HR191

ITUMIVESITHI YASEKAPA - UNIVERSITEIT VAN KAAPSTAD

| UNIVERSITY OF CAPE TOWN
POSITION DESCRIPTION E

NOTES

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

POSITION DETAILS

Position title

Faculty Support Specialist

Job title (HR Business Partner to provide)

Position grade (if known)

10 Date last graded (if known)

Academic faculty / PASS department Student Systems Support

Academic department / PASS unit Student Systems

Division / section

Date of compilation

November 2024

(Adjust as necessary.

ORGANOGRAM
Include line manager, line manager’s manager, all subordinates and colleagues. Include position grades)

|
| F
e i

Director Student
Systems Support

End User Support
Officer

End User Support
cer

End User Support
Officer

End User Support
Officer

End User Support
Administrator

End User Support
Administrator

(=]

PURPOSE

The main purpose of this position is: The Faculty Support Specialist will provide essential functional, administrative and project

implementation support to faculty members, ensuring the smooth operation of academic administrative systems through optimal
configuration and maintenance. This role requires a strong understanding of university systems, processes, and procedures, as well as
excellent problem-solving and communication skills.
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MINIMUM REQUIREMENTS

Minimum qualifications

A relevant university degree OR post-secondary certification in adult education (NQF 7)
Advantage; relevant Honors or postgraduate degree

Minimum experience

3 Years in university student/academic administration at an administrative level, with 2 Years in end
user/functional support.

Proven experience in providing functional and systems support and administrative assistance in a higher

(type and years) education setting Strong understanding of university systems, processes, and policies.
Strong understanding of project management methodologies and tools.
Strong analytical and problem-solving/troubleshooting skills. Ability to think critically and creatively
Organisational and time management; ability to prioritise tasks and manage multiple projects effectively,
meet deadlines, and meticulous attention to detail.
Strong interpersonal and communication skills, both written and verbal. Effective presentation and
negotiation skills
Ability to work independently and as part of a team.
Proficiency in relevant software applications, including Microsoft Office Suite and learning management
Skills systems . - .
Ability to manage multiple tasks and prioritize effectively.
Highly motivated with a passion for technology and a commitment to supporting faculty success
Some experience in documentation, preferably technical or training-related
Ability to cope with deadlines and multiple working relationships, some of which are “dotted line”
relationships.
Attention to detail and accuracy.
Advantageous: Understanding of relational database principles, data structures, logic and SQL-
type queries
Advantageous: experience working on PeopleSoft
Technical knowledge
Knowledge University awareness

Database and system development

Professional registration
or license requirements

Other requirements

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

Competencies
(Refer to

UCT Competency
Framework )

Competence Level Competence Level
Analytical thinking / Problem Solving 2 Communication 2
Continuous learning 2 Information management 2
Building interpersonal relationships 2 Teamwork/Collaboration 2
Planning and organising 2 Initiating Action/Initiative 2
Negotiation 2 Conceptual thinking 2
Results Focused 2 Client /student service and support 2
Stress Tolerance 2 Formal presentation 2
University Awareness 2 Individual leadership 2
Follow up 2 Adaptability/Flexibility 2

SCOPE OF RESPONSIBILITY

Functions responsible for

Annual curriculum management and maintenance, identify opportunities that improve business processes
through the introduction of new or revised system solutions. Training, development and knowledge transfer
to end-users.

Amount and kind of
supervision received

Minimal supervision, weekly work review by line manager

Amount and kind of
supervision exercised

n/a

Decisions which can be
made

Decisions on how to resolve and follow up faculty change requests or issues, troubleshoot and training.

20 August 2024
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Decisions which must be
referred

Queries relating to business deadlines, polices and or programme rules.

CONTACTS AND RELATIONSHIPS

20 August 2024
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