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NOTES
. 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 A copy of this form is kept by the line manager and the position holder.

POSITION DETAILS

Position title Programme Administrator

Job title (HR Business Partner to provide) | Programme Administrator

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

Academic faculty / PASS department | Commerce

Academic department / PASS unit Graduate School of Business
Division / section Executive Education
Date of compilation 2025

ORGANOGRAM

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

Director (PC13)

Personal Assistant (PC7)

Head: Executive
Education (PC11

Programme Coordinator X 5
(PC9)
e Programme Administrator x 3

Programme Coordinator X
[ 4 (PC9)
Programme Administrator x 3
- (PC7)
Bl Client Liaison Officer (PC9)

Academic Administrator
PC8

m Office Administrator (PC7)

PURPOSE
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The main purpose of this position is:

The purpose of this position is to provide quality administrative assistance and support to the Executive Education department.
The role covers support on open, customised, and accredited programmes, working closely with the Programme Co-ordinators.

This role is client-facing therefore it is essential that the Programme Administrator promotes the best interests of the client and the
Graduate School of Business
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MINIMUM REQUIREMENTS

Minimum qualifications

NQF level 4. A relevant administration/office management qualification would be advantageous

Minimum experience

3 years appropriate/relevant administration and co-ordination experience

(type and years)

Logistics: booking of venues, flights, car hire.
Skills - . . .

Clear communication skills (email, telephone, in-person)
Knowledge MS Office (Word, Excel, PowerPoint)

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’.)

n/a

Competence Level Competence Level

Competencies Analytical thinking / Problem solving 1 Information Management 1
(Refer to Building interpersonal relationships 1 Initiating action / initiative 1
UCT Competenc c — P Blani g sing  Work P
Framework ) ommunication anning and organising / Work management

Creativity and innovation 1 Quality Commitment / Work standards 1

Decision-making / Judgement 1 Stress Tolerance 1

Delegate / student service and support 1 Teamwork / Collaboration 1

Individual leadership 1 University awareness 1

SCOPE OF RESPONSIBILITY

Functions responsible for

Bookings, Database, GSBOnline, Vula

Amount and kind of
supervision received

Minimal

Amount and kind of
supervision exercised

Monthly check-ins

Decisions which can be
made

Applicants, Invoice requisitions

Decisions which must be
referred

Out of work scope

CONTACTS AND RELATIONSHIPS

Internal to UCT

Various departments

External to UCT

Various companies

AGREED BY
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