HR191 POSITION DESCRIPTION

ﬂ UNIVERSITY OF CAPE TOWN

IYUNIVESITHMI YASEKAPA * UNIVERSITEIT VAN KAAPSTAD

NOTES

e  Forms must be downloaded from the UCT website: http:/forms.uct.ac.za/forms.htm
e This form serves as a template for the writing of position descriptions.
e Acopy of this form is kept by the line manager and the position holder.

POSITION DETAILS

Position title

Administrative Assistant

Job title (HR Business Partner to provide)

Position grade (if known)

PC 07 Date last graded (if known)

Academic faculty / PASS department

Properties and Services

Academic department/PASS unit

Maintenance and Operations

Division / section

Date of compilation

March 2025

ORGANOGRAM

(Adjust as necessary. Include line manager, line manager’'s manager, all subordinates and colleagues. Include position grades)

Director of
Infrastructure &
Projects

|
v

Lead Electrical
Engineer
(PC12)

!

Administrative
Assistant
(PCO07)

ELECTRICAL
BUSINESS UNIT
(EBU)

(All Campus Areas)

I
i \ 4

Lead Mechanical Campus Area
Engineer Manager x 3
(PC12) (PC12)
Administrative Administrative
Assistant Assistant
(PC07) (PC07) x5
MECHANICAL BUSINESS CAMPUS AREA
UNIT (MBU) BUSINESS UNITS
(All Campus Areas) . Upper Campus

. Other Campus
. Residences

PURPOSE

\ 4

Minor Works
Manager
(PC-TBC))

L

Administrative
Assistant
(PC07)

MINOR MAINTENANCE
WORKS BUSINESS UNIT
(MMW)

(All Campus Areas)

of our department's administrative

functions.

As an Administrative Assistant within our Maintenance Department, you will serve as the foundation of our operations,
ensuring that administrative tasks are carried out seamlessly and with utmost efficiency. Working closely with the
Business Unit Manager, your primary focus will be on managing all administrative transactions within our Integrated
Workplace Management System (IWMS), meticulously coordinating both planned, unplanned and scheduled maintenance
tasks, and maintaining clear communication channels with clients and vendors. You'll play a crucial role in processing of
work orders, quotations and tax invoices from vendors, and collaborating with the finance department. Additionally,
ensuring that essential office supplies are always readily available for the area or business unit. Your dedication to detail
and your ability to navigate various tasks simultaneously will be instrumental in upholding the efficiency and effectiveness
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MINIMUM REQUIREMENTS

Minimum qualifications

Grade 12 or an Equivalent qualification (NQF level 4)

Minimum experience
(type and years)

5 years administrative experience of which two is practical experience in a built environment,
such as in maintenance & operations administration.

Preference will be given to higher education experience.

Working knowledge of Archibus / SAP R3 or another ERP (Advantageous)

Computer proficiency in MS Word, MS Excel and MS Outlook at an intermediate level.
Excellent organizational skills

Good written and verbal communication skills

Interpersonal skills

Customer Service

Proficiency in administrative processes and document management.
Strong understanding of maintenance workflows and service request coordination.

Experience in processing work orders, managing vendor documentation, and liaising with

Skills .
finance.
e Skills in data entry, verification, and financial recordkeeping, including the use of
spreadsheets and reporting tools.
The ideal candidate for the Administrative Assistant position should have expertise primarily in
Maintenance Administration and Operations Support. This includes knowledge and experience in:
e  Work Order Processing and Vendor Coordination
. Maintenance Administration
Knowledge

Procurement and Financial Documentation Compliance
Data Entry, Record Keeping, and Reporting

Customer Service and Communication in a Maintenance Environment

Professional registration
or license requirements

Other requirements

(If the position requires the
handling of cash orfinances,
other requirements must
include ‘Ability to handle cash
or finances’.)

Ability to handle financial transactions related to purchase orders, invoices, and vendor
payments.

Attention to detail and accuracy in processing financial documentation and maintaining
records.

Ability to manage confidential information related to procurement and vendor agreements.
Strong time management skills to meet deadlines for approvals, financial processing, and
reporting.

Ability to work under pressure in a fast-paced maintenance and operations environment.

Competencies
(Refer to
UCT Competency

Framework )

Competence Level Competence Level
Analytical thinking / Problem solving 1 Planning and organizing/work management 2
Building interpersonal relationships 1 Information management 2
Teamwork / collaboration 2 Quality commitment/work standards 2
Communication 2 University awareness 2

SCOPE OF RESPONSIBILITY

Functions responsible for

Coordinates all administration tasks for the business unit which includes planned, scheduled

and

corrective maintenance processes.

Amount and kind of
supervision received

Reports to Business Unit managers. Receives guidance and objectives from the unit
managers. Is expected to work independently on day to day administrative tasks.
Performance is reviewed periodically through meetings and reports.

Amount and kind of
supervision exercised

None.

Decisions which can be
made

Decisions regarding the management of day to day and scheduled maintenance
administrative tasks within the approved timeframes by unit manager.
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Decisions which must be | Any decisions that could significantly impact overall administrative processes within the
referred business unit or department.

CONTACTS AND RELATIONSHIPS

Internal to UCT Maintenance team members. and the broader UCT community.
External to UCT UCT Vendors, consultants and service providers.
AGREED BY

PRINT NAME SIGNATURE CONTACT NO. DATE
Position Holder
Direct Line Manager/Supervisor | Zatoen April z..‘ ext 5381 20 Aug'25
Area Line Manager Dr. Warren Kukard % n/a 20/08/2025
HOD Dr. Warren Kukard % n/a 20/08/2025
Dean/ED Mr. Mughtar Parker 4135 22/08/2025
HR Business Partner
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