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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

Associate Director HR, Finance, and Operations _ J-PAL Africa

Job title (HR Practitioner to provide)

Position grade (if known)

Date last graded (if known)

Academic faculty / PASS department | Commerce
Academic department / PASS unit Economics
Division / section SALDRU

Date of compilation

3 October 2024

(Adjust as necessary. Include

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

PURPOSE

The main purpose of this positio

n is to support the J-PAL Africa Executive Director in ensuring the J-PAL Africa

Programme is delivered across Africa to the highest global standards. The role involves supporting primarily the finance

and operation vertical, ensuring
ensure staffing needs are well m

the improvement, redesign, and timely management of J-PAL Africa’s finances and to
et

J-PAL Global Executive Director and

GALDRU Dive ciie Scientifi c.Di rectors

{Academic)
Executive Director 1

’ _____________________
DigiFl Associate Associate Associate Associate Director
Project Director Director of Director of HR, Director of of Research
1 Policy Finance and Education and
Senior Policy M Operations training
sl st GEE Snr Policy * _ oo
(PC11) —+¢ Mana PC11 Data Engineer/ Py PO
ok Scientist (PC11) anager (PC11)
Project coordinator Shr Ops
(RS AWL Policy —¢ Manager Research
Snr Policy Manager (PC11) {PC11) o I‘\Iéegl:ger
Associate (PC09) | o —*  Administrative ( )
Snr Poli Assistants
Policy Associ Associ tcy PCO9 (PCO7) Snr Rgsearch
olicy Associate sociate ( ) bt
(PCO08) (PCO08)
Research
Policy/ Comms —= Associates
Associate (PCO08) (PCO0B)
L Office Assistant R
(PC08) B
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MINIMUM REQUIREMENTS

Minimum qualifications

NQF 8 qualification in Business Management or equivalent
Professional Chartered Accountancy qualification (CA)SA s preferred

MBA would be advantageous.

Minimum experience
(type and years)

e At least 7 years relevant experience in managing finances for a large organisation , overseeing staff
development and operations; and reporting to internal leadership within the organisation as well
as external stakeholders.

® Proven leadership and management track record

e Experience writing and managing budgets; financial planning and forecasting; and in designing,
setting up, and improving financial systems.

e Experience in setting up and managing organisational systems and processes, including familiarity

with HR, finance, and day-to-day operations

e Strong skills in Excel, Word and PowerPoint

e Advanced writing and oral presentation skills in English, particularly the ability to communicate
technical research to policymakers in a non-technical manner
Excellent communication skills

Skills
Excellent programme and people management skills
e Strategic thinking through to quality programme execution
e  Organisational design
Knowledge

e Financial reporting

Professional registration
or license requirements

Other requirements

e Honesty to authorize payments

(If the position requires the . . . e . .
handiing of cash or finances, | ® Proﬁmenpy with SAP as an accounting system, and familiarity with UCT finance
other requirements must and HR pOhCleS.
include ‘Honesty to handle
cash or finances’.)

Competence Level Competence Level
Competencies Individual Leadership 3 Building Partnerships 3
(Refer to

UCT Competency
Framework )

Strategic Leadership Resource Management

People Management

WlW|lw

3
Facilitating change 3
3

Analytical skills/ problem solving Communication

SCOPE OF RESPONSIBILITY

Functions responsible for

Finance, Operations, HR management, functions within J-PAL Africa and with the management of a
Francophone West African office.

Amount and kind of
supervision received

Directly from the J-PAL Africa Executive Director; J-PAL’s Global Director of Finance and Operations, and
the Scientific Directors of J-PAL Africa.

Amount and kind of
supervision exercised

Direct line management of the finance and operations’ team. Provide some strategic guidance to all other
verticals, in terms of managing HR, finances, and strategic programme design.

Decisions which can be
made

Performance management processes across verticals, processes to improve staff development and career
progression; financial management (budgeting, tracking expenses, reporting, and best practices on financial
reporting and overall management); ,

Decisions which must be
referred

Sign off on strategy, big new projects

CONTACTS AND RELATIONSHIPS

Internal to UCT

SALDRU, UCT Research Contracts, UCT Commerce Finance, UCT Foreign Payments, UCT Commerce
Human Resources
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External to UCT

J-PAL Offices (in USA, Chile, India, Indonesia, France), J-PAL Affiliates at universities around the world)

international donors, policymakers across African countries, NGOs

AGREED BY

PRINT NAME SIGNATURE CONTACT NO. DATE
Position Holder N/A
Direct Line Manager/Supervisor Vinayak Bhardwaj V. Atawn MU X4961 29/01/2025
Area Line Manager Vinayak Bhardwaj /. Aaan d«w‘q X4961 29/01/2025
HOD Reza Daniels A 5.l X2726 29/01/2025
Dean/ED Suki Goodman (3‘1%«1*-;-&“\ - X2472 29/01/2025
HR Business Partner Rushda Alawie @L(U.E-‘L 29/01/2025
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