
 

 
   

 

 

 

Job Specification – Payment Solutions Administrator 

Select Advisors Limited  

Main Purpose of the Role 

The main purpose of the role will be assisting with the management of all Debit Order and 

cash/related transactions affecting the loan book. 

Key Deliverables of the Payment Solutions Administrator 

1. Upfront Data Administration: 

i. New Deals – Identification and rectification of problematic deals before submission. 

ii. Deal Start Date vs. 1st Instalment Date. 

iii. Deal statuses to secure submissions. 

iv. Repayment methods vs. product definition. 

v. Employer links vs. instalment dates. 

vi. Change control of employer details, bank details and pay dates on Pay Day Matrix file. 

2. Debit Order Submissions: 

i. Submission of debit order files received from Cash Manager with no errors. 

ii. Submission of IPI’s (Increased Payment Instruction) requests from in-country collectors via 

NAEDO (Real Pay), SFI and Direct Debit Orders per bank per country.  

iii. Identification and rectification of outright rejections. 

3. Loan Book Maintenance: 

i. Receipt types: Different types should be used to identify, track, trace and reconcile the 

receipts back to bank, remittances and service providers. 

ii. Effective Dates: The effective dates should be used on Acquire to age payments back to the 

correct billed instalment and to identify, track, trace and reconcile the receipts and to 

secure correct Collection Reporting. 

iii. Settlement Process Audit on Register: 

- The settlement process should be followed at all times – Reward & Acquire. 

- The settlement quote needs to be signed by the client & hard copy filed. 

- The settlement quote number should be used on the DPR to allocate any settlements. 

iv. Refund Process Audit and Approval: 

- Refund request with check list, attached documents signed and approved. 

- Refund DPR to Pivot with signed and approved refund journals. 

- Master Refund Register to identify, track, trace and reconcile Refunds back to DPR and GL   

  Mapping. 

v. Account maintenance on clients’ accounts: 

- Debit and credit transfers.  

- Credit Balances. 

- Debit and Credit balances on Settled & Rolled accounts. 

- Account Statuses. 

4. Country Support: 

i.   Support in-country staff with relevant information to improve their client service and       

     collections. 

ii. Train, mentor and coach in-country staff. 

Reporting Structure 

The Payment Solutions Administrator will report to the Head of Payment Solutions. 
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The Candidate 

We seek the following in our desired candidate: 

Qualification Requirement 

A relevant tertiary qualification is preferred. 

Experience / Background Preference 

1. The company will only look at candidates who have no less than two years relevant, working 

experience in a similar role.  

2. Previous experience within Financial Services is essential. 

3. Previous experience within the Microfinance industry will be advantageous. 

4. Previous collections experience is essential. 

5. Good Excel and administrative skills   

6. Preference will be given to candidates who have previous collections experience in multi-national 

African Countries.  

7. A strong command of English, both written and verbal is a requirement of the role. 

Key Competencies 

The successful candidate will need to demonstrate the following: 

1. Strong interpersonal, verbal and written communication skills. 

2. Self-assurance and a confident manner. 

3. Accuracy and excellent attention to detail. 

4. Strong analytical skills, with the ability to assess complex situations and use creativity to solve 

problems. 

5. Established negotiation skills. 

6. The ability to influence and persuade others.  

7. The ability to apply a systematic and logical approach in order to achieve accurate results. 

8. A self-starter who shows initiative and assumes responsibility for projects. 

9. The ability to prioritise and handle multiple tasks within strict time frames within a fast paced, 

pressurised environment. 

10. The ability to debate in a constructive manner and to challenge conventional wisdom/the status 

quo in order to achieve a culture dedicated to continuous improvement and best practices. 

11. Be prepared to meet opposition and resistance to ideas. 

12. Be alert to changing situations, show flexibility in approach, adaptability in difficult 

circumstances and continuously strive to achieve meaningful results. 

13. The ability to build strong relationships with team members, company management and 

stakeholders. 

14. Proven people management and leadership skills, preferably with people from different cultures 

and countries. 

15. High energy levels. 

Location 

The position is based at our Johannesburg office located at Illovo Edge Office Block, Building 4, 9 

Harries Road, Illovo, Sandton. 

By nature of the group, travel will be required from any staff member of the company from time to 

time.   

Compensation 

An annual cost to company remuneration package, which will be commensurate with the technical 

skills and experience of the successful candidate. 
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Please forward applications to Tracey Strong: strongt@africanalliance.com 

If you do not hear from us within two weeks, please consider your application for this particular 

vacancy unsuccessful.  In this instance, please be assured that we shall retain your application and 

will be in touch should a suitable opportunity arise in the future. 
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