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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 Senior Sports Coordinator

Job title (HR Business Partner to provide) 

Position grade (if known) P/C 10 Date last graded (if known) 2017 

Academic faculty / PASS department Student Affairs

Academic department / PASS unit Sport and Recreation 

Division / section Student Affairs

Date of compilation November 2024

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

PURPOSE 

The main purpose of this position is: 

To provide support to the Manager: Sport and Recreation, sport clubs, student sports committees, sports council and the overall 
management of the Fitness Centre.  

Manager: 
Sport & Recreation 

P/C 12

Senior Sports 
Coordinator 

P/C 10 

Sport Facilities 
Supervisor 

P/C 08 

Sports Coordinator x 3 
P/C 09 

Fitness Centre 
Supervisor 

P/C 06

Fitness Instructors  
P/C 05 

Sport Facilities 
Attendants  

P/C 05 

Senior Secretary
P/C 06 

Administrative 
Assistant

P/C 07 
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MINIMUM REQUIREMENTS

Minimum qualifications A 3 year relevant bachelor’s degree or equivalent (NQF level 7 qualification). 

Minimum experience
(type and years)

3 years management experience and sports administration experience

Skills 

Sports management
Proven computer literacy in the use of MS Office and intermediate level Excel skills.
Strong numerical and analytical skills.
Ability to multi-task, prioritise work appropriately and to work independently
Excellent verbal and written communication skills coupled with sound interpersonal skills.

Knowledge
Sports administration

Financial administration

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’.)

Drivers’ License 

Ability to work and report on multiple budgets

Competencies
(Refer to 
UCT Competency 
Framework )

Competence Level Competence Level

Student service and support focus 2 University Awareness 2 

Interpersonal relationship-building/ 

team work

2 People Management
2 

Resources Management 2 

Communication 2 

SCOPE OF RESPONSIBILITY 

Functions responsible for Human resources, operations and facility management, financial administration

Amount and kind of 
supervision received

No Supervision

Amount and kind of 
supervision exercised

Ensure that fitness centre is in good operation order and 3 staff members direct supervision

Decisions which can be 
made

Planning and management of the resources, purchasing of equipment, operations of the Fitness Centre, 
budgeting and expenditure

Decisions which must be 
referred 

Staff hiring, restructuring of the unit, 

CONTACTS AND RELATIONSHIPS

Internal to UCT
Student and staff population, HR department, Student Housing, Properties and Services, DAD office, 
Student Financial Aid, Student Leadership and Governance, Student Leadership structures

External to UCT Schools, equipment suppliers, USSA, Sport Federations 

AGREED BY

PRINT NAME SIGNATURE CONTACT NO. DATE

Position Holder

Direct Line Manager/Supervisor Mark Bashe X4024 14/11/2024

Area Line Manager Vhugala Nthakheni X5082 14/11/2024

HOD Mark Bashe X4024 14/11/2024

Dean / ED Pura Mgolombane X3535

HR Business Partner Barbara Jones X3928 15/11/2024

15/11/2024


