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                                                                                                                                              APPLICATION FORM

HOUSE WARDENS
Please complete this form either ELECTRONICALLY.
Please note that due to the job requirements, women are appointed to women’s residences and men to men's residences.
	PERSONAL PARTICULARS

	For purposes of the Employment Equity Act, please indicate if you are a member of the following groups:

	Female:
	African:
	Coloured:
	Chinese:
	Indian:
	Disabled:

	Title:
	
	First Names:
	
	Preferred Name:
	
	Surname:
	

	Nationality:
	
	If not RSA then do you have SA Work Permit or a SA residence permit? If yes provide details
	
	ID/Passport Number:
	

	Contact Address:
	
	Postal Code:
	

	Office hours tel:
	
	Cell Phone:
	

	Email:
	
	Home Phone:
	

	Are you over 65 years of age? The retirement age is 65.
	Yes
	No
	Fax Number:
	

	LANGUAGE COMPETENCE

	Please indicate good/fair/slight
	Read
	Write
	Speak

	Mother Tongue:
	
	
	
	

	2nd Language:
	
	
	
	

	3rd Language: 
	
	
	
	

	4th Language:
	
	
	
	

	  How did this vacancy come to your attention? Please shade the relevant box:

	Internal notice
	Recruitment notice board
	Word of mouth
	Dean of Students Session 
	Internet
	Print Media

	please specify:


	ACCOMMODATION REQUIREMENTS 
Please note that:

a. House Warden facilities do differ from residence to residence;

b.  The inability of the University to provide any of the requirements listed below may result in your not being considered for a particular residence. Please indicate accurately what your needs are.

Accommodation may be viewed ONLY in the event of your being short-listed for the particular residence.

	Number of people in your family unit including yourself that will be potentially residing in the accommodation:
	
	Number of bedrooms required: 

When indicating your minimum requirement in terms of number of bedrooms, please bear in mind the University's ruling that no more than two people may occupy any one bedroom.
	

	
	
	Garage required:
Please note where a garage can be provided, this is usually only for one car.
	YES
	NO
	Not critical

	Number of pets:
	
	Fencing for pets required:
	YES
	NO
	Not critical

	Type of pets:
	
	Garden for pets required:
	YES
	NO
	Not critical

	Other requirements or explanation of requirements if necessary:
	


	REFEREES

Referees should be individuals who are able to comment on your skills, knowledge and work behaviours relevant to the position for which you are applying.   Please provide at least three referees.   Please do not use the names of relatives.   Ensure that these individuals have agreed to act as your referee and that the details provided below are COMPLETE, ACCURATE, and UP-TO-DATE.   The University usually contacts referees prior to any interviews being held and referees are usually asked to provide their reports by email.

	Referee’s name and title
	Relationship to you, the applicant
	Telephone during office hours
	Email address and/or fax number

 (preferably email)

	
	
	
	

	
	
	
	

	
	
	
	


INFORMATION RELATING TO AVAILABILITY, EMPLOYMENT AND EXPERIENCE
Other than officially rostered duty-periods, Wardens must generally be available to students for emergencies and at certain key periods during the year.  Wardens are also expected to be in daily attendance at meals, although the number of meals varies within the Halls.
ALL APPLICANTS, please indicate (if not applicable, please indicate so):
	1  


	(a) your highest educational qualification,

(b) the institution which awarded it, and 

(c) the year of the award.
	(a)

	
	
	(b)

	
	
	(c)

	2 
	if relevant, (a) where and (b) when you were a tertiary education student in residence.
	(a)

	
	
	(b)

	3
	if relevant, (a) where, (b) when and (c) in what capacity (including sub-wardening and other leadership roles) you contributed to the management of a student residence.
	(a)

	
	
	(b)

	
	
	(c)

	4
	if relevant (a) where, (b) when and (c) in what capacity your current/past work may have required you to interact directly with tertiary education  students.
	(a)

	
	
	(b)

	
	
	(c)

	5
	your current involvements other than work and study and for each commitment, state (a) what activity this is, (b) the level of commitment required in hours per week and (c) whether or not this will continue if you were appointed as Warden.
	(a)

	
	
	(b)

	
	
	(c)


In addition, STUDENT APPLICANTS including those EMPLOYED APPLICANTS who are studying or plan to study in the near future, please indicate:
	6
	(a) what course you will be studying concurrent with

 possible appointment as a Warden; and (b) the likely duration of studies, indicating  years of study and (c) the likelihood of your being accepted into this course.
	(a)

	
	
	(b)

	
	
	(c)

	7
	your commitment in terms of (a) hours per week, (b) likely periods away from campus and the residence, and (c) the flexibility of your schedule to attend to wardening responsibilities during the day.
	(a)

	
	
	(b)

	
	
	(c)

	8
	what impact a wardening post will have on your studies.
	

	9
	whether your head of department/supervisor (a) is aware of the possible impact on your studies and (b) has supported your application.
	(a)

	
	
	(b)


In addition, EMPLOYED APPLICANTS, please indicate:
	10
	(a) where you will be employed concurrent with possible appointment as a Warden, (b) the likely duration of such appointment, and (c) the likelihood of a transfer within the next three years.
	(a)

	
	
	(b)

	
	
	(c)

	11
	(a) your working hours (including any overtime     commitments) and (b) the flexibility you have within your working hours to attend to wardening responsibilities during the day and (c) the extent (please specific in days per month) to which your work requires you to be out of town on work related business. 
	(a)

	
	
	(b)

	
	
	(c)

	12
	what impact a wardening post will have on your job.
	

