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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.
e A copy of this form is kept by the line manager and the position holder.

POSITION DETAILS

Position title

Chief Research Officer

Job title (HR Business Partner to provide)

Position grade (if known)

Chief Research Officer

Date last graded (if known)

Academic faculty / PASS department

Engineering and the Built Environment

Academic department / PASS unit

Chemical Engineering

Division / section

Catalysis Institute

Date of compilation

February 2026

ORGANOGRAM

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

Director
Catalysis Institute

Head of Chemical Engineering

Head
SYNGAS Group

Senior Technical Officer
PC9

Finance & Admin Officer
PC8

Chief Research Officer/
Deputy Head (2IC)
(NEW)
VACANT

Postgraduate Student
Senior Scientific Officer Supervision
PC9 1XMSc
1XPhD

Postdoctoral Supervision
5 X PDRs

Postgraduate Supervison
1XMSc
7 x PhD

Research Officer
(NEW)
VACANT

Research Officer
(NEW)

Postgraduate Student
Supervisor

2 X MSc

Research Officer
1X MSc
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PURPOSE

The main purpose of this position is:

e To provide strategic and scientific leadership in thermocatalysis, with a focus on CO and CO, hydrogenation and
hydrogen purification via preferential oxidation. This includes driving and leading the preparation of funding
applications; overseeing budgeting and financial administration; guiding experimental design and
implementation; and supervising postgraduate students and research personnel to ensure high-quality, impactful
research outcomes.

e To ensure sound financial stewardship of the research group through strategic oversight of budgets, expenditure,
and funding allocations, working in close collaboration with the Syngas Group Finance & Administrative Officer,
the Catalysis Finance team, and the EBE Faculty Finance Office to maintain compliance, transparency, and
alignment with funding and institutional requirements.

¢ In addition, the Chief Research Officer serves as Second-in-Command (2I1C) and Deputy to the Head of the Syngas
Group. In this capacity, the role provides strategic and operational support, ensures continuity of leadership,
contributes to high-level decision-making, and acts on behalf of the Head of the Syngas Group when required.
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CONTENT

% of

characterisation and performance testing of
catalysts using different types of reactors.

e To manage Industrial Research Contracts
involving SASOL (Fischer-Tropsch synthesis)
and any other industrial contracts on
synthesis gas conversion.

e To identify and apply for national and
international research funding calls in
conjunction with the line manager.

e To develop and implement procedures for
designing catalyst composition and reaction
conditions, for the purpose of training an
artificial intelligence agent for optimised
catalyst and process condition design.

e To liaise with and report to
industrial/government/funding partners,
regarding the project update, deliverables,
and milestones.

e Provide support and catalytic testing
opportunities for related research projects on
own test facilities, to national and
international collaborators.

e Management of the different administration
tasks for the research group as requested by
the line manager.

Key performance areas time I Sl
yp spent (Responsibilities / activities / processes/ methods used) (Expected results)

E.g. | General and office administration 25% Takes, types up and distributes minutes and agendas for All staff members receive an electronic copy of accurate

monthly departmental meetings. minutes and agendas, in the departmental template/format, a
week before the meeting.
Greets visitors, enquires as to the nature of their visit and Visitors are directed to the appropriate staff member in a
directs them to the appropriate staff member. professional and efficient manner.
1 | Research and Project Management 45 ¢ Knowledge and experience in the preparation, | ¢ Advanced knowledge base on synthesis gas

catalysis.

e Knowledge base and improved insight into
structure selectivity relationships in synthesis
gas catalysis.

e Publication and patenting of salient results

e Successful completion of supervised MSc and
PhD theses.

e Complete industrial research projects,
including reports and delivering the findings of
the research.
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Catalysis Institute postgraduate courses

o Deliver materials/lectures in the Catalysis
Institute postgraduate courses. In
Characterisation Techniques for Catalysis
research (CHE5089).

e Convene the Catalysis Institute postgraduate
courses (CHE5088: Introduction to
Heterogeneous Catalysis and CHE5089:
Characterization Techniques for Catalysis
Research).

2 | Education and Training 30 e Supervise / Co-supervise MSc and PhD | ¢ PhD and MSc students graduating within the
students involved in catalytic synthesis gas allocated time for the degrees.
conversion and hydrogen purification. e The students graduating from the group are

e Participate, as required, in postgraduate scientifically and technically well-trained.
training/teaching.

e Organise workshops on topics that will
facilitate capacity building in the group.

