The University of Kwazulu-Natal is committed to employment equity

COLLEGE OF LAW AND MANAGEMENT STUDIES

TEACHING AND LEARNING UNIT 

ACADEMIC DEVELOPMENT OFFICER (ADO) IN THE SCHOOL OF MANAGEMENT (3POSTS), INFORMATION TECHNOLOGY (1POST) AND GOVERNANCE (1 POST)

WESTVILLE, HOWARD COLLEGE AND PIETERMARITZBURG CAMPUS

Applications are invited from registered post-graduate students with appropriate qualifications and experience for the appointment to the post of:

Academic Development Officer:   Part-time contract post (20 hours per week) from 01 February 2016 up to and including 31 December 2016 in the School of Management, Information Technology (IT) and Governance.  Three Management Studies posts to be filled at Westville, Pietermaritzburg and Howard College campuses.  One IT post and one Governance post to be filled on Westville campus.  These posts would suit a post-graduate student who is completing a Masters or Doctoral Degree.

Minimum qualifications and experience
· A completed BCom Honours degree or BSocSci Honours degree or BAdmin Honours degree in Management, IT and Governance disciplines as appropriate (a completed Master’s degree will be an added advantage).
· Previous relevant experience in formal tutoring and academic development in a tertiary institution.
· An excellent academic record.
· Ability to communicate concepts in the discipline clearly.

Duties

· Assist the School of Management, IT and Governance in developing coordinated responses to the academic needs of students.

· Implement and follow-up on strategies that meet the academic needs of students. 

· Consult with students, and give guidance to the School/Discipline as to educational problems and issues commonly faced by students.

· Convene test and assignment preparation workshops, under guidance from the lecturer concerned, as required.

· Create teaching materials that show students how to learn.
· Assist students with understanding their learning patterns and styles.
· Discuss student performance on assignments, tests and exams with the lecturer concerned, and design possible interventions.

· Help devise instruments that keep track of results from interventions.

· Keep current records of student consultations and outcomes.

· Write student consultation and development reports as necessary.

· Assist the College with orientation, registration and information sessions.

· Attend tutor/ADO development workshops run by the School/Discipline/Unit.

· Present  educational research papers papers at teaching and learningrelevant local  conferences and research days.
Applicants are required to submit a covering letter addressing each of the minimum requirements for the post in the advertisement together with a CV, details of three referees and an academic record.  Incomplete applications will not be considered. 
Closing date for applications:  15 October 2015.  
Please specify clearly which post and which campus you are applying for. 
Applications to be sent to: Ms Thobile Mshengu, Teaching and Learning Unit, J block, Westville Campus, e-mail: (mshengut@ukzn.ac.za).  
A presentation will form part of the interview process.  Only short-listed candidates will be contacted.  The posts are subject to the availability of funding.
