The University of KwaZulu-Natal (UKZN) is committed to meeting the objectives of Employment Equity to improve representativity within the Institution. Preference will be given to applicants from designated groups in accordance with our Employment Equity Plan

COLLEGE OF HUMANITIES
  
UJAMAA CENTRE & GENDER AND RELIGION PROGRAM
          12 MONTH EXTERNALLY FUNDED FIXED-TERM APPOINTMENT
 ADMINISTRATIVE OFFICER: FINANCE
(GRADE 10)

            SCHOOL OF ARTS
PIETERMARITZBURG CAMPUS 

REFERENCE NUMBER: SOA100/2025

The School of Arts is a School that recognizes the importance of Community Engagement (CE) as one of the critical components of the University’s teaching, learning, and research commitment. The Ujamaa Centre for Biblical and Theological Community Development and Research is an interface between socially engaged biblical and theological scholars, organic intellectuals, and local communities of the poor, working-class, and marginalized. It has five vibrant community- based programs focusing on the intersectionality between religion, gender, economy, politics, and environmental justice. The Gender and Religion program has a reputation for innovation, knowledge production, and impact in the process of engaging the intersection of gender, sexuality, and religion. The Gender and Religion program hosts an externally funded Master’s program as its flagship.

The position entails primarily external funding administration and management as well as program coordination, staff and student communication, bursary administration, and general logistical and administrative support to the Ujamaa Centre and the Gender and Religion program. The incumbent should illustrate knowledge and experience of engaging with external funding organizations preferably within an academic environment.

MINIMUM REQUIREMENTS:
· Matric and a one-year relevant qualification.
· Three years relevant experience in finance/student administration.
· Experience in the use of ITS/SMS or equivalent student mark management system.
· Experience in the use of I-Enabler.
Experience in word processing and spreadsheets.
· Experience in audits
· Exceptional verbal and written communication skills.


[bookmark: _GoBack]Short-listed applicants may be required to undergo a skills test. 
The closing date for receipt of applications is 13 November 2025.

Applicants are required to complete the relevant application form which is available on the following link: https://hr.ukzn.ac.za/forms/ .

Applicants are required to complete the application form together with a cover letter detailing their experience in relation to the minimum requirements to Ms Nalita Masiza, email Masiza@ukzn.ac.za 

The University reserves the right not to make an appointment.
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 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 endeavor 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.