3 | Analytical Instrument Management 10 e General management and maintenance of | e Improving productivity and meeting project
major equipment, including catalytic testing deadlines/milestones, by limiting downtime
reactors and analytical equipment. due to the instrument not working.

e Managing and purchasing of reagents,
catalysts and catalyst constituents, and
consumables for Industrial Research
Contracts and student projects.
4 | Teaching and Learning 5 ® Prepare relevant teaching materials for the e Develop and deliver materials in CHE5089

course.

o Effective management of the Catalysis
Institute postgraduate courses.
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2 | Financial & Strategic Oversight

e Joint spending authority on all the funds under
the Head Syngas’ Funds Management Centre.

e Liaise with the line manager/Head of the
Syngas Group where needed, with bigger
equipment spending.

e Review Group funds weekly.

e Budgeting of Industrial Research Contracts,
students' projects, and funding calls.

e Liaison with CHE and EBE faculty Finance
Offices to ensure correct documents are
submitted, and the processes are concluded
in a timely and successful manner.

e |ssuing invoices for the different project
partners.

e Approving purchase orders for the group
student and assigning the appropriate fund
numbers.

e Ensure all the funds are appropriately spent in
line with the funding requirements.

e Issuing invoices promptly to ensure payments
are made as per the project framework.

e Ensure all purchase orders are approved
promptly to minimise project downtime.

6 | General Catalysis Institute &
Chemical Engineering activities

o Attend monthly Catalysis Institute
management meetings.

o Attend the Chemical Engineering a-staff
meetings.

e Attendance and participation in meetings.
e Assist the catalysis institute and the
department where possible.
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MINIMUM REQUIREMENTS

Minimum qualifications

PhD qualification in Chemical Engineering or Chemistry or related scientific discipline

Minimum experience
(type and years)

5-7 years working in academic and industrial projects, with national and international
stakeholders.

Skills

e Thermal catalysis of synthesis gas (carbon monoxide or carbon dioxide, and H;) to fuels
and chemicals, as well as hydrogen purification..

e Heterogeneous catalyst development, synthesis and characterisation

e In situ and operando characterisation/analysis of catalysts including in situ XRD, in situ X-
Ray Adsorption and Magnetometry.

e Detailed knowledge of Gas Chromatography,
Chromatography for analyses of complex mixtures.

e Management of industrial and academic projects, including sharing findings with
stakeholders in written reports and oral presentations.

including  2-dimensional  Gas-

Knowledge

e Extensive theoretical knowledge in heterogeneous catalysis for syngas conversion to
fuels and chemicals, and hydrogen purification.

e Extensive knowledge in catalytic processes performance data analysis.

e Extensive knowledge in in-situ and operando characterisation of catalysts using X-Ray
Diffraction, X-Ray Absorption Spectroscopy and Magnetometry

e Extensive knowledge of Gas-Chromatrography, including comprehensive GCxGC.

e Knowledge of journals, manuscripts and funding applications.

e Supervision of MSc and PhD students to completion.

Professional registration
or license requirements

Not applicable

Other requirements

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

e Capable of working independently and collaboratively within multidisciplinary research
teams, and of engaging with senior academic and industrial partners on complex technical
matters.

e Demonstrates high-quality research output with the ability to clearly communicate
scientific ideas, methodologies, and results through written, verbal, and presentation
formats.

e Strong problem-solving skills with exceptional attention to detail in experimental design,
instrumentation, and data interpretation.

e Excellent organisational and time management skills to coordinate multiple research
activities, training sessions, teaching activities, and collaborative projects effectively.

e Provide strategic financial oversight of the research group, working closely with the Syngas
Finance & Administrative Officer, the Catalysis Finance team, and the EBE Faculty Finance
Office to ensure sound budgeting, expenditure control, compliance, and alignment with
funding conditions and institutional policies.

Competence Level Competence Level
Competencies Adaptability 3 Coaching/Mentoring 3
(Refer to Problem solving 3 Analytical thinking 3
UCT Competency — - -
Framework ) Building interpersonal relationships 3 Teamwork 3
Building partnerships 3 Planning and organising 3
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SCOPE OF RESPONSIBILITY

Functions responsible for

¢ Planning, executing, and reporting research in heterogeneous catalysis and in-situ
catalyst characterisation for sustainable fuel and hydrogen production.

e Operating independently within the research framework, under strategic guidance from
the Principal Investigator or Research Group Leader.

e Designing, synthesising, and testing catalytic materials, including the application of in-
situ techniques.

