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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 Registrar
Job title (HR Business Partner to Regi
" egistrar
provide)
Position grade (if known) PC13PG3 Date last graded (if known)

Academic faculty / PASS department Office of the Vice-Chancellor

Academic department / PASS unit Office of the Registrar

Division / section

Date of compilation July 2026

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

Vice Chancellor:
PC13PG1

Registrar
PC13PG3

Director: Student Head of Secretariat
Systems & Support PC11

Director: Academic Director: Legal Director: Admissions
Administration Services PC13PG5
PC13PG4 PC13PG5

PC13PG5

PURPOSE

The purpose of the position is to provide executive leadership of the University's governance, statutory, legal and academic
administration portfolio, ensuring institutional integrity, effective governance, regulatory compliance and operational excellence in
support of the University's Vision 2030 and Strategy 2030.

As a member of the Executive Leadership Team, the Registrar provides strategic leadership across governance, academic
administration, student administration, legal services, institutional compliance, information governance and enterprise risk, ensuring that
the University's statutory responsibilities are fulfilled while enabling academic excellence, student success, institutional sustainability
and organisational effectiveness.

The Registrar serves as the principal adviser to the Vice-Chancellor, Council, Senate and other statutory bodies on governance,
institutional compliance and legal matters, while providing strategic leadership to an integrated Registrar's Division that enables
collaboration across faculties, professional administrative support (PASS) departments and institutional stakeholders.
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CONTENT

% of

Key performance areas time o . .InpUt Output
spent (Responsibilities / activities / processes/ methods used) (Expected results)
Executive Leadership, Institutional Strategy | 20% e Provide executive leadership as a member of Governance enables achievement of the
and Governance the University Executive. University's strategic objectives.
e Lead the strategic direction of the Registrar's Executive decisions are supported by sound
portfolio in support of Vision 2030 and Strategy governance and strategic advice.
2030. Institutional priorities are effectively translated
e Advise the Vice-Chancellor, Council, Senate into operational delivery.
and Executive on governance, institutional Governance risks are proactively identified and
effectiveness and strategic decision-making. mitigated.
e Translate institutional strategy into governance, The Registrar's portfolio contributes to
operational and administrative priorities. institutional sustainability and organisational
e Exercise delegated authority in accordance performance.
with legislation, the Institutional Statute and the
University's governance framework.
Governance, Statutory Affairs, Legal 25% e Lead the University's governance framework Statutory bodies operate effectively and in

Stewardship and Institutional Integrity

and statutory administration.

Serve as Secretary to Council, Senate and
Convocation.

Provide strategic leadership and institutional
accountability for an integrated academic
administration ecosystem by aligning Academic
Administration, Admissions, Student Systems
Support, Legal Services and governance
functions with faculties and professional
administrative departments to ensure
institutional coherence, policy implementation,
service excellence and organisational
effectiveness.

Act as the institutional business owner of the
University's student administration systems
ecosystem, accountable for system
governance, strategic prioritisation, institutional
change oversight, business process alignment,
data governance and the approval and
sponsorship of major system enhancements

accordance with legislative requirements.
Governance processes support transparent,
ethical and accountable decision-making.
Legal and governance risks are appropriately
managed.

Institutional policies remain current, legally
compliant and strategically aligned.

UCT maintains a strong governance reputation
nationally and internationally.
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Enablement, Risk and Organisational
Effectiveness

the Registrar's portfolio.

Drive digital enablement, business process
optimisation and service innovation.

Promote integrated governance, information
governance, cybersecurity and enterprise risk
management.

Foster collaboration across faculties and
professional administrative departments to
improve institutional effectiveness.

Lead organisational change within the
Registrar's portfolio to enable future readiness
and operational resilience.

