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If you have initiative, strong administrative skills, good inter-personal skills, the ability to multi-task, excellent organizational and communication skills, and you meet the criteria as listed below, then we invite you to apply for this part-time (5.5 hours per day) position in the Department of Mathematics & Applied Mathematics, for appointment as soon as possible.
Requirements include:

· Grade 12

· Secretarial or Office Administration Diploma 
· A minimum of 2 years’ relevant experience

· Good computing (MS Word, Excel (formulae), Internet and Email) and secretarial skills

· Good customer service ethic and inter-personal skills

· Good communication (verbal and written) skills and organizational abilities

· Be able to work with own initiative, as well as part of a team

People Soft experience and a solid understanding of the University’s systems and procedures would be advantageous.
Responsibilities include: 
· Managing the Department’s reception and handling all student queries,

· Providing logistical support to staff,

· Maintaining the Head of Department’s diary,

· Course administration including webpage updates

· Marks processing,

· Monitor arrival and departure of visitors to the Department and facilitate their stay.

The annual cost of employment, including benefits, is negotiable between R97 199 and R114 373. 
Application process:
To apply, please e-mail the completed UCT Application form and all other relevant documentation as indicated on the form, with the subject line “Senior Secretary Part-Time(5.5 Hours)” followed by the reference number to (Hayley Leslie, Administrative Manager, Department of Mathematics & Applied Mathematics, UCT, Rondebosch 7700
E-mail: Hayley.Leslie@uct.ac.za ; Telephone: +27 21 650 3188; Faculty website: www.science.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 and will be required to undergo competency tests.
Reference number for this position: 
I-2501
Closing date for applications:

20 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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