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 HUMANITIES
ADMINISTRATOR
SCHOOL OF EDUCATION
FUNZA LUSHAKA BURSARY SCHEME
EDGEWOOD CAMPUS
(EIGHT MONTHS FIXED-TERM APPOINTMENT: 1 OCTOBER 2018 – 31 MAY 2019)

The successful candidate will provide administrative support to the Funza LuShaka Bursary Scheme i.e. application, monitoring and placement processes.  S/he will act as a liaison person between the School and other relevant sectors within the University and beyond e.g. Student Funding, Department of Education, etc.  S/he will also act as Committee Officer for meetings and write reports.  S/he is expected to able to work under pressure, meet deadlines, respond efficiently to enquiries, keep accurate database of all students and have some knowledge of budgets and financial administration.
MINIMUM REQUIREMENTS:

· Matric plus relevant one year post–school qualification
· Two years relevant experience in a similar environment

· Experience in bursary and/or financial administration
· Computer proficiency in word processing and spreadsheet packages 
· Experience in minute taking and report writing
Total Remuneration is R9 161 per month.
The closing date for receipt of applications is 13 September 2018
Applicants are required to complete the relevant application form which is available on the Vacancies website at www.ukzn.ac.za.  Completed APPLICATION FORMS must be sent to Khumalot9@ukzn.ac.za.  The job title MUST be clearly stated in the subject line.
Enquiries and details regarding this post may be directed to Dr L Maharajh, e-mail: Maharajhlr@ukzn.ac.za  

