeis mau Aue ujel] ‘siaquinu aoualajal

Xe} UIe}qO 0} Sjuelsissy HH 404 8|14 ding Bay 1| eyeaid
"SOAIJ0alIP Xe) Jo} Alddy

‘suolje|nd|ed Xe) [enuew pue sjsanbal

Gdy¥| o0y pe Buipnjoul salanb pajejal xe} Aue Ypm isissy
SHVS

Aq paiinbai usym pue se sjpne UoledRIS A JONPUOD
‘paJinbal uaym

pue se sGdy| Jo suole|jaoued Jo sabueyd Aue ssao0id
“Jobeuey |jolAed pue ysiy ssauisng a8y} Aq uoissiwgns
1o} Ajlenuue-iq uoleljiouodal L0SdNT ay) aiedaid
"Yuow

Kians Jo ) 8y Aq JuswAed syew pue s)isgam SHYS
au} oJul LOZdINT B3 peojdn ‘Alyjuow sGdH| 8y} oueleq
‘Bulinydes ajeinooe Jo aouepoduwl

ay} WBIYBIH "} 1091100 0} MOY pPUB SUBSW JOLIS BY} Jeym
‘s10119 SHVYS Aue Jo Ajyluow wes) uipy YH 8y} aSIApY
'}081109 ale S|Iejap ||e jey}

Bulnsua a|i4As@a 0JUO S3|I} G| @Al pue 18} peojdn
ulwpy

YH Aq passaooid ale siaquiaw yejs 0} anp spunjal pue
suoIONPap g8YY Joj Ajsnoswyy spew s JuswAed ainsug
‘soahojdwa aAloe 10} SYHYS 0} apew sjuawAed

Se [|om se snje}s JuswAojdwa yum aji4Ase®s aepdn
"8|I4As@e

ojul peojdn pue aji} ggyy uniAed jsod aledalid
'suononpap

pue ssao0lid ggyy O} paje|al salenb Aue ssalppy
suononpap jo peojdn Joj aji asedaid pue o|i4As@d

wouy (g8VY) siuswjulodde Aued ¢ syl peojumoq

%Sl

sassa204d SYVS S




L1 Jo g ebed

161 dH
20z Joquisideg g

‘paABIYOE S| UONOB)SIIES I8WOoIsN)

‘sjoafoud Joyjo Auy <«
"sjuswaiinbai anne|siba)
Jo Ajjeuonouny mau sjuswajdwl wes) Swashks <«
‘pajuswaldw ase sabeyoed pyoddng <«
:uaym sabueyo wosAs |le1sa]
Jabeuep ||0i1Aed pue
3sIy ssauisng ay) Aq pajonuisul se pasinbai aq Aew jey

‘0} palaype aJe sauljswi} 1osfold e suopouny Jo syoafoid ‘syse} ooy pe Jayjo Aue wiopsad %G Bunsa] 4vs pue juawabeuep joaloid VA
'sJ0}ipne |eula)x3 pue SYVS Se yons
slapjoyaye)s [eusdxa yym sdiysisuped pue sdiysuone|al
|euolssajoid pue aA0aYd ulejuiew pue dojeaaq
‘Alessadau se saoIAIas Alosiape |euoissajold
sainpaosoud apinold pue g1 9| pue jJuswpedsp aoueuld ‘ 6o
pue sjooojo.d ‘saroljod Aysiaaiun slapjoyayels-Aay yum sdiysiauped uiejuiew pue ajeal)
pue [ejuswiedap yum soueldwoy e "SI8p|oyoYe]s [|e 0} 82IAISS UOlBDIUNWWOD
"SJUI|O [BUJBUI YUM UOljBIOgEe||0D) e Jlewa pue auoyda|a) |euoissajold e apinoid
‘s)jsenbal 0} sasuodsal jdwold e ‘|leob uowwoo 8y} aAsIyoe 0} Wea) sdiysiauyied
"SJUSI[O WO} POAISOAI S| JYOBQPSD) SAIISOd e YH Jepeolq ayy yum sdiysuoneas Buiyiom asojo ulejuie| %G pue jJuswabeuew suolje|al Japjoyayels 9




MINIMUM REQUIREMENTS

Minimum qualifications

¢ An NQF 6 level qualification in a relevant field of studies e.g. National Diploma preferable in

Accounting or Finance.

Minimum experience
(type and years)

e At least 5 years’ recent and relevant Payroll experience within a similar role at the level

sought for this post, with exposure to an HR Department.

e SAP HR and Finance knowledge and experience

e Exposure and understanding of SARS legislation and processes and legislation relevant to

Payroll (eg. BCEA, LRA, Tax Administration Act).

e Proven computer literacy in the use of MS Office and intermediate level Excel skills.

e Strong numerical and analytical skills.

o Ability to multi-task, prioritise work appropriately, work under pressure and to work
independently and accurately with minimal supervision.

e Attention to detail and an uncompromising attitude to meeting deadlines without sacrificing

Skills quality.
e Excellent verbal and written communication skills coupled with sound interpersonal skills.
e An ability to interact successfully with individuals across various levels, within and external to
the organisation.
¢ A commitment to the provision of excellent client service in a cross-cultural environment.
¢ In-depth knowledge of HR and Finance processes and policies in order to ensure consistent
and correct application of these.
Knowledge e Basic accounting principles.

o Knowledge of relevant legislative requirements e.g. SARS, UIF.

Professional registration or license
requirements

N/A

Other requirements

(If the position requires the handling of
cash or finances, other requirements
must include ‘Honesty to handle cash
or finances’.)

¢ Commitment towards maintaining confidentiality as required by this position.

e Be professional and deliver high quality work.

e Be ateam player.

e Possess a high level of honesty and integrity in dealing with finances.

Competencies
(Refer to
UCT Competency Framework )

Competence Level Competence Level
Analytical thinking/Problem solving | 2 Planning and organizing/work management | 2
Building interpersonal relationships | 2 Teamwork/collaboration 2
Client service and support 2 Follow up/results focused 2
Communlcatlon (Verbal, written, 2 Continuous learning 2
reporting)
Information monitoring and 2 University Awareness 2

management

SCOPE OF RESPONSIBILITY

Functions responsible for

e  As specified in the position description under key performance areas.

Amount and kind of supervision
received

e Minimal as this is a senior level post and the incumbent is expected to operate
independently and with minimal supervision.

Amount and kind of supervision
exercised

e Limited to own post and how to carry out functions.

Decisions which can be made

e Limited to own job after having consulted with and having sought approval from the HR

Management and line manager.

Decisions which must be referred

e Any escalated queries which cannot be resolved, and which requires management’s

approval.

e Risk / mitigation exposure and potential related risks.

CONTACTS AND RELATIONSHIPS

11 December 2018
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Internal to UCT

e HR Admin team, HR Systems, ICTS, Training, HRPs, Finance Department, Treasury

Office, Clients, Internal Auditors and other relevant internal stakeholders.

External to UCT

e Ex-employees, SARS, External Auditors and other relevant external stakeholders.

AGREED BY
PRINT NAME SIGNATURE CONTACT NO. DATE
Position Holder

Direct Line
Manager/Supervisor Zoe Cosmopoulos ?ﬁ&&WM&&ZM/ 021 650 4308 16/09/2024
Area Line Manager 4 4

HOD

Dean / ED Naeema Brey L&fﬂ 021 6504224 18/09/2024

HR Business Partner Gay Tyler ™
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