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NOTES 
Forms must be downloaded from the UCT website: http://forms.uct.ac.za/forms.htm  
This form serves as a template for the writing of position descriptions. 
A copy of this form is kept by the line manager and the position holder. 

POSITION DETAILS 

Position title Reservations Co-Ordinator: All Africa House 

Job title (HR Business Partner to provide)  

Position grade (if known)  Date last graded (if known)  

Academic faculty / PASS department Finance 

Academic department / PASS unit Comdev 

Division / section Hospitality 

Date of compilation  September 23 

ORGANOGRAM 
(Adjust as necessary. . Include position grades) 
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PURPOSE 

The main purpose of this position is to manage the front office department.  Which will include undertaking all bookings, reception 
functions, managing the front desk staff, and perform other duties as required by management.  To maximize the revenue generated 
through the sale of rooms by ensuring that the rates are managed according to occupancy.  Complete various aspects of front office 
administration as requested.  To ensure that a courteous and efficient service is provided to guests and suppliers in line with the 
University s vision, values and philosophy.   
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MINIMUM REQUIREMENTS

Minimum qualifications
An NQF level qualification in Hospitality Management 

Minimum experience
(type and years)

At least five (5) years recent and relevant hospitality experience of which one (1) year should be in a
management role at the level sought for this post. 

Skills 

Computer literacy (MS Word; MS Excel. MS Outlook)

Time management

Detail oriented

Good communication and interpersonal skills

General Knowledge

Excellent and  relevant Team player.

To be adaptable/flexible due to high pressurized operation.

Be in possession of Valid driver s license.

Leadership skills

Innovative and creative

Knowledge

The following would be advantageous:

Knowledge of any booking system especially in the hospitality industry.

Knowledge of the hotel industry.

Knowledge of UCT policies and procedures.

Professional registration
or license requirements

Other requirements
(If the position requires the 
handling of cash or finances, 
other requirements must 

Ability to handle cash 
or finances .)

Honesty and Integrity in handling finances.

Conflict management.

Professional.

Competencies
(Refer to 
UCT Competency 
Framework )

Competence Level Competence Level

Accuracy and attention to detail. 2 Time Management 2

Decision making abilities 2 Adaptability/Flexibility 2

Communication skills (written and verbal)
and interpersonal skills.

2 Computer Literacy 2

Planning and Organizing 2 University Awareness 2

Quality Commitment 3 Persuasiveness and Sales ability 3

SCOPE OF RESPONSIBILITY

Functions responsible for As specified in the position description under Key Performance Areas.

Amount and kind of 
supervision received

This post will report to the Hospitality Manager:  Commercial Development who will provide
guidance and training

Amount and kind of 
supervision exercised This position has direct reports.

Decisions which can be 
made Decisions that arise during the day-to-day execution of their assigned responsibilities.

Decisions which must be 
referred

Potential risk to the university.
All decisions not directly related to the roles and responsibilities as assigned.

CONTACTS AND RELATIONSHIPS

Internal to UCT
Hospitality Director, Hospitality Manager, Booking Officers: All Africa House, Maintenance Assistant,
General Assistant, Bartender, Stock Controller

External to UCT Guests, vendors, suppliers.
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