The Department of Occupational Therapy at the University of Kwazulu-Natal requires an administrator on an adhoc basis to assist with compiling WASP test kits and Data collection.
                                                             WASP Administrator
Minimum requirements
Bachelor’s degree 
Bachelor of Occupational Therapy degree would be an added advantage

Computer literacy in Microsoft office packages (especially, Word, Excel and PowerPoint);

Valid code 08 driver’s license 

General requirements

· Good communication skills (verbal and written)
· Ability to do quantitative and Qualitative data collection 
· Excellent administrative and organizational skills in respect of keeping track of orders, responding to emails timeously, and ordering materials and equipment for test kits

Job tasks

WASP specific:

· Handle WASP orders from receiving the order to the delivery
· Answer queries by email or telephone
· Order materials and equipment from suppliers, using the university supply chain procedures
Research:

· Data capturing if required. Knowledge of excel and SPSS would be an advantage
· quantitative and qualitative data collection
The remuneration is per completed test kit. This is a contract post for one year. 

Please send your CV to Gurayaht@ukzn.ac.za. 

If you have any queries, please contact naidoodes@ukzn.ac.za. The closing date for applications is 16 April 2021
