CALL FOR APPLICATIONS FOR THE AMS PROGRAMME 
ADMINISTRATOR (HOWARD COLLEGE)
MAY 2015 - DECEMBER 2015 (HALF DAY)
(COLLEGE OF HUMANITIES)
The University of KwaZulu-Natal is committed to student retention and throughput.  In order to fulfil these objectives and to realize the University’s strategic goal to be an institution of choice for students, the College of Humanities seeks to appoint an administrator for Academic Monitoring and Support/Mentorship Programme on the Howard College Campus. 
DUTIES:

· Implementation of the University’s Student Monitoring and Exclusions Policy

· Assist in preparing of the funding proposals for academic monitoring and support

· Assist during the compilation of the AMS progress reports
· Assist in the development and co-ordination of  peer mentoring programmes in line with University initiatives

· Monitoring, evaluation and reporting on all throughput and retention initiatives

· Management of students “At Risk” database
· Interaction with Academic Development Officers in the Schools to develop and promote academic support programmes

MINIMUM REQUIREMENTS: 
· Experience in Administration preferable within the University environment
· Experience in programme coordination, mentoring or tutoring
· Experience in student governance 
· Good knowledge of the academic monitoring and support programme of the University and the College of Humanities
ADVANTAGES:
· Demonstrated skills in communication (in both English and isiZulu) – both verbal and written 
· Ability to work in a team as well as independently.
· Computer literacy (word processing, spreadsheets and internet use)

The Applicants are required to submit a covering letter highlighting, the minimum requirements stipulated above, together with a CV to Ms Snenhlanhla Mkhwanazi, Office no G068, Ground floor, MTB Building or e-mail: mkhwanazis@ukzn.ac.za or for enquiries contact: Ms Snenhlanhla Mkhwanazi, Ext. 2898.

Closing Date for applications:  28 April 2015 @ 16h00
