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NOTES

e Forms must be downloaded from the UCT website: http://forms.uct.ac.za/forms.htm
e This form serves as a template for the writing of position descriptions.
e A copy of this form is kept by the line manager and the position holder.

POSITION DETAILS

Position title

Alumni Relations Manager

Job title (HR Practitioner to provide)

Position grade (if known)

Grade 10

Date last graded (if known)

November 2016

Academic faculty / PASS department

Alumni Relations & Careers Service

Academic department / PASS unit

Academic

Division / section

GSB

Date of compilation

06 November 2020

ORGANOGRAM

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

Ve

GSB Director

~

( Head Alumni Relations & )

Careers Service

q Grade 11 )
1
1 1
Alumni Relations Careers Service Manager
Manager Grade 10 Grade 10
Alumni Relations Coordinator Careers Service Officer
Grade 9 Grade 8
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PURPOSE

The main purpose of this position is to:

Create and maintain pathways for alumni advancement by implementing distinctive alumni engagement actions, which further the aims
of alumni, students and the broader UCT GSB community.

This will entail:

e Accountability for the planning and implementing of alumni events that strategically engage alumni and students and so

strengthen the relationship with the GSB. The engagement should directly benefit alumni and students and the rest of the GSB
community.

Continuously and professionally manage relationships with GSB alumni and students
e Collaborate closely with GSB community to ensure appropriate alumni engagement, as required.
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MINIMUM REQUIREMENTS

Minimum Qualifications

NQF 7 graduate qualification, alternatively post graduate tertiary qualification, preferably in Business,
Management, or a related field.

Minimum experience
(type and years)

At least 3-5 years experience in the Higher Education sector having worked with postgraduate and/ or
Masters students. Alternatively, 4 — 6 years' experience having worked in an environment where the incumbent
was accountable for stakeholder engagement in a management capacity, specifically focused on building and
maintaining partnerships.

Action orientated; demonstrated in previous successes

Demonstrate an understanding of all communication platforms as well as newer communication
platforms and the ability to work or oversee the work of others on these platforms

Understanding current technologies and the use of applications for organizational processes.
Excellent verbal & written communication skills and exemplary social skills.

Ability to organise and manage a diverse range of assignments and projects with high proficiency
and accuracy

Ability to adjust to changing priorities and meet deadlines at short notice

A minimum of 3 years experience in staff management and budgetary requirements

Ability to contribute to strategy.

Ability to translate strategy into strong tactical/operational component of Alumni Relations

Excellent planning skills,

Excellent written communication skills including the production of complex reports for different audiences
Experience in synthesizing data

Experience in collaborating with a range of stakeholders and building relationships across all functions

Excellent presentation skills and professional deliver communication to all stakeholders
Demonstrably strong writing, organizational, and event management skills

Flexibility and initiative, as well as the ability to work independently, combined with the skills for thriving
in a team environment to achieve GSB goals

High professional and ethical standards for handling confidential information

Ability to organize and complete multiple tasks simultaneously with close attention to detail and
prioritization to meet deadlines

Ability to travel locally, nationally, and internationally (as appropriate) and work evenings and weekends
as required

Highly effective planning, scheduling, time management, and follow-through skills required to
coordinate and implement special programs.

s Independent judgmentandmdividuat discretiominvolved withdevetopimgatummievernts
Skills Proficiency in the written and spoken English language
Knowledge It is advantageous if knowledge covers PR, Alumni Relations

Professional registration
or license requirements

Not Applicable

Other requirements

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

Not Applicable

Competencies
(Refer to

UCT Competency
Framework )

Competence Level Competence Level
Building partnerships 2 Individual leadership 2
People management 2 Resource management 2
Planning & organizing/ work management 2 Resilience/tenacity 2
Written communication 2 Initiating action/initiative 2
Quality commitment/work standards 2 Results focus 2
Stress tolerance 2 Teamwork/collaboration 2
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Client/student service & support

2 University Awareness

SCOPE OF RESPONSIBILITY

Functions responsible for

As a member of the alumni team, provide input into the Alumni Relations Strategy. Responsible for the
tactical execution of the Alumni Relations strategy.

Amount and kind of
supervision received

Minimal supervision is required.

Amount and kind of
supervision exercised

Limited supervision when delivering daily tasks/activities

Decisions which can be
made

Decisions related to all alumni events

Decisions which must be
referred

Decisions related to alumni platforms, engagement tools

CONTACTS AND RELATIONSHIPS

Internal to UCT

All GSB staff, particularly Programme Directors and Team, Marketing, Recruitment and Admission,

Breakwater Lodge.

External to UCT

Alumni, students, and Corporate Sponsors

AGREED BY
PRINT NAME SIGNATURE CONTACT NO. DATE
Position Holder
Line Manager | Morea Josias Weorea 9044@ X1340 05 March 2025
HOD Morea Josias Wlorea @"W x1340 05 March 2025
A v
Dean / ED £ A E--. £

Catherine Duggan

12 March 2025

HR Practitioner
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