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 (Grade 10) 
(SCHOOL FINANCE)

1 YEAR FIXED-TERM APPOINTMENT:1 AUG 2026 TO 31 JULY 2027

SCHOOL OF EDUCATION

EDGEWOOD CAMPUS

REFERENCE NO.: SoEPS01/2026
The School of Education is globally recognised for its world-class programs in pre-service teacher education, adult education, workplace learning, and higher education. We are committed to offering teacher education that is appropriate to both national and global contexts, of a high quality, and accessible to a diverse range of students.

The School seeks to employ a Finance Officer who will form part of the School Finance Administration team and provide a financial administrative service to the Manager: School Operations, academic and professional services staff, and the Units operating within the School.  This will include ensuring compliance with university policies and procedures; processing all financial transactions; maintaining electronic record databases; assisting with audit and user queries; reconciliations; budget control; and regular financial reporting.
MINIMUM REQUIREMENTS:

· Matric plus 1-year relevant post-matric qualification
· Three years of relevant work experience in a similar environment.
· High level of competency in spreadsheets and word processing

· Knowledge of bookkeeping, financial and procurement practices
Short-listed candidates may be required to undergo a skills test.
Enquiries and details regarding this post may be directed to Mr Rajen Peter, email peter@ukzn.ac.za
The University reserves the right not to appoint and/or to terminate the recruitment process at any stage. Communication will be limited to the shortlisted candidates. Managed Integrity Evaluation (MIE) verification screening will be undertaken for recommended candidates.
The remuneration offered will be in accordance with the UKZN Fixed-Term Rates of Pay.

The closing date for receipt of applications is 02 July 2026.

Applicants are required to complete the relevant application form, which is available on the Vacancies website at www.ukzn.ac.za.

Application documentation must include:

1. The application form (including the names of at least 3 referees, including a recent Line Manager)
2. Certified copies of educational qualifications.

3. For any foreign applicants: A copy of their work permit valid for the advertised duration of the appointment.   
Please e-mail applications to Mrs Anisha Aungadh at the School of Education, Edgewood Campus. E-mail: AungadhA@ukzn.ac.za 
The Reference Number and the position being applied for MUST be clearly stated in the subject line.
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 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 the personal information recorded through this recruitment and selection process.
