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HR191 

 

 

POSITION DESCRIPTION 

 

 

NOTES 

• Forms must be downloaded from the UCT website: https://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 Benefits and Exits Officer 

Job title (HR Business Partner to provide) 
 

Position grade (if known) PC08 Date last graded (if known) May 2026 

Academic faculty / PASS department Human Resources 

Academic department / PASS unit Organisation Health, Appointments and Benefits 

Division / section Benefits 

Date of compilation 9 January 2026 

 
ORGANOGRAM 

(Adjust as necessary. Include line manager, line manager’s manager, all subordinates and colleagues. Include position grades) 

 

PURPOSE 

 
 
 
 

 

 

 

 

 

 
Benefits Assistant 

PC07 

 

 
Healthcare Specialist 

PC09 

 

 
Wellness Officer 

PC08 

 

 

 

Benefits and Exits 
Office 

PC08 

 
THIS POSITION 

Manager: 
Organisational Health, 

Appointments & 
Benefits (PC12) 

Director: Compensation 
and Benefits 

PC13.5 

The main purpose of the position is to provide efficient, effective, and accurate administration of staff termination, retirement fund exit, and benefits 
processes for allocated categories of staff, ensuring that all exit-related actions are completed timeously, records are maintained accurately on SAP, and 
service level commitments to staff are met. 

 
The role carries full responsibility for reconciling contributions, tracking and finalising outstanding benefits, and supporting the consistent application of 
exit and benefits processes, including providing day-to-day operational guidance to the Social Benefits Administrative Assistant. 

https://forms.uct.ac.za/forms.htm
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CONTENT 

 
Key performance areas 

% of 
time 
spent 

Inputs 
(Responsibilities / activities / processes/ methods used) 

Outputs 
(Expected results) 

E.g. General and office administration 25% Takes, types up and distributes minutes and agendas for 
monthly departmental meeting. 

 
 

Greets visitors, enquires as to the nature of their visit and 
directs them to the appropriate staff member. 

All staff members receive an electronic copy of accurate 
minutes and agendas, in the departmental template/format, a 
week before the meeting. 

 
Visitors are directed to appropriate staff member in a 
professional and efficient manner. 

1 1. Administer and Coordinate Staff Exit Processes 30% Capture and process staff terminations accurately and 
timeously on the SAP system for allocated categories of staff, 
in accordance with approved procedures and service level 
requirements. 

Process termination cases as allocated, including resignations, 
retirements, retrenchments, dismissals, end of contracts and 
death in service cases. 

 
Generate and issue termination communication to staff 
outlining exit requirements and actions to be completed. 

 
Process and follow up on retirement fund exit documentation, 
including HR153 forms and/or digital termination processes, for 
allocated staff categories. 

 
Monitor receipt and completion of retirement fund exit 
instructions to prevent unintended deferred membership. 

Process termination cases linked to arbitration awards and 
retrenchments, including preparing and submitting the required 
documentation. 

Apply for tax directives where required and maintain accurate 
records for audit purposes. 

Terminations accurately reflected on SAP and retirement fund 
systems. 

 
Staff receive clear and timely termination instructions. 

Retirement fund forms withdrawal forms are completed, and 
submitted correctly, avoiding deferred membership. 

 
Where no exit forms are completed, deferred membership to be 
captured 

 
Arbitration award and retrenchment termination cases 
processed accurately, with required documentation and tax 
directives in place and audit-ready records maintained. 
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   Maintain and update termination working lists to track progress 
of all exit-related actions for allocated staff categories. 

 
Complete and submit Unemployment Insurance Fund (UIF) 
documentation, including UI-19 forms, for applicable 
termination cases within the allocated portfolio. 

Provide accurate information and guidance to staff exiting the 
University to ensure that exit requirements and documentation 
are understood and completed. 

