UNIVERSITY OF CAPE TOWN

ITUMHIVESITHI YASEKAPA * UNIVERSITEIT YAN KAAPSTAD

HR191 POSITION DESCRIPTION

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

POSITION DETAILS

Position title Finance and Operations Manager: Academic Development Programme

Job title (HR Business Partner to provide)

Position grade (if known) PC 10 Date last graded (if known) May 2015

Academic faculty / PASS department Centre for Higher Education Development

Academic department / PASS unit

Division / section Academic Development Programme
Date of compilation 2015-05-21 (Updated 17 April 2024)
ORGANOGRAM

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

Dean of CHED
Director of ADP

[ | ]
Finance and 2 x Deputy Programme
Operations Directors Manager

Manager PC10 i (rotating) (ECPs) PC11

Administrative
Officer PC8
L & Science PC8 Centre PC7 (Engineering} PC7
Purchaser PC6
Administrator it

| Administator ADP Administrator Administrator
" Numeracy Centre ADP Writing ADP ASPECT

Administrators
ADP Commerce
PCB

ADP NASSP
{Science) PC8

ADP is a large and complex department which consists of a Central office, two
centralised cross-faculty units and five de- centralised faculty-based units. The
department employs 50 academics (42 permanent and 8 on contract) and 11 PASS staff.
The position described manages processes and operations centrally and in the faculty
units on the University’s Main, Middle and Health Sciences Campuses.

18 July 2023 Page 1 of 13 HR191



PURPOSE

The Finance and Operations Manager is responsible for managing the financial, operational,
and administrative processes and systems within the Academic Development Programme at the University of
Cape Town. This role is crucial in ensuring the department's financial sustainability, accountability, and
efficiency, with a strong focus on supporting the ADP's teaching, learning, and research missions. Because of
ADP’s size and the de-centralised nature of most of its units the position involves managing processes
and operating systems across a complex network that encompasses ADP’s central and faculty-
based units, other departments in CHED, faculty managers and other administrative staff in faculties. The
position also involves a strong coordinating and oversight role of administrative staff in central ADP and the
ADP units, staff in central administrative departments such as Central Finance, HR, and external role

players such as institutional auditors as required.
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MINIMUM REQUIREMENTS

Minimum qualifications

e Grade 12;
e An appropriate NQF 6 qualification

Minimum experience

e Byears of relevant general and financial administration experience in a Higher Education environment
at departmental level.

e  Experience in studying, interpreting and implementing policy.
e  Experience of the HEMIS system.

(type and years)
¢ Sound knowledge of UCT administrative policies and procedures.
e Sound IT knowledge and skills covering Microsoft Office, basic databases, email and web browser.
e Demonstrated quantitative and financial administration skills at the appropriate level.
e 6 years of relevant general and financial administration experience in a Higher Education environment
at departmental level.
e Experience in studying, interpreting, and implementing policy.
e  Experience of the HEMIS system.
. e  Sound knowledge of UCT administrative policies and procedures.
Skills e Sound IT knowledge and skills covering Microsoft Office suite especially Excel, basic databases, SAP,
Drupal, Cloud applications.
¢ Interpersonal; financial management; problem solving; organizational; communication; multi-tasking;
and staff management skills.
Financial management, financial planning and budgeting, financial processes, financial administration of
Knowledge

grants and budgets (GOB and non-GOB), UCT policies, HR administration,

Professional registration
or license requirements

Other requirements

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

Ability to handle cash or finances

Competencies
(Refer to

UCT Competency
Framework )

Competence Level Competence Level
Analytical thinking/problem solving 3 Individual leadership 2
Resource management 2 University awareness 3
Building partnerships 2 Conceptual thinking 2
People management 2 Communication, spoken and written 3
SCOPE OF RESPONSIBILITY

Functions responsible for

Financial management, financial planning and budgeting, financial processes, financial administration of
grants and budgets (GOB and non-GOB), UCT policies, HR administration,

Amount and kind of
supervision received

Very little — Supervision (checking in at a high level) mostly with line manager, but works mostly
independently and according to UCT'’s financial and HR guidelines

Amount and kind of
supervision exercised

Direct line management of the Administrative Officer who line manages the department’s senior secretary,
and overall responsibility for administration processes carried out by all ADP administrative staff.

Decisions which can be
made

Can make financial decisions within UCT’s financial guidelines, with the usual practice being that the
director is always kept informed.

Decisions which must be
referred

Decisions which fall outside of the normal operating processes.

CONTACTS AND RELATIONSHIPS

Internal to UCT

Faculty managers, IPD, departmental heads,

External to UCT

DHET, auditors

AGREED BY

PRINT NAME SIGNATURE CONTACT NO. DATE

Position Holder

18 July 2023
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