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HR191 POSITION DESCRIPTION

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 Business and Partnership Development Coordinator
Job title (HR Business Partner to provide)
Position grade (if known) 9 Date last graded (if known)
Academic faculty / PASS department | PASS
Academic department / PASS unit Hasso Plattner d-school Afrika
Division / section Shared Services
Date of compilation 30 January 2025
ORGANOGRAM

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

Head of . Head of Shared
Programmes Academic Head Services

Business and
Building and Partnership Maker Space
Facilities Manager Development Manager
Manager

Communication
and Marketing
Manager

Operations and
Finance Manager

Business

Administrative Marketing
Assistant Coordinator DEVELTE
Officer

Event & Alumni

Receptionist Coordinator

PURPOSE

The main purpose of this position is:

The Hasso Plattner d-school Afrika at UCT is looking for a proactive and strategic Business Development Coordinator to support our
growth by identifying new opportunities, developing strategic collaborations, and coordinating key business development activities with
a focus on open-enrolment programmes, customised learning, and consulting solutions. This role will play a vital part in expanding our
executive education and student programmes across the public, private, and NGO sectors in South Africa and beyond. Working closely
with the Business and Partnership Development Manager and the d-school leadership the successful candidate will help drive
engagement, support strategic collaborations, and contribute to the school’s long-term sustainability.

Key Responsibilities:

e Identify and pursue new business opportunities to grow the d-school’s reach and impact.
Support the development and management of project partnerships.
Coordinate business development activities, including proposal writing, stakeholder engagement and reporting.
Assist in expanding executive education and student programmes in alignment with the d-school’s strategic goals.
Conduct market research and track trends to inform business development strategies.
Work collaboratively with internal teams to support programme design, delivery, and evaluation.
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MINIMUM REQUIREMENTS

Minimum qualifications

A National Diploma or equivalent qualification (NQF Level 6) in Business Administration, Marketing,
Communications or Education..

Minimum experience
(type and years)

Minimum Required Experience:

3+ years of experience in business development, client relationship management, or sales, ideally
in a professional, corporate, or higher education setting.

Proven ability to coordinate projects, engage with stakeholders and contribute to revenue growth.

Strong track record of developing proposals, managing partnerships, and building client
relationships.

Experience in executive education, consulting or innovation environments.

Skills

Skilled in identifying business opportunities, engaging clients, and driving revenue growth.
Strong relationship-building skills to collaborate effectively with internal and external stakeholders.
Proven experience in creating compelling proposals.

Excellent project management skills including managing timelines, budgets, and resources
efficiently.

Exceptional verbal and written communication skills for client engagement and presentations.

Analytical mindset with the ability to assess trends, identify challenges, and develop strategic
solutions.

Experienced in cross-functional collaboration and teamwork.
Strong ability to prioritise and manage multiple tasks effectively.

Proficient in CRM systems, sales tracking, project management tools, and office software
(Microsoft Office/Google Workspace).

Adaptable and proactive, capable of working in both structured and evolving environments.
Self-motivated and able to work independently.

Knowledge

Ability to identify opportunities, build relationships, and support revenue growth.
Experience in drafting proposals, pricing structures, and managing agreements.

Proficiency in CRM systems and a strong understanding of timelines, budgets, and stakeholder
management.

Basic knowledge of design thinking principles and their application in learning and innovation.

Professional registration
or license requirements

None

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

Problem solving 2

Planning and organizing 2

Building interpersonal relationships

Quality commitment

Client service and support

Communication

NINN

2
2 Teamwork
2

University awareness

SCOPE OF RESPONSIBILITY

Functions responsible for

Business development, relationship management, proposal management and project coordination

Amount and kind of
supervision received

Moderate supervision. The role requires regular guidance on strategy and key engagements but allows for
some independence in managing daily business development activities.

Amount and kind of
supervision exercised

No direct reports.

Decisions which can be
made

The role can handle client outreach, draft proposals, coordinate projects, resolve minor operational issues,
and keep CRM records up to date.

Decisions which must be
referred

Major deals, final contract approvals, significant budget decisions, escalated client concerns, and changes
to programme structure should be referred to senior leadership.

CONTACTS AND RELATIONSHIPS
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Internal to UCT

The GSB, other departments requiring Design Thinking/ All faculties. Finance, Legal, Marketing department,
programming team,

External to UCT

NGO, Government organisations, Companies, other educational institutes, The Hasso Plattner Foundation
entities.

Kasturi Behari-Leak

AGREED BY
PRINT NAME SIGNATURE CONTACT NO. DATE
Position Holder
/
Direct Line Manager/Supervisor | Ettienne Mostert ;[M 0828288948 1 April 2025
Area Line Manager Peter Matthews /%WM 0798952811 23 May 2025
A Richard Perez A e 27 May 2025
Dean /ED

HR Business Partner

Alison Tomlinson

#w\\ksw
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