 
Respond to general queries from ex-staff and retirees relating 
to pension, exit, and benefits processes, and provide the 
required information or refer matters in line with agreed 
procedures. 

Working list reflects accurate, up-to-date termination status. 
 
 

UIF documentation, including UI-19 forms, completed and 
submitted accurately and timeously for applicable termination 
cases, ensuring compliance with statutory requirements and 
reduced follow-up queries 

 
 

Exit-related queries resolved accurately and timeously, with 
reduced follow-up and escalation. 

2 Administer Leave Payouts on Termination 10% Draw leave balance reports for terminating staff. 
 

Liaise with HR Administration and departments to obtain 
approval for leave payouts. 

 
Track approvals and confirm that leave payments are 
processed within agreed service levels. 

 
Follow up on outstanding approvals or delayed payments. 

Provide operational guidance to the Social Benefits 
Administrative Assistant on leave payment processes and 
resolve complex or outstanding leave-related matters. 

Leave balances paid accurately and within agreed timelines. 

Reduced staff queries and escalations relating to unpaid leave. 

Clear audit trail of leave payout approvals and processing. 
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3 Annual Retirement Exercise 20% Coordinate and process the annual retirement exercise for 
eligible staff in accordance with approved procedures and 
timelines. 

Identify staff due for retirement through SAP reports and verify 
eligibility information. 

Write to Deans, copying Heads of Department and HR 
Business Partners, to inform them of staff members due to 
retire. 

 
Generate and issue retirement communication to staff outlining 
retirement requirements, options, and actions to be completed. 

 
Send retirement forms and relevant documentation to retirees 
and provide guidance on completion. 

 
Monitor receipt of retirement documentation and follow up with 
staff to ensure completion of required forms and processes. 

 
Process and submit completed retirement documentation and 
digital retirement instructions to retirement fund administrators. 

 
Request and obtain annual leave, study leave, and research 
leave balances for retiring staff. 

 
Complete and submit Unemployment Insurance Fund (UIF) 
documentation, including UI-19 forms, and pensioner cards for 
retirees, in accordance with approved procedures. 

 
Collate and provide accurate retirement information to the 
Communication and Marketing Department to support the 
arrangement of the annual retirement function. 

Maintain and update retirement tracking lists to monitor 
progress and ensure completion of the annual retirement 
exercise. 

Annual retirement exercise completed in line with approved 
timelines and procedures. 

 
Retiring staff and relevant stakeholders informed timeously of 
retirement and related processes. 

 
Retirement documentation and instructions submitted 
accurately to retirement fund administrators. 

 
Accurate retirement information provided to support the 
coordination of the annual retirement function. 

 
Eligible retirees identified and emeritus professor and associate 
professor appointments coordinated to completion. 

 
Retirement and emeritus processes tracked effectively with 
minimal delays or follow-up queries. 
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   Identify retiring academic staff who may qualify for appointment 
as Emeritus Professor or Emeritus Associate Professor as part 
of the annual retirement exercise. 

Coordinate the end-to-end emeritus appointment process in 
accordance with approved procedures, including issuing 
relevant communication and documentation. 

 
Liaise with faculties, departments, and relevant stakeholders to 
obtain required information, recommendations, and approvals 
for emeritus appointments. 

 
Monitor progress of emeritus appointment submissions and 
follow up on outstanding documentation or approvals. 

 
Maintain records and tracking lists relating to emeritus 
professor and associate professor appointments. 

 
Respond to general queries from staff and stakeholders 
relating to the emeritus appointment process linked to the 
annual retirement exercise. 

Coordinate Pre-1950 pensioner administration, including follow-
up on outstanding life certificate submissions to ensure 
continuation of pension payments. 

 
Identify retirees reaching age 65 and communicate the 
cessation of Group Life Assurance (GLA) cover, including 
information on the conversion option. 

 
Process the necessary SAP updates linked to the over-65 GLA 
exercise in accordance with approved procedures. 

