
 

FINANCE AND ADMINISTRATION MANAGER 
(Payclass 09; 3-year contract) 
 

Biogeochemistry Research Infrastructure Platform - BIOGRIP  
Faculty of Science  

 

BIOGRIP is a national research infrastructure (RI) that consists of a network of new and existing research 
laboratories housed in four nodes, each hosted by a South African university. Each node specializes in an 
aspect of biogeochemical research, with a central hub, based at UCT, that manages and coordinates the 
Platform. The nodes support both discipline-specific research and larger-scale integrated and 
interdisciplinary efforts. BIOGRIP is internationally significant in its scope and capacity and will integrate 
with and support other RI platforms in South Africa. 

The Finance and Administration Manager will support the Director and Hub to efficiently manage BIOGRIP 
financial and administrative processes and systems to achieve its mandate. This is a senior position, and 
the incumbent will be directly responsible for overall administration and management issues in the 
Platform.  This includes coordination of the general and financial administration, human resource matters 
and control of financial expenditure. Although the Director is accountable for the decisions made regarding 
management of BIOGRIP, the intention of this senior position is to free up the Director from many of the 
administrative functions to allow them to concentrate on leadership and strategic issues.  

BIOGRIP invites applications from suitably qualified candidates for the position of Finance and 
Administration Manager on a 3-year contract for appointment as soon as possible. 

Requirements for the job:  
• Relevant NQF level 6 qualification in Accounting, Finance or similar (national diploma or higher). 
• 5 years' relevant experience. 
• Strong financial management and project management skills. 
• Excellent monitoring, scheduling and reporting skills with high attention to detail. 
• Good administrative, organizational and planning skills. 
• Experience in using SAP or similar software. 
• Must have strong teamwork and interpersonal skills, especially related to working with stakeholders at 

different levels. 
• The ability to work flexibly and independently in a higher education research environment. 
• Must have good analytical thinking and problem solving skills. 

 
The following would be advantageous: 
• Further or postgraduate qualifications in finance and/or management. 
• Experience in supervisory skills. 
• Knowledge of UCT financial policies and procedures. 
• Experience with managing research finances. 
 
Responsibilities include:  
• General and Office Administration — oversee and coordinate all administrative processes. 
• Human Resources Administration — coordinate and manage HR processes and assist the Director with the 

recruitment and appointment of staff. 
• Financial Planning and Budgeting — conduct financial reviewing, planning and budgeting, in conjunction with the 

Director for strategic budgeting, other BIOGRIP staff in project financial planning, and delegating budget 
preparation to project officers where appropriate. 

• Financial Administration & Management — administer all financial activities, including salaries and procurement 
processes, monitor income and expenditure, recommend and take action on behalf of the Director, and delegate 
finance-related tasks to BIOGRIP administrative and research staff as appropriate. 

• Monitoring, Evaluation and Reporting — ensure all financial activities are monitored, including delegation of 
monitoring as appropriate and supervising such delegation, compilation of financial and administrative records, 
and regular compilation of financial reports for internal and external stakeholders. 

The annual cost of employment, including benefits, is between R465 633 and R547 802. 

 

 

 



To apply, please e-mail the documents below in a single pdf file to Ms Natasha Khan at recruitment06@uct.ac.za 

  
- UCT Application Form (download at http://forms.uct.ac.za/hr201.doc) 
- Motivation letter that speaks to the specific requirements of the position, and 
- Curriculum Vitae (CV) 

An application which does not comply with the above requirements will be regarded as incomplete.  
Only shortlisted candidates will be contacted; the interview process will include a competency test. 

Telephone:   021 650 3469   Website:   www.uct.ac.za  

Reference:   E230288   Closing date:   14 August 2023 
 
“UCT is a designated employer and is committed to the pursuit of excellence, diversity, and redress in achieving its 
equity targets in accordance with the Employment Equity Plan of the University and its Employment Equity goals 
and targets. Preference will be given to candidates from the under-represented designated groups. Our 
Employment Equity Policy is available at www.uct.ac.za/downloads/uct.ac.za/about/policies/eepolicy.pdf. “ 

UCT reserves the right not to appoint. 

mailto:recruitment06@uct.ac.za
http://forms.uct.ac.za/hr201.doc
http://www.uct.ac.za/
https://uct.ac.za/sites/default/files/content_migration/uct_ac_za/39/files/Policy_Employment_Equity_2020.pdf

