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HR191 POSITION DESCRIPTION

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

POSITION DETAILS

Position title Administrative Assistant

Job title (HR Business Partner to provide) Administrative Assistant

Position grade (if known) 7 Date last graded (if known) 2018

Academic faculty / PASS department Commerce

Academic department / PASS unit Economics

Division / section SALDRU

Date of compilation 11 March 2025

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

PURPOSE 

The main purpose of this position is to provide the Director, Deputy Director and other members of SALDRU with administrative and 
logistical support, while also providing a frontline reception function. The incumbent is responsible for undertaking research 
administration tasks and providing administrative support for events held by the Unit. The position’s key performance areas are central 
to facilitating the smooth functioning of the Unit.

SALDRU 
Director

Operations & 
Finance 
Manager

Administrative 
Assistant PC07

Administrative 
Assistant PC07

Finance Officer 

PC09

Deputy Director SALDRU 
Researchers

J-PAL Exeutive 
Director
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MINIMUM REQUIREMENTS 

Minimum qualifications 
Matric certificate or equivalent  

Driver’s licence 

Minimum experience 
(type and years) 

3 years office administration experience  

1 years of event management experience 

High level of computer literacy, in particular MS Word and MS Excel 

Good time management, planning and organizational skills to perform multiple tasks efficiently and in order 
of priority. 

Proficiency in written and verbal skills in the English language  

Professionalism and good inter personal skills 

Ability to work under pressure both independently and in a team.  

Knowledge of SAP or any ERP system would be advantageous  

Strong sense of client focus and service orientation 

Must be meticulous and show attention to detail 

Ability to interact with stakeholders at different levels 

Skills  

Verbal and Written Communication. 

To work efficient and deliver timeously.  

Analytical thinking and problem solving  

Computer literacy 

Ability to deal with staff and visitor queries 

Knowledge 
Understanding of finance administration  

Understanding of events processes 

Professional registration 
or license requirements 

n/a 

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

Honesty to handle cash or finances 

Patience to deal with constant queries and disruptions 

Interpersonal skills – Ability to engage with people of various levels with courtesy and 
professionalism 

Competencies 
(Refer to  
UCT Competency 
Framework ) 

Competence Level Competence Level 

Analytical thinking / Problem solving 1 Quality commitment / work standards 1 

Building interpersonal relationships 1 Teamwork / collaboration 1 

Communication 1 University awareness 1 

Planning and organizing / work 
management 

1 Adaptability 1 

Detail orientation 1 Information management 1 
 

SCOPE OF RESPONSIBILITY 

Functions responsible for Be responsible for administration and operational support 
Daily SAP and financial administration 

Amount and kind of 
supervision received 

Regular supervision regarding activities and progress 

Amount and kind of 
supervision exercised 

None 

Decisions which can be 
made 

Prioritisation of particular tasks; Acquisition of office consumables; Meeting scheduling 

Decisions which must be 
referred 

All other 

 
CONTACTS AND RELATIONSHIPS 

Internal to UCT 
Line manager and other parties as required: HOD, academics, researchers, the broader university 
community 

External to UCT Guests to the department; various vendors 

 
 


