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Job Profile
Business Applications Administrator


Job Details

	Job Title 
	Business Applications Administrator

	Historic Job Title 
	Software Support Engineer

	Date Reviewed
	2025-06-30

	Location
	Graaff-Reinet



Position in Organisation

	Structural Unit
	Corporate Services (IT)

	Position Being Evaluated
	Business Applications Administrator

	Direct Line Manager
	Business Applications Lead

	2nd Line Manager
	IT Manager

	Direct Subordinates
	None



Position Description

	Overall Purpose of the Job

	The Business Applications Administrator is responsible for maintaining and ensuring the availability of all software systems and providing client support for the software.



	Qualifications (Formal Qualification Required)

	Minimum

	· Enterprise Resource Planning (ERP) Certification (NQF Level 6)

	Ideal

	· Microsoft Dynamics Certification (NQF Level 6)



	Legal (e.g. Driver's License, etc.)

	Minimum

	· Driver’s License – Code B

	Ideal

	· None





	Training (On the job training should the current incumbent leave)

	Minimum

	· Software

	· Application Support

	Ideal

	· None



	Experience (Minimum Experience Required and number of years)

	Minimum
	Minimum time spent in job

	· Information and Communications Technology (ICT) Support (Level 3)
	5 Years

	· Relational Database Management
	3 Years

	· Business Process Engineering and Reengineering
	3 Years

	· Business Analysis and Intelligence experience
	3 Years



	KPA / Main Outputs and Responsibilities for this Position

	The statements below are intended to describe the general nature and level of work being performed by the incumbent.
They are not intended to be an exhaustive list of all the responsibilities and activities required of the position.

	KPA / Main Outputs and Responsibilities for this Position
	Prepared Description
	Weighting / Time Spent

	Provision of Support
	· Receive and analyse a request to determine the nature and extent of the support to be provided; or
· The need for support is identified during the execution of outputs
· Diagnose the problem to determine the appropriate action
· Provide a solution; or
· Escalate the problem to the relevant role players for a solution
· Ensure that the escalated problems are resolved within the allocated time frames
· Implement and test the solution to ensure that the problem is eradicated
· Provide feedback to the relevant role players
	20%

	Systems Administration
	· Ensure that the required Access and Rights are provided to the users
· Verify and ensure the availability of Software Systems
· Create or modify users as requested
· Ensure that the system is available as per the Service Level Agreement (SLA).  Manage the incident with the third-party provider where applicable
· Perform upgrades and maintenance on Software and Systems
· Maintain system availability and continuity
	20%

	Upgrades and Maintenance
	· Install, configure, and upgrade Application Software and related products. 
· Compile tests for relevant System Roles
· Create user documentation
· Create Help Files specific to error-prone areas or functionality in systems
· Establish and maintain sound Backup and Disaster Recovery Policies and Procedures within the constraints of applications and systems 
· Configure and maintain systems
· Ensure all requirements are met as set out by specifications

	20%

	Vendor Liaison
	· Identify the vendors of programmes to be liaised with
· Liaise with vendors on requirements and responsibilities
· Agree on the resolution of problem cases and provision of services
· Document vendor interaction for future reference.
	20%

	Research and Development
	· Initiate research through a proactive approach into trends; or
· Receive a Request for Research and analyse to determine the objectives and outcomes of the research
· Define the objectives of the research in accordance with the requirements
· Ensure compliance of the request to the Organisational Control Systems
· Determine the Research Methodology in accordance with the requirements
· Collect the appropriate data utilising all relevant resources
· Analyse the data to determine applicability and utilisation
· Interpret and evaluate the data by means of various Analysis Techniques and Model Development
· Analyse the data and represent it as required
· Produce the Research Paper in accordance with standards and format, containing all the relevant information satisfying the objectives and the outcomes of the research; or
· Develop the appropriate solutions to address the gaps identified
· Compile a presentation in accordance with the required format to be utilised in a presentation
· Distribute the paper to the relevant role players 
	20%



Competencies (Skills and Behaviour Attributes)
Please note: The norm in the industry is to not have more than 7 Skills and Behavioural Attributes per job profile.

	Skills

	· Networks

	· Analytical

	· Interpersonal

	· Analytical Problem Solving

	· Business Process Reengineering

	· Multi-tasking



	Behavioural Attributes

	· Logical

	· Analytical

	· Perseverance



	Knowledge 

	· Software Development

	· Systems Administration

	· Application Software

	· System Configuration

	· Research Methodology



	Special Requirements

	· Incumbent may be required to be on standby, work over weekends and after hours

	· Incumbent is required to provide remote support as per the agreement



Participants

	Input Participants

	Participant Name
	Participant Designation

	Neville Jones
	Business Applications Administrator

	Willem Pretorius
	IT Manager



	Completed By

	Name
	Title

	Henry Galloway
	Human Resources Manager
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