

We invite applications for the full-time permanent position of Administrative Officer: Student Support in the undergraduate administration section of the Faculty Office of Health Sciences at UCT. 

Requirements include:

· Matric. 

· Proficiency in Microsoft Office, especially Word and Excel. 

· Well developed interpersonal skills.
· Demonstrated professionalism and excellent oral and written communication skills.

· A demonstrated ability to perform multiple tasks efficiently, to prioritise, to work independently and to follow up on matters.

· Accuracy and attention to detail. 

· Problem solving skills.

· A proven ability to work as part of a team to maximise the team performance.

· Well developed supervisory skills.

· At least two years’ related experience.

A post-secondary secretarial or administrative diploma or certificate would be preferable. An African language would be advantageous.
Responsibilities include: 
· Interviewing individual students to hear the nature of support required and making appointments for students to discuss non-emergencies with appropriate staff (e.g. with the Portfolio Manager Student Support).
· Referring student emergencies to the appropriate faculty structures so that they are dealt with decisively and professionally.
· Overseeing administrative arrangements for first year student orientation.

· Providing administrative support relating to the student mentor scheme.
· Ensuring the efficient planning of medical board meetings and the implementation of decisions taken by the board. 

· Servicing various committees involved in student support including progress committees, medical boards and the student development and support committee.
· Liaising with provincial health departments, the UCT undergraduate funding office and the UCT fees office about bursaries and resolving issues related to student funding.

· Facilitating funding applications for undergraduate students.
· Assisting with the allocation of faculty and other scholarships.
· Processing leave of absence applications.
· Administering the Undergraduate and Postgraduate Students in Distress Fund.
· Managing the Senior Secretary: Student Support.

· Maintaining databases of needle stick injuries, splash injuries and TB infections.
· Assisting at the annual prizegiving ceremony, declaration ceremony and graduation ceremonies.
· Assisting with registration

· Performing other duties required by the Manager: Undergraduate Student Administration.

The annual remuneration package, including benefits, is negotiable between R200 452 and R235 811.
Application process:
To apply, please e-mail the completed UCT Application form and your curriculum vitae with the names of three referees to: Mr. Jason Stoffberg, Manager: Undergraduate Academic Administration, Faculty Office of Health Sciences, Anzio Road, Observatory, 7925.  
E-mail: Jason.Stoffberg@uct.ac.za; Telephone: (021) 406 6559; Fax: (021) 404 7652; Faculty website: www.health.uct.ac.za  

The application form can also 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.

Reference number for this position: 
I-2502
Closing date for applications:
17 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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