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 by our Employment Equity Plan.

COLLEGE OF HUMANITIES
ADMINISTRATIVE OFFICER (1 POST) (FUNZA-LUSHAKA BURSARY SCHEME)
SCHOOL OF EDUCATION EDGEWOOD CAMPUS
FIXED-TERM APPOINTMENT: 1 MARCH TO 30 JUNE 2026 
REFERENCE NO.: SoEPS03/2026
The Funza Lushaka Bursary Programme is a nation-building mission in collaboration with the Department of Basic Education, the Department of Higher Education and Training, and the National Student Financial Aid Scheme (NSFAS), funding students who are passionate about education and who specialise in the subjects identified as needed by the education sector. 

[bookmark: MINIMUM_REQUIREMENTS:__ADMINISTRATIVE_OF]The incumbent will provide comprehensive student academic counselling and support for Funza-Lushaka bursary Scheme recipients, quarterly update reports and statistics for the Teaching and Learning Committee, and reports for the Department of Basic Education (DBE). The incumbent will also coordinate the Funza-Lushaka bursary allocation processes, facilitate the Funza-Lushaka District/Community-Based processes for admissions, accommodation, funding, and registrations and coordinate the final year’s signing of documents and placement processes. S/he will report to the Principal Academic Officer. 
MINIMUM REQUIREMENTS: ADMINISTRATIVE OFFICER
· Matric plus a one-year relevant qualification
· Three years of relevant experience in a similar environment
· Experience in bursary and/or student funding administration
· High level of competency in spreadsheets and word processing
· Proven experience in student academic support and/or counselling
· [bookmark: MINIMUM_REQUIREMENTS:_ASSISTANT_ADMINIST]Experience in writing reports
Short-listed candidates may be required to undergo a skills test.

Enquiries and details regarding this post may be directed to Ms Bongekile Bhengu, email: Bhengu@ukzn.ac.za 
The remuneration offered will be in accordance with the UKZN Fixed Term Rates of pay. The closing date for receipt of applications is 06 March 2026.
Applicants are required to complete the relevant application form, which is available on the Vacancies website at www.ukzn.ac.za.
Please e-mail applications to Ms. Sheryl Jeenarain, School of Education, Edgewood Campus. E-mail: Jeenarains@ukzn.ac.za 

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 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 the personal information recorded through this recruitment and selection process.
