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NOTES 
Forms must be downloaded from the UCT website: https://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 PERSONAL ASSISTANT to the Executive Director 

Job title (HR Business Partner to provide) 

Position grade (if known) PC08 Date last graded (if known) 

Academic faculty / PASS department Development and Alumni Department 

Academic department / PASS unit Executive Directors Office 

Division / section 

Date of compilation  

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

 
 
 
 

 
 
 
 

PURPOSE 
The main purpose of this position is to provide a high level of secretarial and administrative support to the office of the Executive 
Director: Development and Alumni Relations to enable the Department to perform at full potential with respect to the leadership and 
executive responsibilities. 

Executive Director 
PC13(3) 

Personal Assistant 
PC 08 
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MINIMUM REQUIREMENTS 

Minimum qualifications Relevant NQF 6 qualification 

Minimum experience 
(type and years) 

At least 3 - 5 years’ experience as a Personal Assistant/Senior Secretary to a Senior Manager 

Skills 

Excellent written communication skills, attention to detail coupled with good interpersonal 
skills.
Demonstrated organisational, planning, and administrative skills.
Strong stakeholder relations
Teamwork and collaboration.
Maintaining good standards
Proven computer literacy in the use of MS Word, PowerPoint, Adobe Acrobat, Internet, E-mail,
video conferencing platforms (MS Teams and ZOOM) and the electronic diary.Advanced Excel Skills, i.e., the ability to use advanced functions, e.g., V-lookup, pivot

tables,formulas, filtering, sorting, etc.

Knowledge Knowledge of UCT processes would be advantageous 

Professional registration 
or license requirements 

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

Ability to work ndependently  and under pressure, as well as part of a team 

Competencies 
(Refer to 
UCT Competency 
Framework ) 

Competence Level Competence Level 
Planning and organizing 2 Communication 2 
Analytical Thinking/Problem Solving  2 Quality Commitment /Work Standards 2 
Teamwork/Collaboration 2 University Awareness 2 
Building Interpersonal Skills 2 Client/Student service and input 2 

SCOPE OF RESPONSIBILITY 

Functions responsible for 
• Personal assistance to the ED: Development and Alumni Department
• General office administration
• Human resource administrative assistance for the Development and Alumni Department

Amount and kind of 
supervision received 

The position works largely supervised, and with supervision the 

Amount and kind of 
supervision exercised 

The incumbent would not be responsible for the supervision of any other positions within the Development 
and Alumni Department. 

Decisions which can be 
made Needs to make decisions about own work, i.e. scheduling of meetings, prioritization of tasks, etc. 

Decisions which must be 
referred 

The incumbent would need to refer to the ED regarding the cancellation of meetings, financial implications, 
etc. 

CONTACTS AND RELATIONSHIPS 

Internal to UCT Other personal assistants and administrative staff at the level of the University Executive, project leaders, 
staff within the Development and Alumni Department. 

External to UCT Personal assistants at Foundations and Corporates, donors and alumni seeking appointments with the ED. 
Administrative staff at organisations on which the ED serves as a board member or trustee 

AGREED BY 

PRINT NAME SIGNATURE CONTACT NO. DATE 

Position Holder Vacant 


