University of KwaZulu-Natal is committed to Employment Equity
Applications are invited from Designated Africans
COLLEGE OF HUMANITIES
FINANCE/HELP DESK ADMINISTRATOR
SCHOOL OF EDUCATION
EDGEWOOD CAMPUS
(2.5 MONTHS: 13 OCTOBER – 31 DECEMBER 2016)
The incumbent will provide frontline professional service to the clients of the School and the College Office.  This will entail running an efficient and welcoming reception environment at all times.  S/he will also assist the School Finance Administration team with finance administration.  S/he must be well groomed and spoken and possess excellent telephone skills.
MINIMUM REQUIREMENTS:

· Matric plus a relevant one-year post–school qualification
· Relevant experience in a similar environment

· Proven experience in office and finance administration
· Proven experience in processing requisitions, claims and payment of invoices
· Competency in spreadsheets and word processing.
The Remuneration is R10 267.00 per month
The closing date for receipt of applications is 30 September 2016
Applicants are required to complete the relevant application form which is available on the Vacancies website at www.ukzn.ac.za 
Completed forms may be sent to AUNGADHA@ukzn.ac.za  
The Job Title MUST be clearly stated in the subject line.