	13
	whether your employer (a) is aware of the possible impact on your job and (b) has supported your application.
	(a)

	
	
	(b)


	PLEASE READ THE FOLLOWING IMPORTANT NOTES FOR APPLICANTS:

	1
	the University reserves the right to check the accuracy of any information provided, and should it become apparent that the information provided has been fabricated or deliberately altered, the applicant will forfeit his/her application and/or any subsequent employment;

	2
	it is in your best interests to read and comply with the requirements of this form as thoroughly as possible;

	3  
	a Curriculum Vitae MUST accompany your application but should contain no original documents as all documentation is destroyed within 90 days of an appointment being made.  DO NOT submit your Curriculum Vitae in plastic sleeves or in bound form.


I certify that the statements on this form and on the supporting documentation are correct.
....................................................................................
              

 .........................................
(Signature of applicant)




    
(Date of application)
MOTIVATION AND FURTHER INFORMATION
In a SEPARATE attachment to this application form, please

a.
Write a letter of motivation indicating why you are interested in a House Warden post and what you believe your contribution will be in such a role, and

b.
Then in a separate document, provide the following information, ensuring that your responses correspond with the numbering system below.
PLEASE NOTE:  It is the University’s expectation that this motivation and further information section of this document is completed on your own without assistance from others in the form of editing or contributing to your responses.


1
Management and administrative experience:     Given the current degree of autonomy and independence given to wardening staff, Wardens must be self-starters, capable of coping effectively and efficiently with the many and varied responsibilities and duties which must be fulfilled in a dynamic, multi-cultural context.   Specific responsibilities include the effective management of the Sub-Wardens and the House Committee, dealing with performance problems creatively and sensitively, administering their House, including being able to develop an administrative system and administration of House funds.   Given that they will conduct and attend meetings, a knowledge of meeting procedure is required.  In addition, Wardens assume some measure of responsibility for the maintenance and administration of the services, fabric and assets of their House, e.g. fire drills, maintenance inspections, etc.
As regards the management competencies required for this post, please detail:

1.1 your managerial roles or leadership roles and the nature of these including whether or not you supervised staff and managed the performance of others;
1.2 from your own life experiences, the approach you would take to managing the residence and the Sub-
         Wardens;
1.3 your experience in conducting and/or participating in meetings;
1.4 your experience in setting up administrative systems;

1.4
your experience towards disciplinary measures and enforcing these.


As regards the administrative competencies required for this post, please detail:

1.5
the nature of administrative work and organisational functions in your current and/or past work 


context and in your extra-curricular activities; and

1.6
what bookkeeping skills you possess.

2
Approach to wardening:     Consistent with the University's vision of being a centre of educational excellence, Wardens must be committed to providing a high-quality support service to all students in their charge at all times.
2.1
given the statement above about “providing a high-quality support service”, what do you
 
understand this to mean?

2.2
outline what you see as the House Warden’s role within the context of providing a holistic 
educational experience for students.
3
Understanding of student issues:    The University is committed to providing a holistic educational experience, which implies that Wardens are expected to contribute creatively and proactively to the educational experience of students.    Wardens must have an understanding of the pressures of being a student in today's highly-competitive environment, and be able to create an ethos and atmosphere conducive to learning and research.

3.1
outline what you think this “holistic educational experience: means.

3.2
describe the demands facing students in current times;
3.2
describe what you believe is the role of the House Warden in relation to these demands and in providing this holistic educational experience; and

3.3
detail your experience, skills and knowledge relating to counselling (including career counselling).
4
Dealing with diversity:   Given the University's commitment to producing top class graduates, Wardens are expected to participate in the education of students primarily through their own commitment to basic human rights, and a sensitivity to issues of diversity.
4.1
describe your experiences with and exposure to people from cultures, ethnic groups, religions and lifestyle choices other than your own; 
4.2
what would you understand to be the House Warden’s role in ensuring protection of basic human 
rights and fostering a sensitivity to issues of diversity in the residence?
4.3
detail any work that you have done or been part of that has sought to ensure the protection of basic human rights and/or to foster a sensitivity to issues of diversity.
5
Interaction:  Wardens are required to interact with students, their parents and other University staff members. Students are viewed by the University as young adult learners and Wardens are required to assist them to effect the transition from teenager to young adult in a creative, dignified and mature manner. Good interpersonal skills are essential, whilst counselling skills would be a distinct advantage.  Wardens should have some measure of life-experience, with a varied range of interests.


5.1
what kind of relationship would you seek to foster with students in the residence?
5.2
being able to communicate formally and informally, timeously and appropriately with students is important.  Describe how you would go about doing this.

5.2 
comment on your interests outside of your work environment, and the extent of your involvement in these activities.
5.3
indicate whether or not you will continue with these commitments (as outlined in point 5.2) if you are appointed as a Warden. 
