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GRANT COORDINATOR (Head Office)
Duration of post on request 
The Desmond Tutu HIV Foundation, affiliated to the University of Cape Town, is looking for a young, energetic and ambitious person to support the Project Finance and Operations Manager in extending our Finance Unit.

Such a person would be working in a research environment, need to be service delivery oriented with an interest and skills Grant Coordination administration. They would need to:

Requirements:

· Tertiary degree in related field, e.g. accounting or business admin
· Minimum of 3 years’ experience within related in business admin or grant coordination
· Previous experience in an academic research, clinical or public health environment is advantageous
· Familiarity with the SAP B1 (or R/3) accounting system would be advantageous
· Good computer literacy (Ms Word, Excel, Internet)

· Excellent numeracy skills

· Good SharePoint skills 

· Good Teamwork and collaboration when deadlines must be met

· Taking initiative, Forward thinking, proven initiative and pro activeness is essential 

· Ability to multi-task, work well under pressure 
· Problem solving and decision making
· Ability to work independently and accurately with minimal supervision

· Excellent communication and interpersonal skills

· Ability to work methodically, efficiently and meticulously

Responsibilities:

· Assist with the Grant Application Process and the Coordination of Applications

· Provide support in grant compliance, including the coordination, assistance and collation of the preparation of interim and annual progress reports 

· Coordinate and compile staff effort allocations, salary allocations report and time sheet management reports.

· Coordinate meetings, agendas, write and circulate minutes for the Operations Committee (monthly), Steering Committee (bimonthly) and Scientific Advisory Group (twice a year) meetings.

· Manage the outcome of current and future special projects and ensure objectives are achieved within timeframes.
· Responsible for content management and staff training for the SharePoint website.
· Opening and Capturing of Sales Opportunities (pre-awards) that have not been captured on the system.
· Assist the Project finance manager in producing DTHF monthly reports timeously for presentation at Strategic Planning Group meetings.
Please send a covering letter, concise CV with certificates and details of 3 contactable referees to Jobs@hiv-research.org.za, Attention HR Manager or fax 021 406 6255 or hand-deliver to Riaan Beukes  (indicating the name of the position that you apply for) by 01st July 2015
NB: Only short-listed candidates will be contacted. We are committed to equity in our employment practices. It is our intention to appoint individuals with the aim of meeting our equity objectives. We reserve the right not to appoint if no suitable candidates are identified.

If you are a foreign national applying for this position please attach a copy of your work permit to your application.

If you have not heard from us within two weeks after the closing date please consider your application as unsuccessful.

Desmond Tutu HIV Foundation is a child friendly organisation committed to the protection of children.

For more information about the organization please visit our website at www.desmondtutuhivfoundation.org.za
PASSION | INNOVATION | PROGRESS
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