
BENEFITS ADMINISTRATION 

EXECUTIVE MANAGER 

Pretoria• Ref: BAE/2017/11-1P 

REMUNERATION: R1 370 973 TO R1 544 406 PER ANNUM (ALL-INCLUSIVE PACKAGE) 
One Benefits Administration Executive Manager (COO) position (permanent) is currently available at the Government Pensions Administration 
Agency. 

ROLE PURPOSE: 
The key focus of the Benefits Administration Executive Manager (COO) is to oversee the management of benefits administration services for the 
GPM. As Benefits Administration Executive Manager (COO), the incumbent must be a dynamic professional with vision and drive to oversee the 
overall management of benefits administration services for the GPM. 

KEY RESULT AREAS: 

Formulate and oversee the implementation of strategic plans: 
• Oversee the development of an effective short, medium and long-

term operating strategy for the programme.
• Oversee the development, delivery and achievement of the business 

plans and budget for the programme.
• Oversee the development  of management effectiveness and 

leadership strategy. 
• Align plans to meet business needs, achieving stipulated objectives.
• Oversee the development, implementation and maintenance of

relevant policies, standard operating procedures, guidelines and 
processes, achieving compliance in line with legislation. 

• Develop sound strategic relationships with relevant stakeholders to
serve the interest of the business unit. 

• Oversee the provision of accurate, current advice regarding benefits
administration to all stakeholders.

• Oversee the application of principles of good governance and 
legislative compliance to the operation of the programme. 

• Oversee the analyses of service delivery gaps and challenges, define
service delivery operational measures and targets, and implement
remedial action strategies.

• Oversee quality of service provided to internal and external customers/
clients / stakeholders and organised groups to improve overall the
programme's performance.

• Represent the GPM at all relevant committees and forums. 
• Oversee the identification of risks and mitigation thereof. 
• Oversee the analysis of trends and forecasting.

Oversee the effective management of customer relationship 
management services: 
• Direct the management of all client contact and ensure that a good

client experience is created.
• Enhance the management of relationships with GPM customers and 

clients in the Regions.

Oversee the process to admit, administer and maintain client records: 
• Oversee the end-to-end process of admission and maintenance of

client's records.
• Oversee the end-to-end process of all collection of contribution 

revenue and monies owed by clients. 

Oversee the processing and ensure payment of benefits: 
• Oversee the processing, validation and payment of claims.
• Oversee the management of unclaimed benefits.

Oversee the processes of assessing medical applications received: 
• Oversee the review of findings of medical examinations conducted to

assess the merits of medical cases received. 
• Oversee the process of deciding whether application should be 

accepted or rejected based on the results of the physical examination
conducted.
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Manage all the resources in the programme: 

Oversee the development and management of staff within the programme. 

Implement and maintain a relevant management approach to support 
effective business results within the programme. 

Develop and sustain a culture of high performance, professionalism 
and integrity to support overall quality of service delivery. 

Oversee control of budgeting and expenditure process in-line with 
strategic objectives and relevant legislation. 

Ensure the effective utilization of all other resources (including IS, 
Assets, Infrastructure, etc.) within the programme. 

REQUIREMENTS: 

• A relevant B Degree/B Tech qualification (NQF 7) coupled with a
post­graduate qualification (NQF 8) as recognised by SAQA in
Management I Economics / Finance / Operational Management /
Customer Service or related field.

• At least 8 to 10 years' relevant experience at a Senior Management
level.

• Proven track record as a Programme Head / Business Head. 

• Experience in Financial Services, especially Employee Benefits,
Pension Fund and Retirement Benefits Administration will be a distinct 
advantage.

SKILLS, PERSONAL ATTRIBUTES AND KNOWLEDGE: 

• Knowledge of benefits administration

• Knowledge of customer relationship management (channel 
management)

• Knowledge of relevant legislative requirements and GPM policies 
and procedures

• Benefits Administration Industry knowledge

• Knowledge of Pension Fund Regulations and Rules

• Financial Management including budgeting and forecasting 

• Knowledge of Compliance Management

• Strategic capability

• Service delivery innovation

• Client orientation and customer focus

• People management and empowerment

• Programme and Project management

• Change Management

• Knowledge management 

• Problem solving and analysis skill 

• Respect, emotional intelligence, transparency, integrity and courtesy

• Team player 




