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HR191 POSITION DESCRIPTION

NOTES
Forms must be downloaded from the UCT website: http://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 Assistant Finance Manager (AFM): Properties and Services (P&S)

Job title (HR Practitioner to provide)

Position grade (if known) Payclass10 Date last graded (if known)

Academic faculty / PASS department PASS

Academic department / PASS unit Finance

Division / section Management Accounting

Date of compilation 4 April 2024

ORGANOGRAM
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MINIMUM REQUIREMENTS 

Minimum qualifications 

 

An accounting degree (BCom or equivalent) at NQF7 level and 3 years relevant work experience

OR  
a 3-year tertiary qualification in accounting/management accounting/costing at NQF6 level and 4 
years  relevant work experience 
 
OR  
a minimum matric with 7 years  relevant working experience with similar/same responsibilities at 
the level sought for this post. 

Minimum experience 
(type and years) 

 
accounting. 

 

Skills 

 A broad knowledge and understanding of financial and management accounting principles, with 
proven high level analytical and interpretive abilities. 

 Proven computer literacy in the use of MS Office at an intermediate level. 
 The ability to multi-task, prioritise work appropriately, work under pressure and to work 

independently and accurately with minimal supervision. 
 Meticulous attention to detail and an uncompromising attitude to meeting deadlines without sacrificing 

quality.  
 Excellent verbal and written communication skills coupled with sound interpersonal skills. 
 The ability to interact successfully with individuals across various levels, within and external to the 

organisation. 
 A commitment to the provision of excellent client service in a cross-cultural environment. 
 Staff management experience.  

 
 

Knowledge 

 Prior ERP systems experience. SAP (CO and /or FI modules) exposure would be advantageous. 
 Financial experience in a Real Estate environment would be advantageous. 
 Exposure to Tender processes would be  

 
 
 

Professional registration 
or license requirements 

 

Other requirements 
(If the position requires the 
handling of cash or finances, 
other requirements must 

cash or finances ) 

 Commitment towards maintaining confidentiality as required by this position.  

 Be professional and deliver high quality work.  

 Be a team player. 

 Possess a high level of honesty and integrity in handling cash and or finances. 

Competencies 
(Refer to  
UCT Competency 
Framework ) 

Competence Level Competence Level 

Analytical thinking / Problem solving 2 Individual Leadership 2 

Building partnerships 2 Professional knowledge and skill 2 

Communication  2 Resource & People management 2 

Client service and support 2 Stress tolerance 2 

Information management 2 University awareness 2 

Stress tolerance 2 Planning and organizing / work management 2 

Attention to detail 2 Decision-making/ Judgement 2 

Results focus 2 Interpersonal Relationships 2 

 
 

SCOPE OF RESPONSIBILITY 

Functions responsible for 

 
Refer KPA section 
 

Amount and kind of 
supervision received 

Limited as the incumbent is expected to operate at an independent level. 
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Amount and kind of 
supervision exercised

Supervision pertaining to the allocation and monitoring and evaluation of the output of the staff reporting into 
this post.

Decisions which can be 
made

Limited to own job after having consulted with and having sought approval from the Finance Manager.

Decisions which must be 
referred

Any escalated queries which cannot be resolved, and which requires management s approval.

CONTACTS AND RELATIONSHIPS

Internal to UCT
The Finance Department, Faculties, Properties and Services, PPS, SH&RL, Internal Auditors, and the 
broader UCT community.

External to UCT
Acquisition vendors, Infrastructure Vendors, City of Cape Town, DHET, Other Universities, External 
Auditors.

AGREED BY

PRINT NAME SIGNATURE CONTACT NO. DATE

Position Holder Vacant

Line Manager Wayne Wagenaar 021 650 5743 03/04/2024

Area Line Manager Delfina de Gois 021 650 3823 04 April 2024

HOD
Tony Dollery 021 650 4323

Dean / ED Vincent Motholo 021 650 5245

HR Business Partner Gay Tyler 021 650 3927

4/4/2024

04/04/2024

8 April 2024


