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	Faculty/Division/Office/Unit/Entity/Institute
	
	Job Grade

RemChannel Code 



	
	DATE PROFILE WAS LAST REVIEWED
	
	


	
	
	
	NAME

	JOB TITLE
	
	INCUMBENT
	

	DEPARTMENT/SECTION
	 
	SUPERVISOR/MANAGER
	 

	JOB TYPE (ACADEMIC/SUPPORT)
	 
	DIVISION HEAD
	 

	PERMANENT OR CONTRACT (IF CONTRACT – LENGTH OF CONTRACT)
	
	FULL-TIME OR PART-TIME (IF PART-TIME HOW MANY HOURS PER DAY)
	

	COUNCIL FUNDED POST OR OUTSIDE FUNDED
	
	DATE APPROVED
	


	MAIN JOB OBJECTIVE/S

	  


	DESCRIPTION OF KEY RESPONSIBILITY AREAS 
	STANDARD EXPECTED

	ADMINISTRATIVE AND SECRETARIAL SERVICE  including:


	  

	FINANCIAL ADMINISTRATION including:- 


	    

	FRONT LINE SERVICE/PUBLIC RELATIONS including:- 


	 


	DIRECT CONTACTS OF THE JOBHOLDER (INTERNAL AND EXTERNAL)



INTERNAL CONTACT:  
	TYPE OF CONTACT
	DAILY/MONTHLY
ANNUAL
	PURPOSE OF CONTACT

	
	
	

	


EXTERNAL CONTACT:

	TYPE OF CONTACT
	DAILY/MONTHLY
ANNUAL
	PURPOSE OF CONTACT

	
	
	

	
	
	


	JOB REQUIREMENTS

	EDUCATION and EXPERIENCE 


	COMPETENCIES – I.E. KNOWLEDGE, SKILLS AND ATTRIBUTES

The incumbent must demonstrate the following competencies: -

TECHNICAL/ADMINISTRATIVE COMPETENCIES

PEOPLE SKILLS/Interpersonal:

WORK BEHAVIOURS



	MANAGEMENT/SUPERVISORY DUTIES



	POTENTIAL CAREER/DEVELOPMENT PATH 

What are the potential career paths/development paths for a person entering this position?

Career progression is dependant upon the availability of jobs, the job incumbent having the requisite educational qualifications and experience and the job incumbent doing a good job in his/her current job.  




	FUNCTIONAL RESPONSIBILITIES (only if applicable)

	PROJECT MANAGEMENT RESPONSIBILITY 


	PROCESS MANAGEMENT RESPONSIBILITY 


	COST/FINANCIAL CONTROL 

Is the jobholder responsible for any aspect of cost control or for materials, stock or equipment?  If yes, what is the monetary value and to what extent is the person accountable or responsible?  
Does the jobholder have a direct responsibility for controlling operational costs or expenses?  If so, what is the annual budget (ignoring direct and indirect remuneration costs)?  


	LEVEL OF RESPONSIBILITY 
Who must authorize, review or clear decisions taken with regard to the jobholder’s functions?


What percentage of tasks can be carried out without supervisory input and/ or control? 


What normally authorised and empowered critical decisions may be made by the job holder?


	PLANNING 
What is the longest (macro) period that the jobholder has to plan ahead? 

Typically how long are the micro phases/time periods that the macro planning is divided into?



	ADDITIONAL INFORMATION

Who prepared the job profile?

Please list all those who have been consulted in the drafting of this profile.

Signature of the line manager                                               Signature of the employee

Date                                                                                   Date

Signature of the HoD/Director (where she/he is not the line manager)
Date


