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 Acopy of this form is kept by the line manager and the position holder.

POSITION DETAILS

Position title

ACADEMIC ADMINISTRATIVE OFFICER — UNDERGRAD AND HONOURS

Job title (HR Business Partner to provide)

Position grade (if known)

8 Date last graded (if known) 2018

Academic faculty / PASS department

ENGINEERING AND THE BUILT ENVIRONMENT

Academic department / PASS unit

CONSTRUCTION ECONOMICS AND MANAGEMENT

Division / section

Date of compilation

04.03.2022

ORGANOGRAM

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

Head Of Department
Construction Economics &
Management
Departmental
Manager
(PC 10)
1 | | 1
Post-Grad Admin Under-Grad & Honours Finance Reception Departmental
& Research Administration Administration Senior Technical
(Admin Officer) (Admin Officer) (Admin Assistant) Secretary Assistant
(PC 8) (PC8) PC7 (PC 6) (PC6)
PURPOSE

The main purpose of this position is:

e To manage and co-ordinate the academic administration of Undergraduate portfolio within the Department of Construction
Economics and Management;

e To manage and co-ordinate the academic administration of the Honours portfolio; within the Department of Construction

Economics and Management;

Provide administrative support to the Programme Convenors of the above programmes

Provide support to the Departmental Manager

Provide general administrative support to the Department of Construction Economics and Management

Work professionally as a member of the administrative team to ensure the smooth running of the department
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MINIMUM REQUIREMENTS

Minimum qualifications

Grade 12 qualification together with relevant tertiary diploma or degree.

Minimum experience
(type and years)

Minimum of 5 years experience in an administrative position at UCT with similar responsibilities.

Skills

Advanced Excel, Peoplesoft, Microsoft Office, Internet and email knowledge. Excellent and professional
communication skills — written and spoken.

Knowledge

Peoplesoft, Microsoft Office, Vula

Professional registration
or license requirements

none

Other requirements

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

none

Competence Level Competence Level
Competencies Adaptability/flexibility 2 Communication 2
(Refer to Analytical Thinking 2 Teamwork / Collaboration 2
UCT Competency — - ; - -
Framework ) Building Interpersonal Relationships 2 University Awareness 1
Client/Student service and support 2 Planning & Organising/Work Management 2
Quality Commitment / work standards 2

SCOPE OF RESPONSIBILITY

Functions responsible for

Administration of Undergraduate and Honours Programmes, General Academic Administration and Course
Administration

Amount and kind of
supervision received

Able to work independently but able to accept supervision when necessary.

Amount and kind of
supervision exercised

None

Decisions which can be
made

Decisions to be made in conjunction with the Departmental Manager, Programme convenors, HOD.

Decisions which must be
referred

All decisions should be made in collaboration with more senior staff.

CONTACTS AND RELATIONSHIPS

Internal to UCT

Faculty Office, ICTS, Records, Venues, Fees Office, IAPO, Admissions office, CILT, Access control PG and
UG funding offices, other EBE departments

External to UCT

External Examiners, parents, suppliers

AGREED BY
PRINT NAME SIGNATURE CONTACT NO. DATE
Position Holder To be appointed 04.03.2022
Direct Line Manager/Supervisor | JM Thompsett @ i )“ »ﬁma@@@f‘ 4703 04.03.2022
Area Line Manager
HOD Assoc Prof M Mooya My 00 / CA | 5164 04.03.2022
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