e Supervising MSc and PhD students, laboratory staff, and trainees working with in-
situ/operando characterisation systems and catalytic testing equipment.

e Managing the day-to-day operation, safety, maintenance, and scheduling of laboratory
equipment, particularly the catalytic processes testing unit.

e Coordinating collaborative academic and industrial research projects related to
catalysts’ testing and characterisation, as well as report delivery.

e Ensuring delivery of research outputs, training outcomes, and operational reliability of the
laboratory

Amount and kind of
supervision received

Limited supervision, weekly meetings with the Head of the Syngas Group

Amount and kind of
supervision exercised

Expected to supervise all individuals conducting industry project experiments. Supervision
of MSc and PhD student projects.

Decisions which can be
made

Decisions regarding approaches for catalyst design and testing, applying for academic
research funds, and in-situ/operando X-Ray-based characterization in the Group.

Decisions which must be
referred

Decisions regarding the choice of applying for industrial projects, the purchase of large
instruments, and filing for intellectual property.

CONTACTS AND RELATIONSHIPS

Internal to UCT

Research group leader: Discuss and report on research and technology development
progress. Agree on short and medium-term research and development goals to ensure
appropriate dissemination of information.

With other researchers in the research group/department, maintain high standards in the
research environment. To support colleagues with advice and assistance. To assist others in
their learning and research. To maintain a good work ethics in the laboratory and to help
ensure the adoption of safe working practices.

External to UCT

Potential academic (collaborating universities) or industrial project partners and research
consortia (such as Sasol, E-Tandem, CARE-O-SENE). Facilitate close collaboration with
external partners, including meeting facilitation and reporting.

AGREED BY

PRINT NAME SIGNATURE CONTACT NO. DATE

Position Holder

VACANT

Direct Line Manager/Supervisor

Area Line Manager

HOD

Dean / ED

HR Business Partner
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COMPLETING A POSITION DESCRIPTION
HR191

When do | use this form?

A position description is the basis of the employment contract between UCT and a staff member. It describes:
e the purpose of the position
e the position content
e where the position fits into an organisational structure
e the principal accountabilities, roles and responsibility of the position holder
e the minimum requirements needed of the position holder

A position description must be completed for all positions at UCT, both academic and PASS.

This form is completed, or reviewed and amended, when:
e aposition is new, before recruitment
e substantive functions are added or removed from a position
e the position holder is new
e performance objectives are set during Development Dialogues.

This form is used as the basis for:
e recruitment
e performance management
e performance development

Hote

e This position description informs many other human resources and people management processes.
e This position description is a living document and must be reviewed and updated regularly, preferably every 3-4 years.

e This position description is a summary of the typical functions of the position, but is not an exhaustive or comprehensive list of
all possible position tasks and duties. UCT is entitled to instruct the position holder to carry out additional duties or
responsibilities, which may fall reasonably within the ambit of the position description, or in accordance with operational
requirements.

How do | complete this form?

e The position description indicates the requirements of the position in relation to the organisation, not the person. Describe the
position, not the position-holder.

The position description describes the position, not the performance required.

The position description denotes a clear description of the position that is observable.

Describe the position as is, not as imagined or as it could or should be done.

Assume proper and competent performance of the position -holder.

e Examine typical incidents that occur in the position. Disregard any unlikely events or once-off incidents.

Give careful consideration to employment equity legislation and take great care not include anything that could be deemed as
discriminatory.

Complete all fields as follows:

The label or name of this position. Consideration is given to other titles in the department and to
Position title standard UCT position naming conventions. The latter are obtainable from your HR Business
Partner, from the UCT Jobs Catalogue.

Job title The SAP position title of this post. Obtainable from your HR Business Partner, from the UCT
(HR Business Partner to Jobs Catalogue

provide) gue.

Position grade The current position grade of this position, if it exists (if known).

Date last graded The date on which the position was last graded, if it has been graded (if known).

Academic faculty / . . . - .

PASS department The academic faculty / PASS department in which the position sits.

Academic department/ . - . - .

PASS unit The academic department / PASS unit in which the position sits.

Division / section The division / section in which the position sits.
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Date of compilation

The date on which the position description was compiled, updated or reviewed.

The departmental structure and reporting lines of the position, with the grades of these positions.

Organogram Include line manager, line manager’s manager, all subordinates and colleagues.

A summary of the position which describes the overall purpose, function or role of the position.
Purpose No more than two or three sentences. Clearly distinguishes the position from other positions, and

P links the position to the objectives of the faculty, department and university. Begins with the

words: "The purpose of the position is ...”

