All appointments will be in terms of the prevailing University Employment Equity Policy and the Employment Equity Plan of the faculty/division (available at http://www.ukzn.ac.za/ESU). The University reserves the right not to make an appointment or to stop the process at any stage to headhunt or re-advertise the post to meet its equity goals. Candidates who do not meet the minimum criteria will not be considered.
SARETI MASTERS PROJECT COORDINATOR 
(12 MONTH FIXED-TERM APPOINTMENT) 
SCHOOL OF PSYCHOLOGY, PIETERMARITZBURG CAMPUS 
The South African Research Ethics Training Initiative (SARETI) is an externally-funded project of the School of Psychology at the University of KwaZulu-Natal, Pietermaritzburg. SARETI undertakes to strengthen capacity in health research ethics education in Africa through providing masters level multi-disciplinary education in health research ethics to early career professionals in Africa whose work impacts on health research ethics. The SARETI educational programmes consist of modular course work and practicals. 

We are searching for a highly motivated person to undertake project management, course coordination, financial management, and administration of the SARETI Masters in Research Ethics programme. The 30 hour a week position is based in the School of Psychology, UKZN, Pietermaritzburg although under current Covid restrictions work will be undertaken from home. 

DUTIES INCLUDE:
· Course scheduling and facilitation of course coordination;  

· Liaison between academic and project staff; 
· Monitoring budget expenditure and financial record-keeping; 

· Administration of students’ academic progress, requirements, and records;  

· Assistance with student accommodation; 

· Monitoring and tracking distance-learners; 

· Support to SARETI scholars and fellows; 

· Coordination of all logistics for functions and organisation of travel arrangements; 

· Planning meetings and conferences;  

· Liaison with international funders;
· Liaison with other related projects; 

· Grant management and report writing, including financial reports;  

· Performance of general administrative duties, and management of the office and diary; and
· SARETI website maintenance. 

MINIMUM REQUIREMENTS: 
Potential applicants must meet at least some of these minimum requirements:

· A degree or a post-matric diploma in administration;

· Five years’ experience in tertiary education including managing a postgraduate programme;

· Three years’ experience managing externally-funded academic or research programmes in a university environment;

· Demonstrated computer literacy in word-processing, database and spreadsheet packages, Outlook, iEnabler and internet use;
· Experience in making international travel arrangements;
· Experience in the coordination and minuting of management meetings;
· Experience in implementing project goals and deadlines; and 

· A valid driver's licence. 

ADVANTAGES: 
· Experience and training in managing NIH-funded projects and in submitting NIH grant proposals electronically;

· Problem-solving skills;

· Ability to interact with a global network of academics and professionals; 

· Good organisational skills; 

· Ability to identify with the goals of the project; 

· The ability to actively contribute to team performance and work independently; 

· The ability to work quickly and accurately; 

· Willingness to travel; 
· Strong interpersonal skills, especially in multicultural context.
The successful incumbent will be expected to assume duty in November 2021.

Please quote “SARETI Masters Project Coordinator” as a reference in your application.

Closing date for applications will be 1 October 2021.
Short-listed candidates will be expected to undergo a skills test. 

Note that work from the SARETI offices on campus will be subject to national and institutional COVID-19 regulations and guidelines which may in the future include Covid vaccination.
The remuneration package offered does not include benefits and will be dependent on the qualifications and/or experience of the successful applicant. The selection process will commence in October and will continue until a suitable candidate is appointed or a decision is taken not to fill the post. 
Applicants are required to submit a covering letter highlighting their experience in, and providing evidence for, each of the minimum requirements and advantages as listed above, together with a detailed CV including the names, full addresses, fax numbers and e-mail addresses of three referees, a copy of current driver’s licence, and academic records to SARETI Programme Manager, Ms Carla Pettit at pettitc@ukzn.ac.za.
