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NOTES
Forms must be downloaded from the UCT website: https://forms.uct.ac.za/forms.htm
This form serves as a template for the writing of position descriptions.

 A copy of this form is kept by the line manager and the position holder.

POSITION DETAILS
Position title Procurement Officer

Job title (HR Business Partner to provide) Administrative Assistant

Position grade (if known) PC07 Date last graded (if known)

Academic faculty / PASS department Science

Academic department / PASS unit H3D

Division / section H3D: Finance

Date of compilation July 2025

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

PURPOSE

FINANCE MANAGER
Ayesha Banderker

THIS POSITION 
PC 7

ADMIN ASSISTANT
Melony Geldenhuys

SENIOR FINANCE 
OFFICER
Litha Olivier

The main purpose of this position is to provide a complete, efficient, accurate and cost-effective procurement and purchasing service for 
H3D (including all research units within H3D) as well various general admin duties within the H3D.
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MINIMUM REQUIREMENTS

Minimum qualifications
NQF 4 with an accounting or bookkeeping qualification OR if qualified by experience, a minimum of 5 
years relevant experience at the required level.

Minimum experience
(type and years)

3 years’ experience in financial/purchasing administration preferably at a tertiary institution
Experience with UCT financial and administrative policies and procedures would be advantageous.
Computer Skills essential:
- SAP (advantageous)
- MS Office (especially Excel)
- Email
- Internet

Skills

Sound knowledge of SAP finance system or other financial accounting system, advanced level of MS Office, 
good communication skills both verbal and written, strong organizational skills, interpersonal skills and 
numerical skills.
Ability to multi-task, work under pressure and to work independently and accurately with minimal supervision

Knowledge Knowledge of UCT’s administrative system and purchasing policies

Professional registration 
or license requirements N/A

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

Honesty especially when handling cash

Competencies 
(Refer to
UCT Competency
Framework ) 

Competence Level Competence Level
Analytical thinking/problem solving 2 Planning and organizing 1 
Building interpersonal relationships 1 Quality commitment/work standards 1 
Client service and support 1 Teamwork/collaboration 1 
Communication 1 University awareness 1 

SCOPE OF RESPONSIBILITY

Functions responsible for Placing of purchase orders, clearing of pcards and administrative functions about ordering and of goods. 
General admin function.

Amount and kind of 
supervision received

General supervision – the incumbent performs a variety of routine duties within established policies and 
procedures

Amount and kind of 
supervision exercised none

Decisions which can be 
made Decisions which impact own area of responsibility

Decisions which must be 
referred Decisions on all aspects of items purchased, incl vendor used, quality and quantity of item

CONTACTS AND RELATIONSHIPS

Internal to UCT H3D dept staff and students, UCT Science Faculty Finance Office, Faculty of Health Sciences, UCT 
creditors section, UCT vendor management, assets office, UCT foreign payments, ICTS.

External to UCT vendors

AGREED BY

PRINT NAME SIGNATURE CONTACT NO. DATE

Position Holder

Direct Line Manager/Supervisor Ayesha Bandeker 1458 28.07.2025

Area Line Manager Ayesha Bandeker 1458 28.07.2028

HOD Kelly Chibale 5495 28.07.2025

Dean / ED Hussein Suleman 2711 11 Sept 2025