3 Academic Administration, Student 15% Provide executive oversight and strategic Academic administration operates as an
Administration and Institutional stewardship across Academic Administration, integrated institutional system.
Performance Admissions, Student Systems Student administration is efficient, responsive

Support and associated institutional functions, and student-centred.
ensuring alignment with institutional priorities Admissions, enrolment, certification and
and strategic objectives graduation processes support institutional
Provide executive sponsorship and oversight of objectives.
institutional student systems transformation, HEMIS and statutory reporting requirements
ensuring appropriate governance, strategic are achieved accurately and timeously.
prioritisation, change oversight, risk Institutional performance information supports
management and alignment of the student strategic planning and decision-making.
systems roadmap to institutional objectives.
Integrate and coordinate the activities of the
Directorates to ensure institutional cohesion
and service excellence.
Lead institutional planning, monitoring and
performance relating to admissions, enrolment,
academic administration, certification,
graduation, student records and HEMIS
reporting.
Ensure data-informed decision-making across
the academic administration value chain.
Drive continuous improvement in institutional
administrative effectiveness and the student
experience.
4 Institutional Transformation, Digital 15% Lead strategic transformation initiatives across Transformation initiatives deliver measurable

institutional benefit.

Digital systems support effective governance
and academic administration.

Enterprise risks are proactively managed.
Business processes are streamlined and
continuously improved.

The Registrar's Division demonstrates
organisational agility, resilience and innovation.
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5 Institutional Partnerships, Stakeholder
Leadership and Sector Engagement

10%

Build strategic relationships with internal and
external stakeholders.

Represent the University nationally and
internationally on governance, legal and higher
education matters.

Strengthen collaboration across faculties,
professional administrative departments and
statutory bodies.

Maintain productive partnerships with
government, regulatory bodies and higher
education sector organisations.

Promote UCT's reputation as a sector leader in
governance and institutional administration.

Strategic partnerships strengthen institutional
performance.

Stakeholders demonstrate confidence in the
University's governance and administrative
capability.

UCT contributes to sector development and
national higher education policy.

Productive relationships support institutional
objectives and collaborative problem-solving.
The University's reputation and influence are
enhanced.

6 Executive Leadership of the Registrar's
Portfolio

15%

Provide executive leadership to the Office of
the Registrar and its Directorates.

Establish an integrated leadership culture that
promotes collaboration, accountability,
innovation and service excellence.

Lead workforce planning, succession planning,
talent development and organisational
capability within the Division.

Ensure effective financial stewardship,
resource allocation and performance
management.

Foster an inclusive, values-based culture
aligned with UCT's strategic priorities.

The Registrar's Division delivers integrated,
high-performing services.

Leadership capability and succession are
strengthened.

Resources are managed effectively and
sustainably.

High levels of staff engagement, accountability
and organisational performance are achieved.
The Division contributes meaningfully to the
University's strategic success and long-term
sustainability.
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MINIMUM REQUIREMENTS

Minimum qualifications

e An appropriate NQF Level 9 qualification (Master's degree) in Law, Higher Education, Public
Administration, Governance, Business Administration, Management or a related discipline. A
relevant doctoral qualification or admitted attorney status will be advantageous.

Minimum experience
(type and years)

e Atleast 10 years' progressively senior executive leadership experience within a complex higher
education institution or similarly complex knowledge-based organisation, including significant
experience in governance, academic administration, legal and regulatory compliance,
organisational leadership, institutional strategy, and change leadership. Demonstrated experience
advising executive leadership and governing bodies is essential.

e Executive leadership and strategic management

e (Governance, policy and institutional leadership

e Strategic planning, execution and organisational transformation
e Executive decision-making, judgement and problem-solving

Skills e Stakeholder engagement, influence and relationship management

e Financial, resource and risk management

e Communication, negotiation and executive reporting

e Analytical, systems and strategic thinking

e Higher education governance, legislation and the regulatory environment

e University governance, academic administration and institutional operations

o Institutional strategy, performance management and organisational effectiveness
Knowledge

e Legal, regulatory and information governance frameworks
o Enterprise risk management and governance principles
e Organisational transformation, change leadership and the higher education sector

Professional registration
or license requirements

e Admission as an Attorney or Advocate of the High Court of South Africa will be advantageous but is
not essential.

