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NOTES
. Forms must be downloaded from the UCT website: https://forms.uct.ac.za/forms.htm
e  This form serves as a template for the writing of position descriptions.
e A copy of this form is kept by the line manager and the position holder.

POSITION DETAILS

Position title Finance & Operations Manager

Job title (HR Business Partner to provide)

Position grade (if known) PC11 Date last graded (if known)

Academic faculty / PASS department | Commerce Faculty

Academic department / PASS unit Nelson Mandela School of Public Governance
Division / section N/A
Date of compilation October 2024

ORGANOGRAM

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

Director: NMSPG
Administrative
Assistant (PC07)

I Administrative
officer (PC 08)

Administrative
Officer (PC08

Snr
= Administrative
Officer (PC09)
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PURPOSE

The main purpose of this position is to support the Nelson Mandela School of Public Governance to ensure that the Director is given the
highest quality support with respect to:

Financial planning aligned to the School’s goals

Financial management of grants and funds

Financial risk management, compliance and reporting

Management of HR operations and logistics

Maximising opportunities for partnership development and stakeholder engagement as per the School’s goals
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MINIMUM REQUIREMENTS

Minimum qualifications

NQF 8: in Finance, Accounting or a related field
Professional accounting qualification (CA(SA), CIMA, ACCA) preferred

Minimum experience

e Minimum of 5 years’ experience in a senior financial management role, preferably within a higher
education institution

e Strong knowledge of financial regulations, accounting standards and compliance requirements in
an academic institution

e Proven experience in budgeting, financial planning and analysis
e  Ability to perform HR-related tasks

(type and years)
e Proven experience successfully managing a team of specialists
e Excellent leadership, communication and interpersonal skills
e Track record of managing donors/stakeholder relationships
e Experience developing a fundraising pipeline
e  Strategic thinking and problem-solving abilities
e High level of integrity and ethical standards
Skills e Proficiency in financial management software and tools
e  Strong organisaitonal and time management skills
e Ability to work effectively in a team and manage multiple priorities
e Processes for undertaking financial planning and developing financial strategy
Knowledge

Professional registration
or license requirements

Professional accounting qualification (CA(SA), CIMA, ACCA) preferred

Other requirements

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

Competencies
(Refer to

UCT Competency
Framework )

Competence Level Competence Level
Analytical thinking 2 Resource management 2
Communications 2 Conceptual thinking 2
Teamwork/collaboration 2 Decision making/judgement 2
Creativity and Innovation 2 People management 2

SCOPE OF RESPONSIBILITY

Functions responsible for

Financial planning and strategy; financial management, compliance and risk management, grant and grant
fund management, human resource support, team leadership and development, stakeholder engagement
with committees/institutions related to financial processes within and external to UCT

Amount and kind of
supervision received

Type, format and frequency of financial reporting will be agreed upon with the Director and senior
management within the School. Financial reports will be reviewed and discussed with sign off from the
Director or delegated senior manager prior to submission. HR development dialogues to be discussed with
the Director prior to submission.

Amount and kind of
supervision exercised

Manages administrative staff (logistics, reception and finance)

Decisions which can be
made

Structure of the financial reports aligned to the needs of donors and information required by the Director for
planning purposes; Format in which financial considerations are reflected within programmatic proposals;
Tools for assisting with the analysis of forecasting and financial planning

Decisions which must be
referred

Sign off relating to contractual obligations; Decisions relating to accessing of investment funds; approval of
expenditure above a specified threshold as determined by the Director

CONTACTS AND RELATIONSHIPS

Internal to UCT

Finance & Ops Manager, HOD, Executive Education Programme team, NMSPG research teams, the
Academic Team, and Contracts & research offices, DAAD office, Debtors, Creditors, HR, and Commerce
Faculty Finance Team

External to UCT

Donors and partners or other external stakeholders such as consultants or external faculty.

AGREED BY

PRINT NAME SIGNATURE CONTACT NO. DATE

Position Holder
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