The University of KwaZulu-Natal (UKZN) is committed to meeting the objectives of Employment Equity to improve representivity within the Institution. Preference will be given to applicants from designated groups in accordance with our Employment Equity Plan including people with disabilities.

INTERNAL ADVERT:

This placement will be in line with the approved Guidelines applicable to all university staff who are appointed to university establishment and funded posts, and who are as a result of Project Renewal, having to be considered for placement in posts in the new university organisational structure, which are now fewer in number, or in some respects different to their original posts held in the previous organisational structure. 
Preference will be given to candidates who meet the minimum requirements and have the required competencies for the positions under consideration as per the applicable job profile. 
The skill set may be adaptable to accommodate employees placed on the pool who meet most of the competencies required for the job.

HUMAN RESOURCES DIVISION

HUMAN RESOURCES (HR) SITE ADMINISTRATOR
(PEROMNES GRADE 10)
HOWARD COLLEGE CAMPUS

REF NO.:UKZN_000704

		The HR Site Administrator provides site-based HR Reward Services to the University staff. The Administrator assesses, executes and resolves issues as they arise and ensures that processes arising from the interface between Human Resource’s operations and Reward Services are efficiently administrated for optimum service to employees.  The position is responsible for the administration of conditions of employment, processing of appointments and terminations, handling, resolving or referral of enquires to the appropriate stakeholders and record keeping.






Minimum Requirements: 
· Matric plus a relevant three (3) year relevant qualification.
· Two (2) years relevant work experience in a human resources environment. 
· Knowledge of human resources practice, policies, procedures and labour legislation related to Human Resources. 
· Advanced experience in word-processing, spreadsheets and databases. 
· Independent reasoning, problem solving and assertiveness. 
· Good communication and inter-personal skills. 
· Effective time-management, organisation skills and attention to detail. 
· Record keeping. 

The closing date for receipt of applications is 10 November 2025.    

To apply please click on the link https://ukzn.ci.hr/applicant/index.php.  OR visit the career portal on https://ukzn.ac.za/. 



