HR191 |  POSITION DESCRIPTION EF UNIVERSITY OF CAPE TOWN

L, / IYUMIVESITHI YASEKAPA » UNIVERSITEIT VAN KAAPSTAD
i

NOTES
. Forms must be downloaded from the UCT website: http://forms.uct.ac.za/forms.htm
. This form serves as a template for the writing of position descriptions.
e Acopy of this form is kept by the line manager and the position holder.

POSITION DETAILS

Position title Administrative Officer

Job title (HR Practitioner to provide)

Position grade (if known) 8 Date last graded (if known) October 2017
Academic faculty / PASS department Commerce
Academic department / PASS unit Information Systems
Division / section Postgraduate Section
Date of compilation September 2021
ORGANOGRAM

(Adjust as necessary. Include line manager, line manager’s manager, all subordinates and colleagues. Include position grades)

HEAD OF

DEPARTMENT
DEPARTMENTAL
MANAGER
PC9
1
Postgraduate Postgraduate Undergraduate Undergraduate
Administrative Officer Administrative Officer Administrative Officer Administrative Assistant
PC8 PC8 PC8 PC7

PURPOSE

The main purpose of this position is to perform a full range of academic administrative functions in the postgraduate section. These
functions include effective, efficient high quality administrative services, academic and student support for the department. The
incumbent needs to lead themselves, as well as provide leadership in developing own and others capabilities, must also play a leading
role in collaboration both internally and externally.
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MINIMUM REQUIREMENTS

Minimum qualifications

A relevant tertiary qualification at NQF 5 level (or part qualification of NQF 6/7 (120 credits)

The following would be advantageous:
A relevant tertiary qualification at NQF 6 level

Minimum experience

A minimum 3 year relevant working experience

(type and years) The following would be advantageous:

5 years relevant working experience
Skills MS Excel, MS Word, MS Outlook, PeopleSoft, Vula, eRa and WebNow
Knowledge Knowledge of University administration, policies and procedures

Professional registration
or license requirements

n/a

Other requirements

(If the position requires the
handling of cash or finances,
other requirements must
include ‘Honesty to handle
cash or finances’.)

Extensive experience in course administration and student engagement
A demonstrable ability to work in a deadline-driven environment
A demonstrable ability to display initiative, work independently and as part of a team

Competencies
(Refer to

UCT Competency
Framework )

Competence Level Competence Level

MS Excel 2 PeopleSoft 2

MS Word 2 Vula 2

MS Outlook 2 eRa

Communication 2 WebNow 2
Proactiveness 2 Building interpersonal relationships 2
Analytical thinking & Problem solving 2 Quality Commitment 2
Client/student service and support 2 University awareness 2
Planning and organizing 2 Resource Management 2
Teamwork & Collaboration 2

SCOPE OF RESPONSIBILITY

Functions responsible for

Manage the general, academic and administration, of various courses.

Amount and kind of
supervision received

Supervision from Departmental Manager, HoD, and Section Heads.

Amount and kind of
supervision exercised

Supervisions (advisory capacity) to Admin Assistants

Decisions which can be
made

Decisions pertinent to the day-to-day operational requirements (e.g. venue bookings), admin letters for

students (e.g. — Proof of attendance at lectures).

Decisions which must be
referred

Marks, Timetabling, External Examiners appointments, Admissions, Research (ERA)

CONTACTS AND RELATIONSHIPS

Internal to UCT

Departmental Manager, HoD, Section Heads, IS academics, IS admin staff, Faculty Office, Exams Office,

VULA, Peoplesoft SSS Support and other administrative staff

External to UCT

External Examiners, potential UCT students, and Alumni.

AGREED BY
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