[image: Shape, rectangle

Description automatically generated][image: ]

Vacancy: Project Admin Assistant (PAA)
Peromnes Grade 13
University Capacity Development Programme 
10-month fixed-term appointment – February to December 2026
Reference no.: UCDP01/2025

The University Capacity Development Programme (UCDP) seeks to appoint a Project Admin Assistant to support the effective coordination and administration of UCDP activities across projects. We invite applications from candidates who demonstrate strong organisational abilities, excellent communication skills, professionalism, and the capacity to work under pressure and meet deadlines. The ideal candidate must be proactive, detail-oriented, and committed to high-quality administrative support.

Eligibility Criteria
Applicants must:
· Hold a National Diploma in the fields of Office Administration, Business Administration, Public Management, and Information Management or relevant fields
· At least 2 years in administrative and organisational skills.
· Demonstrate competence in MS Office (Word, Excel, PowerPoint) and general ICT systems.
· Have experience with filing, document control, scheduling meetings, minute-taking, and general administration.

Key Responsibilities
The Project Admin Assistant will support the Project Manager and project team with:
· Coordinating administrative tasks across all UCDP projects.
· Supporting event coordination, logistics, attendance registers, and communication with internal stakeholders.
· Assisting with M&E data capturing, collection, and cleaning.
· Supporting monitoring and evaluation by gathering feedback from participants.
· Maintaining organised filing systems (digital and hard copy) for project documentation.
· Assisting with compiling and formatting reports, presentations, and project documents.
· Tracking project correspondence and ensuring follow-ups on outstanding matters.
· Providing general office administration support to enhance smooth project implementation.


Contract and Remuneration
The successful candidate will be remunerated in line with the University’s approved rates for contract support staff. .
Applicants are required to complete the relevant application form that is available on the Vacancies page of the University website at http://vacancies.ukzn.ac.za/Home.aspx 
Please state the advert reference number in your subject line. 
Completed application forms with a A short motivation (max 1 page) may be sent to: ucdp@ukzn.ac.za

The closing date for receipt of applications is 28 November 2025
Enquiries may be directed to Mrs Christinah Mulaudzi, Project Manager at mulaudzic@ukzn.ac.za
If you do not receive a response within two weeks of the closing date, please consider your application unsuccessful.


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.
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