HR191 POSITION DESCRIPTION

UNIVERSITY OF CAPE TOWN

ITUNIVESITHI YASEKAPA ~ UMIVERSITEIT YAN KAAPSTAD

NOTES

. Forms must be downloaded from the UCT website: http://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

Admin and Teacher Assistant

Job title (HR Business Partner to provide)

Admin and Teacher Assistant

Position grade (if known)

R 86.92 per hour Date last graded (if known) N/A

Academic faculty / PASS department

Properties and Services

Academic department / PASS unit

Estates and Custodial - Educare

Division / section

UCT Educare Centre

Date of compilation

May 2024

ORGANOGRAM

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

CUrFcuarrT
Coordinatar

PURPOSE

The main purpose of this position is to provide relief services when a teacher, teacher assistant or secretary is on leave.
Furthermore, the purpose is to ensure the continuity of a professional, high standard and quality Educare service, in line with the
principles of the UCT Educare Centre, to ensure that children develop optimally, providing stimulation, care of the children in a
safe, healthy and hygienic environment, conducting effective, continuous observation, assessment, recording and reporting.
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MINIMUM REQUIREMENTS

Minimum qualifications

NQF 4 in ECD

Minimum experience

2 years in ECD, teaching experience

(type and years)
Observation, reporting, conflict resolution, problem solving, listening, communication skills, interpersonal
Skill skills, analytical thinking, level headedness, think objectively, innovative, visionary skills, leadership skills,
e negotiation, persuasiveness, resilience, perseverance, organizational, planning skills, execute fairness,
commitment to position, effective engagement with others, computer skills
Administration, academic administration, ECD education-theory and practical, career pathing within ECD,
Knowledge whole child approach, ELDA’s, Principles and Aims

Professional registration
or license requirements

SACE certificate, NCF certificate, First aid certificate (updated every 2 years), computer skills-word, excel,
email access and response

Other requirements

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

Clear criminal record

Competencies
(Refer to

UCT Competency
Framework )

Competence Level Competence Level
Adaptability /Flexibility- Maintains an Analytical thinking / Problem solving-
effective work style when experiencing 1 Effectively uses existing procedures, 1
changes in work tasks, processes or processes, and tools to identify and
environment solve routine problems
Building |nte_rpersonal relatl_onshlps- Client / Student Service and Support-
Works well with people from diverse . . ;
1 Asks questions to identify needs and 1
backgrounds, Works to be accepted by -
expectations
peers and co-workers
L. . Creativity and innovation- Generates
Communication- Appropriately expresses | ideas for own area of responsibility. 1
one’s own opinion.
Energy- Has sufficient strength and vitality 1 Individual Leadership Contributes to the 1
to perform duties required successful functioning of their team

SCOPE OF RESPONSIBILITY

Functions responsible for

Within in the classroom- Health and safety, access, monitoring, evaluating, maintaining, consulting-with
parents, conflict resolution, ensure processes and procedures adhered, reporting, recordkeeping,
administration, co-ordinate - staff meetings

Amount and kind of
supervision received

Head, curriculum, and operations administrator

Amount and kind of
supervision exercised

Directly-babies/toddlers/children in class and parents
Indirectly- maintenance, committees with Educare, students visiting Educare, extra mural activities, new
parents, visits external organizations, e.g., parliament, CPUT, colleges — College of Cpt, North link, False
Bay College, health & safety regulations

Decisions which can be
made

Direct management of children in collaboration with management team guidance

Decisions which must be
referred

Issues escalated to management team after initial discussion with staff, parent, or child ineffective

CONTACTS AND RELATIONSHIPS

Internal to UCT

Management team, Educare matters, health and safety matters, P&S, report maintenance concerns

External to UCT

Partnering with other Educare for good practice

AGREED BY
PRINT NAME SIGNATURE CONTACT NO. DATE
Position Holder
Direct Line Manager/Supervisor | Chantal September c SW% 0216507338 31.05.2024
Area Line Manager Natascha Hector ]
26 April 2023 Page 5 of 9 HR191




