
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 Reservations Officer: Vacation Accommodation

Job title (HR Practitioner to provide) Booking Officer

Position grade (if known) PC08 Date last graded (if known)

Academic faculty / PASS department Finance Department

Academic department / PASS unit Commercial Development

Division / section Hospitality Management Division

Date of compilation Updated September 2023 and February 2024

ORGANOGRAM
(Adjust as necessary. Include line manager, line manager, all subordinates and colleagues. Include position grades)
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Page 1 of 9 HR191 

The primary purpose of this position is to actively participate in dealing with all aspects of guest bookings (e.g. billing, reconciliation of 
bookings), welcoming guests into vacation residences and assisting with the diary management of the Director: Hospitality 
Management. This position is also expected to perform general reception duties during off-peak periods. 
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MINIMUM REQUIREMENTS

Minimum qualifications An NQF level qualification e.g., Diploma Hospitality Management or an equivalent qualification. 

Minimum experience
(type and years)

At least 3 (three) years in a senior reservations role at the level sought for this post. Be in possession of a
valid license and proven experience as a driver in the last two years.

Skills

Excellent interpersonal skills.
Ability to multitask, work under pressure and maintain a sense of urgency.
Exceptional verbal and written communication skills.
The ability to interact with guests from a range of diverse backgrounds.
Time management.
Detail oriented.
Be in possession of a valid license and proven experience as a driver.

Knowledge

A deep and relevant understanding of the Hospitality and Tourism industries.
Hospitality Management booking systems.
Basic Human Resources functions.
MS Word.
MS Excel.
MS Outlook.

Professional registration 
or license requirements

Valid South African Drivers license

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

Honesty and integrity to handle cash and finances.
Conflict management.
Professional.
Shift work is required dictated by operational requirements.
Flexibility to work after hours as and when required.

Competencies 
(Refer to
UCT Competency
Framework )

Competence Level Competence Level

Accuracy and attention to detail 2 Time management 2

Information management 2 Adaptability/Flexibility 2

Communication skills (written and verbal) 
and interpersonal skills

2 Computer literacy 2

Planning and organising 2 University Awareness 2

SCOPE OF RESPONSIBILITY

Functions responsible for As specified in the position description under key performance areas.

Amount and kind of 
supervision received

This post will report into the Vacation Accommodation Manager who will provide a certain degree of
supervision; however, the position should be able to carry out functions assigned with a relative degree
of autonomy.

Amount and kind of 
supervision exercised This position has no direct reports.

Decisions which can be
made

Decisions that arise during the day-to-day execution of their assigned responsibilities.

Decisions which must be
referred

Potential risks to the unit.

Any decisions relating to eligibility or policy.

All decisions not directly related to the roles and responsibilities as assigned.



CONTACTS AND RELATIONSHIPS

Internal to UCT

Vacation Accommodation Manager, Residence Facilities, Residence Catering, Vacation Accommodation 
Temporary Staff, Fees Office and Financial Aid Office, Residence Finance, Commercial Development 
Finance, Human Resources.

External to UCT Guests, vendors, suppliers.

AGREED BY

PRINT NAME SIGNATURE CONTACT NO. DATE

Position Holder Vacant 

Line Manager
Phelokazi Mbebe

HOD Thobile Dlamini Ext 1914 26.02.2024

HOD Hardy Maritz 

Executive Director Vincent Motholo  

HR Practitioner Gay Tyler 

Ext 1052 28/02/2024

x 2133 29 February 2024

xxxxxxxxxxxxxxx                            - CFO                                                                                X5245                       16 March 2024


