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            INTERNAL VACANCY 

JOB DESCRIPTION

DIVISION:  Academic Registry
POSITION TITLE: Assistant Registrar (Admissions and Registration)
 
LOCATION: Based at 54 Commissioner, Marshalltown, Johannesburg
CLOSING DATE:
 30 July 2010
CONTRACT PERIOD:
2 Years
POSITION IN COMPANY/ORGANOGRAM:

	SUPERVISOR 1st LEVEL



	Registrar

	SUPERVISOR 2ND LEVEL
	: Deputy Registrar (Academic Affairs)

	THIS POSITION
	: Assistant Registrar (Admissions and Registration)


QUALIFICATIONS/EXPERIENCE

	Minimum formal qualification or NQF equivalent
	· Bachelor’s Degree in education with statistics or any other relevant higher education degree qualification

	
	· A high level of computer skills.  

· Excellent writing ability and communication skills.  

· Excellent interpersonal skills.  

· Relevant experience working in a higher education environment.  

· Possess good organizational skills 
· Able to work collaboratively in a team environment. 

· A minimum of five (5) years experience managing people and projects


Job summary: 
The Assistant Registrar is responsible for the management of all aspects of student recruitment, admissions and registration processes. The incumbent is expected to handle multiple responsibilities, solve complex problems and ensure that there are proper systems, policies, processes and procedures in place to meet service expectations and strategic goals for recruitment, admissions and registration.  She/he will also be expected to manage the Units information desk. Main duties include but are not limited to

Main duties include but are not limited to:
·  Assist in the development and implementation of CIDA’s recruitment plan.

· Effectively manage all aspects of the admissions process including the development of admissions materials, information brochure and prospectus.

· Work closely with the admissions committee of the academic board in the planning and implementation of the recruitment plan and admissions process.
· Maintain effective communication with all stakeholders.

· Supporting and advising the Deputy Registrar and the Registrar regarding trends in admissions and educational issues affecting recruitment and admissions planning.

· Attending and/or arranging information sessions and open days

· Developing and managing the recruitment and admissions budget to maximize efficiency and effectiveness in the use of financial resources

· Plan and coordinate the registration of new and returning students.

· Provide all relevant records and statistics.

· Manage the customer information desk of the academic registry office.

· Develop, implement, monitor and evaluate systems, procedures and policies under his/her responsibility.

· Any other duties which may be assigned from time to time by the Executive Director or the Registrar or the Deputy Registrar for Academic Affairs.

WORKING CONDITIONS:
• Based at 54 Commissioner, Marshalltown, Johannesburg. 
Employment Equity

CIDA City Campus is committed to Equal Opportunities & appointments will be made in accordance with Employment Equity Policies. 

Eligibility note:

It is unlawful to employ a person who does not have permission to live and work in South Africa. Unless the advert states otherwise, please ensure you have this permission before applying.

To apply: 

Submit a covering letter and detailed CV including relevant qualifications and experience together with the names and addresses/e-mail details of minimum three referees to: Mrs Elizabeth Moloi, Human Resources Office, CIDA City Campus, Johannesburg via e-mail:emoloi@cida.co.za/ hr@cida.co.za or per hand.

Closing date: 30 July 2010
CIDA City Campus reserves the right not to make an appointment. Correspondence will be limited to successful candidates only. If you do not receive any response from us within one month from the date of this advertisement, please accept that your application was unsuccessful.




