Pre-1950 annual exercise completed accurately and timeously, 
and SAP updated to reflect approved increases. 

 
Over-65 GLA exercise completed accurately, with timely 
communication and correct SAP updates. 
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4 Contribution Reconciliations and Payments 20% Generate retirement fund and benefit contribution reports from 
SAP in accordance with agreed reporting cycles. 

 
Review and analyse contribution reports to identify amounts 
deducted and amounts payable. 

 
Reconcile contribution deductions against amounts payable to 
retirement funds and benefit providers. 

 
Prepare reconciliation schedules and supporting 
documentation in line with approved procedures. 

 
Identify, investigate, and resolve discrepancies identified during 
the reconciliation process. 

 
Process ad hoc contribution adjustments and payments arising 
from late, reversed, or corrected termination or payroll 
transactions during the month. 

Ensure that both recurring and ad hoc contribution 
reconciliations are completed accurately and within agreed 
timelines. 

 
Submit reconciliation schedules and supporting documentation, 
including ad hoc adjustments, to management for review and 
approval. 

 
Maintain records and audit trails relating to contribution 
reconciliations and adjustments. 

Contribution reports generated accurately from SAP. 

Recurring and ad hoc contribution amounts reconciled 
accurately against amounts payable to funds and benefit 
providers. 

 
Contribution discrepancies identified, investigated, and resolved 
timeously. 

 
Reconciliation schedules, including ad hoc adjustments, 
prepared and submitted for approval. 

 
Clear and complete audit trails maintained for contribution 
reconciliations and adjustments 
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5 Outstanding and Legacy Benefit Payments 10% Maintain and update records of outstanding and legacy benefit 
payment cases, including Group Life Assurance (GLA) 
payments not finalised from prior periods. 

Track uncollected or unpaid benefit amounts and follow up with 
insurers, fund administrators, and relevant stakeholders to 
support finalisation. 

 
Investigate legacy benefit cases where payments have not 
been made or completed and identify actions required to 
resolve outstanding matters. 

 
Liaise with beneficiaries, estates, departments, and service 
providers to obtain missing information required to finalise 
legacy benefit payments. 

Monitor progress of outstanding benefit payment cases and 
escalate unresolved matters in accordance with approved 
procedures. 

 
Maintain accurate records and audit trails relating to 
outstanding and legacy benefit payments. 

 
Provide operational guidance to the Social Benefits 
Administrative Assistant on legacy GLA and benefit payment 
matters, where required. 

Outstanding and legacy benefit payment cases tracked and 
progressed towards finalisation. 

 
Uncollected or delayed GLA and other benefit payments 
identified and followed up timeously. 

 
Accurate records and audit trails maintained for legacy benefit 
payment cases. 

 
Improved visibility and resolution of historical benefit payment 
backlogs. 
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6 Systems Support, Reporting, and Operational 
Guidance 

10% Maintain and update operational tracking lists and records 
relating to terminations, retirements, contributions, and benefit 
payment processes. 

Compile standard operational reports to support monitoring of 
exit, retirement, contribution, and benefit activities. 

Respond to general queries from staff, departments, and HR 
colleagues relating to exit, retirement, and benefits processes. 

Identify recurring issues, delays, or gaps in processes and flag 
these for attention. 

 
Provide day-to-day operational support and guidance to the 
Social Benefits Administrative Assistant to support consistent 
application of procedures. 

 
Support continuity of operations during periods of high 
workload or staff absence. 

Operational tracking lists and records maintained accurately 
and kept up to date. 

 
Standard reports compiled and available to support monitoring 
and decision-making. 

 
Queries relating to exits, retirement, and benefits responded to 
accurately and timeously. 

 
Improved consistency and reliability in the application of exit 
and benefits processes. 

 
Operational continuity maintained during periods of high 
workload or staff absence. 
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   Provide system support relating to exit, retirement, contribution, 
and benefits processes, including assisting with SAP-related 
queries and issues. 

