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Post Number:

Post Title: 



UNIVERSITY OF KWAZULU-NATAL

PRIVATE 


JOB DESCRIPTION

AN ORGANISATION CHART (ORGANOGRAM) CLEARLY SHOWING THE REPORTING STRUCTURE OF THE SCHOOL/DIVISION/DEPARTMENT/SECTION, INCLUDING THE CURRENT TITLES OF POSTS, MUST BE ATTACHED.

SECTION A - ADMINISTRATIVE DETAILS

POST REFERENCE NO.:  

JOB TITLE (Proposed title for new and restructured posts):  

SCHOOL/DEPARTMENT/SECTION:  

FACULTY/DIVISION:


CAMPUS:             DBN 
            EDG                       MED SCH                        PMB                          WVL


REASON FOR EVALUATION:
NEW POST





EXISTING POST – FIRST EVALUATION





JOB CONTENT CHANGES




_________________________________________________________________________________________

QUALIFICATIONS AND EXPERIENCE RELEVANT TO JOB CONTENT

a)  
PRIOR TO APPOINTMENT

State the absolute minimum qualification and experience required prior to appointment and explain why this qualification and experience is essential. If experience is an alternative to a qualification, how much experience would be required to compensate for the lack of a formal qualification?

 b) 
SUBSEQUENT TO APPOINTMENT
On assumption of duty, how long will it take for an employee with the qualification/experience in (a) above to become reasonably competent in this job?

_________________________________________________________________________________________

OCCUPATIONAL HEALTH AND SAFETY

The environment in which some staff members work are considered potentially hazardous to health and safety.  Such staff members will be notified in their letters of employment of such risks and shall be required to abide by the requirements of the Occupational Health and Safety Act, and the University’s policy in this regard. 

In respect of the above, are there any health conditions that are considered potentially hazardous to an incumbent’s health and safety (example: asthma, epilepsy, etc.) which would preclude an employee performing his/her duties in this post?

PLEASE COMMENCE SECTIONS B & C ON SEPARATE PAGES

SECTION B  -  JOB CONTENT (MAXIMUM - 3 x A4 PAGES)
MAIN PURPOSE OF JOB (ONE PARAGRAPH)

KEY FUNCTIONS (MAXIMUM OF 5)

	
	KEY FUNCTION
	% OF JOB

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	
	TOTAL
	100


DUTIES AND RESPONSIBILITIES RELATED TO KEY FUNCTIONS (Please list per Key Function)

1. 

2. 

3.

SECTION C - DECLARATION
THIS JOB DESCRIPTION IS A TRUE REFLECTION OF THE TASKS, FUNCTIONS AND RESPONSIBILITIES OF THE JOB.

    NAME




SIGNATURE


DATE

    ___________________________

________________________                       ______________

    HEAD OF SCHOOL SECTION

    ___________________________

________________________                       ______________

    DEAN/HEAD OF DIVISION

   _______________________

____________________

____________

    INCUMBENT

SECTION D - CONSEQUENTIAL PROMOTION DECLARATION

DETAILS OF PRESENT INCUMBENT:            Not applicable for Matching and Placing exercise
NAME:





TITLE:

STAFF NO:

1.   Are all the duties described in this Job Description presently being performed by the incumbent?  If not, which duties         or functions are not being performed and why? 

2.  Should this post be upgraded, do you wish the incumbent to be promoted to the new level? If not, why?  

    NAME




SIGNATURE


DATE

    ____________________________

________________________                       ______________

    HEAD OF SCHOOL SECTION

    ___________________________

________________________                       ______________

    DEAN/HEAD OF DIVISION

   _______________________

____________________

____________

    INCUMBENT

ss/October /2005
















