The University of KwaZulu-Natal (UKZN) is committed to Employment Equity with the intention to provide representivity within the institution.  Preference will be given to applicants from the African designated groups.
College of Law and Management Studies

SCHOOL OF LAW 

FIXED TERM CONTRACT:  ASSISTANT ADMINISTRATIVE OFFICER (2 Posts)
HOWARD COLLEGE CAMPUS (x 1) & PIETERMARMARITZBURG CAMPUS (x 1)
REFERENCE:  LFT 01/2017
The School of Law seeks to appoint two administrative assistants, on one-year fixed term contracts to provide administrative assistance to the School.  The successful incumbents will be required to render an effective and efficient administrative service for matters associated with the undergraduate programme within the school. This will include, but not be limited to: module administration, mark entry, and student and staff queries associated with the position.   
The incumbents will report to the School Operations Manager, and will be based, one each, on the Howard College Campus, and the Pietermaritzburg Campuses respectively.   
 Minimum Requirements: 
· 1 year relevant diploma; and 
· 2 years relevant experience in a tertiary environment;
· A high level of proficiency in word processing (MSWord) and spreadsheets (Excel);  
· Proficiency in English;
· Good interpersonal and communication skills; AND
· Experience in the use of SMS (Student Mark Management System) & ITS (Integrated Tertiary System).
Advantage:

· Experience in minute taking;
· Knowledge of UKZN Student Academic Administration processes and procedures.
Shortlisted candidates may be required to undergo a skills test.
The remuneration will be in accordance with the University’s policy on fixed term appointments.

The contract will be effective upon appointment and will terminate on 31 January 2018.
The closing date for receipt of applications is Tuesday, 24 January 2017 at 16:30.
Applicants are required to complete the relevant application form, which is available on the vacancies page of the University website at www.ukzn.ac.za. 
Completed forms must be emailed to Ms Razia Amod onamod@ukzn.ac.za .  
Please include the reference number of the post (LFT 01/2017) in the subject line.