A list of the most visible actions, essential functions, key areas of responsibility or high- level
Key performance areas | responsibilities. Provides broad categories of tasks and activities. List in order of importance or
(KPA) time spent. KPAs must support the organization’s goals, and be within the position-holder’s

influence. Full time staff members have between five and eight KPAs.

% of time spent

The percentage of time spent on each key performance area.

A list of the particular projects or groups of responsibilities, activities, processes and tasks, linked
to a KPA that the position must achieve. Describes how the key performance area is performed
by outlining the methods, decision processes, judgments, techniques, tools used. Write in a
clear, measurable way that states specifically what is expected and the standard to which it must
be performed:

e Accurately convey the level of complexity, responsibility and scope
e Write at least one associated input for each KPA

e Keep as simple and brief as possible

e Begin each sentence with an action verb, in the present tense

e Sentences must be outcome-based, containing an action, an object and a purpose

Inputs e Cluster tasks into a list of fewer, broad (but still specific) responsibilities
e Refer to operational manuals, policies or to agreed procedures, rather than include the detail
of tasks
e Avoid
o descriptive adverbs and adjectives (e.g. ‘Quickly types basic documents’,
‘Efficiently processes difficult queries’)
o pronouns
o jargon
o abbreviations (e.g. ‘mgs’, ‘docs’)
o ‘tired words’ (e.g. ‘Manages’, ‘Contributes to’, ‘Assists with’)
o names
A list of the main outputs or expected end results to be achieved, linked to the input. Should be
Outputs specific to the position and the position must be directly accountable for them. Write in a clear,

measurable way that states specifically what is expected and the standard to which it must be
performed (e.g. quantity, quality, cost and time).

Minimum qualifications

The minimum qualification that would give the incumbent the skills and knowledge or training
required to perform the position. Does not include desirable qualifications. Include NQF level where
possible. May not be the qualification of the current incumbent.

Minimum experience

The minimum number of years and type of experience that would give the incumbent the
experience required to perform the position. Does not include desirable experience. May not be
the experience of the current incumbent.

Skills

The minimum skills or technical know-how required to perform the position. Does not include
desirable skills. May include languages or software skills. (E.g. Intermediate level Excel).

Knowledge

The minimum knowledge required to perform the position. Does not include desirable knowledge.
(E.g. Knowledge of UCT’s academic administrative systems).

Professional
registrations or
licenses

The required professional registrations, industry certifications or licences required to perform the
position. Does not include desirable ones.

Other requirements

Any other absolute minimum requirements required to perform the position. Does not include
desirable requirements. Great care must be taken to ensure that these requirements are in no way
discriminatory, and expert advice and assessment must be sought from your HR Business Partner.

Competencies

The minimum competencies (behavioural traits) required to perform the position. Does not include
desirable requirements. A guide to UCT competencies and levels can be found on the HR website.
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This guide provides a comprehensive list of competencies for all Academic and PASS positions at
UCT, and descriptions of how these competencies look at different levels of positions. Some
competencies are required by all positions at UCT.

Scope of responsibility

The areas to which responsibility extends, the kind of supervision it receives, the kind of
supervision it exercises, the kinds of decisions made by this position, and the kind of decisions
that are referred elsewhere.

Contacts and
relationships

A listing of the people, departments or organisations that this position deals with regularly,
internal and external to UCT.

Agreed by

The position-holder, the direct line manager or supervisor, the area line manager (can be the
same person as the direct line manager or supervisor), HOD and Dean/ED agree to the contents
of the position description. The HR Business Partner confirms that good HR practice and policy
has been followed.

Where do | send this form?

Once completed and signed, a copy should be kept by both the line manager and the position-holder (where there is one).
A copy of this form is sent together with the relevant documentation to the relevant persons, in the following processes (amongst

others):
e  Recruitment
e  Position evaluation

e Performance management exceeds awards

Hote

In all cases, a copy of this form is sent to the relevant HR Business Partner.

What other forms do | need to complete?

None.

What other documentation must be attached?

Attach any other documentation which assists in describing the position.

Where can | get further assistance?

You can contact your HR Business Partner for more assistance in either the design of a position or the development of a position

description.

Further information can also be found in the following places:
e Development Dialogue resource guide for PASS staff

e Academic performance planning, performance reviews and staff development

e The UCT Competency framework

e The UCT Jobs catalogue (Note: Please refer to your HR Business Partner for assistance.)
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