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The School of Management Studies is seeking to employ a permanent qualified and highly motivated individual on a full- time basis, who will be joining the administrative team as Receptionist/Secretary.  Our ideal candidate would need to have excellent computer, administrative and people skills, as well as the ability to work closely within a team and under pressure.

The successful candidate will report directly into the Departmental Manager whilst having a second reporting line to the Administrative Officer – Postgraduate.
Additional responsibilities include:

· General administration and office duties.
· Providing reception duties including responsibility for telephone messages, sending and receiving faxes and distribution of mail. 
· Stock control and maintenance of office supplies and equipment.

· Providing ad hoc support to the School of Management Studies as required.
Requirements Include:

· Matric or an equivalent qualification e.g. NQF 4 coupled with preferably a tertiary qualification or with extensive secretarial experience – Secretarial Diploma or equivalent.

· A minimum of 3 years office administrative or relevant work experience, preferably in an education institution.

· Excellent written and verbal communication skills coupled with sound interpersonal skills.

· Proven computer literacy with a particular proficiency in MS Excel at an intermediate level.

· Good time management, planning and organisational skills.

· The ability to work independently and as part of a team within a deadline driven environment.

· The ability to multi-task and work accurately with minimal supervision.

· A strong sense of client focus and service orientation.

The following would be advantageous:

· Experience in PeopleSoft and Vula would be an advantage, as would working experience in a tertiary education

institution.
The annual remuneration package, including benefits, is negotiable between R112 640 and R 132 537 depending upon qualifications and experience.

To apply, please e-mail the completed UCT Application form and all other relevant documentation as indicated on the form, to Ms Nonnie Falala, Departmental Manager for the School of Management Studies within the Faculty of Commerce, University of Cape Town, Rondebosch, 7700. 

E-mail: nonnie.falala@uct.ac.za; Telephone: +27(021) 650 2466; Faculty website: www.commerce.uct.ac.za 
The application form can be downloaded at http://web.uct.ac.za/depts/sapweb/forms/hr201.doc  

An application which does not comply with the above requirements will be regarded as incomplete. Only shortlisted candidates will be contacted. Shortlisted candidates will be expected to undergo an assessment process.
Reference number for this position: 
I-2497
Closing date for applications:

14 February 2012
UCT is committed to the pursuit of excellence, diversity and redress. Our Employment Equity Policy is available at http://hr.uct.ac.za/policies/ee.php. 
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