The University of KwaZulu-Natal (UKZN) is committed to Employment Equity.

Applications are invited from Designated Africans

COLLEGE OF HUMANITIES

FIXED TERM CONTRACT APPOINTMENT

ASSISTANT ADMINISTRATIVE OFFICER –Industrial and Working Life Programme (IWLP) 
(1 Post, Grade 11)
AUGUST 2015– 31 JANUARY 2016
SCHOOL OF SOCIAL SCIENCES
HOWARD COLLEGE CAMPUS
REFERENCE NO: SocSc04/2015
The successful candidate will be expected to provide efficient and effective administrative service of the Industrial and Working Life Programme. Key responsibilities include academic programme administration, module administration and committee administration in the School.
The incumbents will report to the Cluster Leader: Society and Social Change 

Minimum Requirements: 
· Matric plus one year qualification 
· 2 years’ experience in administration. 

· Experience in word-processing and spreadsheets. 

· Experience in the use of Student Management System (SMS) or equivalent. 

· Experience in Committee administration and letter writing

· Experience in finance administration

Shortlisted candidates may be required to undergo a skills test. 

There are no benefits attached to this appointment. Appointment to this position will be on the January 2012 Conditions of Service.
 The closing date for receipt of applications is 4 August 2015 

Applicants are required to complete the relevant application form which is available on the Vacancies website at www.ukzn.ac.za and email it to Darniel Small at smalld@ukzn.ac.za
Advert Reference Number MUST be clearly stated in the subject line.
