The University of KwaZulu–Natal (UKZN) is committed to meeting the objectives of Employment Equity to improve representivity within the Institution

Preference will be given to applicants from designated groups in accordance with our

Employment Equity Plan

COLLEGE OF LAW AND MANAGEMENT STUDIES
ADMINISTRATIVE ASSISTANT
1 YEAR FIXED-TERM APPOINTMENT
TEACHING AND LEARNING UNIT

PITERMARITZBURG CAMPUS
REFERENCE NUMBER: TLU05/2017
The successful candidate will be required to render an effective and efficient administrative service to the Teaching and Learning Unit.  
MINIMUM REQUIREMENTS:
· Senior Certificate and 3 year’s general administrative experience of which 24 months should be in a university/tertiary environment
· Experience in working with student administration software i.e SMS and ITS (at least 1 year experience)
· Experience in iEnabler system (at least 1 year experience)
· Experience in word processing and spreadsheet packages

ADVANTAGES:
· Five years general administration experience in a university environment. 

· Experience in handling students enquiries within UKZN (Preferably within CLMS)
· Experience in dealing with student problems

· Experience in dealing with outside funders

· Working knowledge of UKZN employment policies

This post is subject to availability of funding.
Appointment to this post will be on the January 2012 Conditions of Service.  

Communication will be limited to short-listed candidates.  

The closing date for receipt of applications is Thursday, 17 November 2017

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 sent to Ms Thobile Mshengu, (mshengut@ukzn.ac.za). 