Support the consistent application of systems and procedures 
relating to terminations, retirements, contributions, and 
benefits. 

 
Prepare quarterly reports in line with reporting requirements 
and agreed templates. 

 
Respond to general system- and process-related queries from 
staff, departments, and HR colleagues. 

 
Identify recurring system or process issues and flag these for 
attention or corrective action. 

 
Provide day-to-day operational guidance to the Social Benefits 
Administrative Assistant to support consistent use of systems 
and procedures. 

 
Test SAP changes and system updates for benefits and exit 
processes on the testing environment (TST) in line with 
approved procedures. 

Confirm test results, document outcomes, and sign off tested 
changes for implementation, in line with agreed processes. 

 
Support training and user guidance relating to new system 
changes affecting exit and benefits processes. 

Systems and procedures relating to exits, retirements, 
contributions, and benefits applied consistently and accurately. 

 
Operational tracking lists and records maintained accurately 
and kept up to date. 

 
Monthly status reports compiled and submitted timeously. 

Quarterly reports prepared accurately in line with reporting 
requirements. 

 
System- and process-related queries responded to accurately 
and timeously. 

 
Improved visibility of operational activity through regular 
reporting. 

 
Operational continuity maintained during periods of high 
workload or staff absence. 

 
System changes tested, verified, and implemented accurately, 
with reduced process disruption and errors. 

 
Pension and benefits queries resolved accurately and timeously 
with clear advice and appropriate referrals. 
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MINIMUM REQUIREMENTS 

 
Minimum qualifications  

Relevant NQF5 qualification  

 
 

 
Minimum experience 

(type and years) 

At least five (5) years’ relevant experience in HR benefits administration. 

 

 
Skills 

Excellent numeracy and reconciliation skills 

ERP systems (e.g. SAP) and MS Office proficiency 

Ability to interpret fund rules and procedures 

Excellent communication and advisory skills 

 

 
Knowledge 

HR termination and exit processes 

Retirement funds exit administration 

Leave payout processes 

UIF administration processes 

Professional registration or 
license requirements 

 
None 

Other requirements 

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

Ability to handle sensitive financial and personal information 

 
 

 
Competencies 

(Refer to 

UCT Competency 
Framework ) 

Competence Level Competence Level 

Results Focus 2 Building Interpersonal Relationships 2 

Planning and Organising 2 Teamwork and Collaboration 2 

Communication (Verbal and Written) 2 Analytical Thinking 2 

Client / Customer Service Orientation 2 Problem Solving 2 

Attention to Detail and Accuracy 2 Adaptability 2 

Follow-up 2 Resilience 2 

 
SCOPE OF RESPONSIBILITY 

 
Functions responsible for 

Administration and control of staff exit, retirement fund exits, and benefits processes, including reconciliation and 
governance support. 

Amount and kind of 
supervision received 

Works under general direction of the line manager. 
Regular supervision and coaching from line manager 

Amount and kind of 
supervision exercised 

 
Provides operational guidance and work coordination to the Social Benefits Administrative Assistant. 

Decisions which can be 
made 

 
Operational decisions relating to exit processing, reconciliations, and compliance within approved procedures. 

Decisions which must be 
referred 

 
Policy deviations, high-risk financial matters, and payment approvals requiring management sign-off. 

 
CONTACTS AND RELATIONSHIPS 

Internal to UCT HR staff, HR administrators, Payroll, Finance, line managers, and staff members. 

External to UCT Retirement fund administrators, insurers, and other benefits service providers. 

https://hr.uct.ac.za/sites/default/files/media/documents/hr_uct_ac_za/386/UCT-Competency-Framework-Version5-Jan2021.pdf
https://hr.uct.ac.za/sites/default/files/media/documents/hr_uct_ac_za/386/UCT-Competency-Framework-Version5-Jan2021.pdf
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