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UCT’s Primary Health Care Directorate (PHCD) seeks to appoint a part-time (25 hours per week) Site Coordinator for the Eden District based in George on a one-year T1 fixed-term contract from the 1st January 2015.  The Site Coordinator will report to the Health Teaching Platform Manager.

The main purpose of this position is to provide logistical, administrative and individual support to clinicians and the students they teach at the George Hospital Complex (GHC); to assist with the placement of students at the GHC; 

to exercise oversight in respect of the accommodation of students during their placements within the Eden District; and to take responsibility for the UCT student resource centre at the site.
Responsibilities
· Liaising with hospital management around practical and logistical issues pertaining to when, where and with whom students will be working during their rotations
· Liaising with the relevant clinical departments at UCT

· Assisting the clinical teachers on-site with the administrative work associated with their teaching, including communication with students and the organisation of examinations 

· Liaising with and assisting UCT students on-site

· Managing an on-site resource centre and ensuring that UCT computers on-site are secure, appropriately utilised and in good working order (liaising with campus-based IT services as necessary)

· Managing an on-site UCT administrative office including maintaining and controlling a stock of office and computer consumables for use by clinical teachers and students

· Liaising with the Faculty Transport Office and the drivers of the relevant student busses to help ensure the smooth functioning of student transport

· Assisting the Health Teaching Platform Manager with other tasks appropriate to the job and the incumbent’s competencies (as time permits)
· Exercising oversight in respect of student accommodation during their placements (maintenance, liaison, etc.)
Requirements

· A relevant post-matriculation certificate, diploma or degree
· 3-5 years in a responsible administrative position

· Proficiency in MS Word and MS Excel

· Excellent interpersonal and communication skills

· Self-motivation and the ability to take initiative and be proactive

· Demonstration of previous experience of working independently

· Good time-management skills

· A mature and professional approach
· Proficiency in verbal and written English
· A valid driver’s licence and preparedness to travel to Cape Town and other sites
The following would be advantageous:

· Experience in a university or teaching environment and/or interaction with students
· Proficiency in Afrikaans and isiXhosa
The annual cost of employment (25 hours a week) is between R97 718 and R182 173. 

To apply, e-mail the UCT Application form (download at http://web.uct.ac.za/depts/sapweb/forms/hr201.doc) and all other relevant documentation as indicated on the form, clearly indicating “SC George” followed by the reference number in the subject line to Cha Johnston; email: cha.johnston@uct.ac.za 
An application which does not comply with the above requirements will be regarded as incomplete. Only shortlisted candidates will be contacted. A skills test may be administered as part of the interview process.
Address: PHC Directorate, Old Main Building, Groote Schuur Hospital, E47-66, Observatory 7925
Telephone: +27 21 406 6031 Fax: +27 21 448 5653; Website: www.primaryhealthcare.uct.ac.za
Reference number:  
I-3084





Closing date:   
17 October 2014
UCT is committed to the pursuit of excellence, diversity and redress. Our Employment Equity Policy is available at 

http://www.uct.ac.za/downloads/uct.ac.za/about/policies/eepolicy.pdf
UCT reserves the right not to appoint.
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