
	                                      
JOB DESCRIPTION
NB: 
• Please read the Guidelines for Compiling a Job Description before completing this form.
• This job description is subject to change depending on operational, financial, strategic and other needs of the University. 
• The duties listed herein are not intended to be an exhaustive list and the incumbent is expected to perform other related duties incidental to the work described in this document.
• Existing jobs will only be re-evaluated if there are significant changes of a long term nature from date of last evaluation (refer to Job Evaluation Policy)





	Job Title:
	Financial Administrative Officer

	Position Title:
	Financial Administrative Officer

	Position Number (If it’s an existing position):
	 tbc

	Job Code (If it’s an existing position):
	tbc

	Job Level:
	10

	Date Evaluated:
	Click here to enter a date.
	Faculty and/or Department:
	Future Africa at UP

	Division/Section:
	Campus Operations

	Position reports to:
	TBA Suggest Matrix:
Mfezeko Damane FA Finance
Amelia Cillirs of FA
Johan Smith of FA (hpc)

	Compiled By:
	Amelia Cilliers 

	Date Compiled:
	2023/01/25
	Approved By:
	Financial Officer: Mfezeko Damane 






Job Purpose
	This position is for a Financial Administrator supporting the Future Africa Instituteand Campus, at the University of Pretoria with financial administration. 



Key Responsibilities
	Key Performance Area 1:  
	Financial Administration
	(50%)

	· [bookmark: _Hlk65177694]Control the day to day financial activities of the projects and programs in FA, in consultation with other members of staff (project and program administrators) as well as campus operations and the Director and Deputy-Director.
· Provision of statements and financial reports, assist with budgeting, invoicing and as well as the request of journals between cost centers when required.
· Data capurting and transactions as required by Nebula and PeopleSoft MS.
· Daily bank and related statements
· Provide regular financial feedback to relevant projects and programs staff.
· Draw financial statements and reporting information for internal purposes
· Liase with and deal with creditor and debtor information
· Reconciliation of debtors and creditors statements where required
· Processing of applications for foreign payments and refunds as required
· File documents and keep records as per UP procedures

	Key Performance Area 2:  
	Procurement and liason with suppliers
	(40%)

	· [bookmark: _Hlk65177782]Assist with obtaining quotations and processing PO’s based on request by other staff
· Keep track of suppliers and pricing information where necessary
· Place orders and liase with suppliers
· Assist with receipt of deliveries and allocate items to the correct custodian
· Ensure payment of invoices
· Assist with the most cost effective ways to procure and manage consumables and equipment

	Key Performance Area 3:  
	System Data Capturing
	(5%)

	· [bookmark: _Hlk65177947]Assist with transactions required within the Nebula PMS
· Assist with transaction within the UP PeopleSoft FMS

	Key Performance Area 4:  
	General Planning and Reporting
	(5%)

	· [bookmark: _Hlk65178080]Assist Faculty Accountant with general reporting 
· Follow up on general queries and ensure they are resolved
· Assist with updating and keeping records of all finanace related issues
· Assist with annual budgeting processes







Job Requirements
Qualifications
	Minimum
	Desirable

	· Diploma in finanace or relevant qualification

	· Diploma in Finanical services operations 



Experience
	Minimum
	Number of years

	[bookmark: _Hlk65178267]Experience in the following:
· Financial administration
· Experience with financial systems
· Invoicing
· Procurement

	· A total of 2 year

	Desirable
	Number of years

	[bookmark: _Hlk65178392]Extensive experience in the following:
· Financial administration 
· Experience with the University’s financial system
· Invoicing
· Procurement

	· A total of  2 years




Any Other Additional Requirements (e.g. Licence, Certification and Professional Registration)
	· 



Competencies (Knowledge, Technical Competencies and Behaviours)
	Knowledge
	Proficiency Level

	[bookmark: _Hlk65178571]UP policies, conditions and processes
	Proficient
	Financial administration 
	Proficient

	Technical Competencies
	Proficiency Level

	[bookmark: _Hlk65178602]UP PeopleSoft 
	Proficient
	Ability to prepare financial reports
	Proficient

	Behavioural Competencies
	

	[bookmark: _Hlk65178543]Professional attitude and results driven

	Sound time management

	Accuracy and ability to prioritise tasks

	Problem solving skills

	Good communication and verbal presentation skills

	Strong interpersonal skills and the ability to work as part of a team

	




Communication and Liaison 
	Internal Stakeholders (70%)
	External Stakeholders (30%)

	1. Stakeholder: Department of Finances
Nature of relationship: Influence their service delivery
     Sphere of influence Impact the whole unit 

2. Stakeholder: Director and staff

3. Nature of relationship: Provide a service to them
Sphere of influence Impact the whole unit 

4. Stakeholder: UP Procurement support
 Nature of relationship: Receive a service from them
 Sphere of influence Impact the whole unit  

5. Stakeholder: Faculty Accountant and auditors
 Nature of relationship: Receive a service from them
 Sphere of influence Impact the whole unit  

	1. Stakeholder:  Researchers and Suppliers
Sphere of influence: Interaction for purposes of influencing and negotiating on behalf of the university

2. Stakeholder:  DIA and Funders
Sphere of influence: Interaction for purposes of managing relationships



Additional Job Dimensions
	Number of Direct Subordinates
	· None


	Next Potential Career Move (Lateral and Hierarchical)
	· Financial Officer


	Working Conditions &
Physical Requirements
	· Computer (laptop)
· Office based
· Willing to work overtime


	Line Manager Signature
	
	Date:

	HOD/Deputy Director Signature
	
	Date:

	Dean/Director Signature
	
	Date:

	Executive/Vice Principal Signature (if job reports to Executive/VC)
	
	Date:
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