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
SCHOOL OF LAW

LEGAL SECRETARY (1 POST)
SIX-MONTH FIXED-TERM CONTRACT

HOWARD COLLEGE CAMPUS
REFERENCE NUMBER: LC04/2025

The UKZN Law Clinic (LC) has been providing free legal services to indigent people and training law students and candidate attorneys since 1973. It seeks to ensure that it has an impact on areas of the law geared towards alleviating poverty and discrimination.  The Law Clinic seeks to appoint a suitably qualified legal secretary on a six-month fixed-term contract. The post begins on 1 January 2026.


Requirements:

· 3 years relevant administrative/secretarial experience in the non-profit legal field;
· Computer experience using MS Office.
· Having performed para-legal services for at least 3 years. 
· A formal legal secretarial qualification or other relevant legal qualification.


CLOSING DATE FOR APPLICATIONS IS WEDNESDAY, 12 NOVEMBER 2025


Applicants must submit a cover letter highlighting their experience with respect to the minimum requirements listed above and a Curriculum Vitae to Dr Dave Holness. holness@ukzn.ac.za
Communication will be limited to short-listed candidates, who may be required to undergo a skills test.

The remuneration package offered will depend on the qualifications and experience of the successful applicant and will be in accordance with the University's policy on fixed-term appointments.
The College reserves the right not to make any appointments. The successful applicant/s may not hold dual/ concurrent appointments in other Colleges, Schools or Units at UKZN. 

Kindly note that the University of KwaZulu-Natal (“the University”) is required to process any Personal Information (as defined by the Protection of Personal Act, 2013 “POPIA”) submitted by candidates when applying for positions at the University. The provision of the Personal Information is a requirement in terms of the University’s recruitment and selection process. The retention of any personal information is as a consequence of the University being bound by legislative requirements and/or good governance practices, as well as record keeping for statistical purposes. The University will endeavour to ensure that the appropriate security measures are in place and implemented for both electronic and paper-based formats that are used for processing of the personal information recorded through this recruitment and selection process. 




