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.

STUDENT SERVICES DIVISION

RESIDENCE ADMINISTRATOR (2)
(PEROMNES GRADE 10)
ONE YEAR FIXED TERM APPOINTMENT
STUDENT RESIDENCE AFFAIRS
PIETERMARITZBURG AND HOWARD COLLEGE CAMPUSES


The Student Residence Affairs department provides accommodation for the University’s students. Applications are invited from energetic and well organised administrators who have working experience in the admission and placement of students into accommodation. Main responsibilities will include (but not be limited to) admission and management of student placements in residences, both on-and-off campus,  provision of administrative support to the Campus Head, receiving and resolving queries for admission to residences, overseeing the use of residences for conferences. 

The incumbent will report to the Campus Head Student Residence Affairs.

Minimum Requirements: 
· Grade 12 and a 1-year administrative diploma;
· A valid and unendorsed drivers’ license;
· Two (2) years’ relevant experience dealing with the public in a similar environment;
· Proven computer skills in MS Word and MS Excel spreadsheets and in providing management reports;
· Good communication skills in English and isiZulu;
· Experience in a tertiary institution and experience with ITS, is preferable.

Short-listed candidates may be required to undertake a skills test.

Enquiries and details regarding this post, including requests for a job profile, may be directed to Mr. N Mthombeni, MthombeniN@ukzn.ac.za.


The closing date for receipt of applications is 04 December 2025.

Please copy the following link into your browser to apply https://ukzn.ci.hr