¢  Membership of relevant professional bodies will be advantageous.

Other requirements

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

e Ability to handle cash and finances.
e Ability to maintain the highest standards of integrity, confidentiality and professional ethics.

e  Willingness and ability to work outside normal business hours when institutional governance
requirements necessitate.

e Ability to represent the University nationally and internationally.
e Ability to travel as required.

Competencies
(Refer to

UCT Competency
Framework )

Competence Level Competence Level

Strategic Leadership 4 Building Strategic Partnerships, Governance | 4
and Ethical Leadership

University Awareness 4 Communication

People Leadership 4 Facilitating Organisational Change

Resource Management 4 Analytical Thinking, Problem Solving and 4
Systems Thinking

Influence and Executive Decision-Making 4 Client and Stakeholder Focus 4

SCOPE OF RESPONSIBILITY

Functions responsible for

Provides executive leadership and institutional accountability for governance, statutory affairs, legal
services, academic administration, admissions, student systems support, institutional compliance,
information governance, enterprise risk and the effective functioning of the Office of the Registrar. Serves as
institutional business owner for the University's student administration systems environment, accountable for
governance, strategic prioritisation, institutional risk, business process alignment and major system change
approval. Leads an integrated executive portfolio that supports Council, Senate, Convocation, the Vice-
Chancellor and the University Executive while enabling institutional performance, student success and
organisational effectiveness.

Amount and kind of
supervision received

Reports directly to the Vice-Chancellor. Operates with a high degree of autonomy under broad strategic
direction, exercising independent judgement and delegated authority within the University's governance
framework.

Amount and kind of
supervision exercised

Provides executive leadership to the Office of the Registrar and its Directorates, including Directors, senior
managers and professional staff. Exercises institution-wide functional leadership across governance,
academic administration and statutory compliance, influencing decision-making across faculties and
professional administrative departments.

Decisions which can be
made

Makes executive decisions within delegated authority relating to governance, statutory administration, legal
and regulatory compliance, academic administration, institutional policy implementation, enterprise risk,
resource allocation, organisational leadership, operational priorities and portfolio management. Exercises
delegated authority on behalf of Council and the Vice-Chancellor in accordance with the University's
governance framework.
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Decisions which must be
referred

Matters requiring approval by Council, Senate, Council Committees or the Vice-Chancellor in terms of the
Higher Education Act, the Institutional Statute, the Delegations of Authority, University policies or where
decisions carry significant strategic, financial, legal or reputational implications for the University.

CONTACTS AND RELATIONSHIPS

Internal to UCT

Vice-Chancellor; Executive Leadership Team; Council, Senate and statutory committees; faculty and PASS
leadership; staff and student representative bodies.

External to UCT

Government and regulatory authorities; higher education sector bodies; professional and statutory
organisations; national and international partner institutions; external legal advisers and strategic
stakeholders.

OPERATIONAL FLEXIBILITY

Work Location

(v tick appropriate box and
provide detail in space
below)

(Refer to UCT Flexible
Work Approach Guideline

Onsite v Hybrid Remote

Given the nature and scope of the position, the Registrar may operate on a hybrid basis, subject to
institutional requirements. The role requires a significant on-campus presence to support executive and
academic leadership, University governance structures, staff and stakeholder engagements, and matters
requiring direct institutional oversight. Flexibility is required to accommodate the operational and governance
demands of the University, including meetings and engagements outside normal working hours where
necessary.

Work Schedule

(v tick appropriate box and
provide detail in space
below)

(Refer to UCT Flexible
Work Approach Guideline

v Structured Semi-Structured Unstructured

The Registrar operates within a structured work environment, aligned with the University’s operational and
governance requirements. The position requires effective planning and diary management to accommodate
executive responsibilities, University committees and governance structures, Directorate oversight,
academic and legal matters, and internal and external stakeholder engagements. Given the seniority and
institutional responsibilities of the role, flexibility and availability outside normal working hours, including
occasional evening and weekend commitments, may be required.
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