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The incumbent will provide a financial administrative service to the Dean and Head of School, Manager, School Operations, staff (research, academic and support), and students.  She will be primarily responsible for inter alia, financial and general administration, international and local travel and accommodation bookings, procurement, processing salary appointment forms and claims, cost recovery, extracting financial reports and general administrative duties. 

The incumbent will report to the Manager, School Operations.

 Minimum Requirements: 
· Matric plus one year relevant qualification. 
· 3 years relevant experience in a similar environment.
· Experience in word processing and spreadsheets.
· Experience in financial administration.


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

Enquiries and details regarding this post may be directed to the Manager, School Operations, Mrs VA Mackrory on email: mackrory@ukzn.ac.za

Appointment to this post will be on the January 2018 Conditions of Service. 

The total remuneration package offered includes benefits. 

The closing date for receipt of applications is 11 November 2019. 

Applicants are required to complete the relevant application form, which is available on the Vacancies website at www.ukzn.ac.za. Completed forms may be sent to Recruitment-aes@ukzn.ac.za. 

Advert Reference Number MUST be clearly stated in the subject line.
