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HR191 POSITION DESCRIPTION

NOTES
Forms must be downloaded from the UCT website: http://forms.uct.ac.za/forms.htm
This form serves as a template for the writing of position descriptions.
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)

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 3rd 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.
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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)

 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. 

 SAP HR and Finance knowledge and experience 

 Exposure and understanding of SARS legislation and processes and legislation relevant to 
Payroll (eg. BCEA, LRA, Tax Administration Act). 

Skills  

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

 Strong numerical and analytical skills. 

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

 Attention to detail and an uncompromising attitude to meeting deadlines without sacrificing 
quality. 

 Excellent verbal and written communication skills coupled with sound interpersonal skills. 

 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. 

 

Knowledge 

 In-depth knowledge of HR and Finance processes and policies in order to ensure consistent 
and correct application of these. 

 Basic accounting principles. 

 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.  

 Be professional and deliver high quality work.  

 Be a team player.

 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

Communication (Verbal, written, 
reporting)

2 Continuous learning 2 

Information monitoring and 
management

2 University Awareness 2 

SCOPE OF RESPONSIBILITY 

Functions responsible for  As specified in the position description under key performance areas. 

Amount and kind of supervision 
received 

 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  Limited to own post and how to carry out functions. 

Decisions which can be made  Limited to own job after having consulted with and having sought approval from the HR 
Management and line manager.

Decisions which must be referred 
 Any escalated queries which cannot be resolved, and which requires management’s 

approval.
 Risk / mitigation exposure and potential related risks. 

CONTACTS AND RELATIONSHIPS 
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Internal to UCT HR Admin team, HR Systems, ICTS, Training, HRPs, Finance Department, Treasury
Office, Clients, Internal Auditors and other relevant internal stakeholders.

External to UCT  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 021 650 4308 16/09/2024

Area Line Manager

HOD

Dean / ED Naeema Brey

HR Business Partner Gay Tyler

021 6504224 18/09/2024


