HR191 | POSITION DESCRIPTION ®% UNIVERSITY OF CAPE TOWN

'\\ / ITUMNIYESITHI TASEKAPA * UNIVERSITEIT VAN KAAPSTAD

NOTES
. 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 Study Administrator

Job title (HR Business Partner to provide)

Position grade (if known) PC8 Date last graded (if known)

Academic faculty / PASS department | Humanities

Academic department / PASS unit Psychology
Division / section Sleep Sciences
Date of compilation 30/09/2024
ORGANOGRAM
(Adjust as necessary. Include line manager, line manager’'s manager, all subordinates and colleagues. Include position grades)
B
A/Prof Susan Malcolm
Smith
Head of Department
I

A/Prof Gosia Lipinska
(Sleep Sciences)
\ Study Principal Investigator )

[ |

A/Prof Dale Rae Co-investigator teams from Study lived experience fMRI consultant and
Study Co-investigator Mahkanda, Wits and experts specialist *
Coventry Universities

Study Study data manager and
Administrator analyst

PC08 (Research Fellow)

Study fieldworkers Study drivers
PC6 PCO05

PURPOSE

The Study Administrator will function under the line management of Associate Professor Gosia Lipinska, the Principal Investigator for
an international study (Sleep CHAMPzzz) funded by the Wellcome Trust, and which has research sites at UCT, Makhanda University
and Coventry University (UK). This position has two main functions:

(i) to coordinate the global sleep-research study activities at all three research sites

(ii) to coordinate the day-to-day activities at the UCT research site associated with the efficient execution of the sleep
research study

This job description is not an exhaustive list of all the tasks, and, in a changing environment, the specific tasks assigned may differ in
detail, but the level of responsibility and overall nature of the work will remain the same.
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MINIMUM REQUIREMENTS

Minimum qualifications

Higher or advanced certificate in project management, operations management, or similar (NQF level 5)
Advantageous: Bachelors degree in Psychology, Science, Health Sciences or related discipline

Minimum experience
(type and years)

At least two years’ experience in research study coordination with sleep research experience

Skills

Sleep research experience, including ability to prepare and maintain actiwatch and polysomnographic sleep
research equipment

Good interpersonal and communication skills

Good record keeping skills

Excellent organisational skills

Good time management skills

Ability to prioritise tasks

Decision-making & problem-solving skills

Ability to work across a multidisciplinary team

Adaptable to constantly changing environment

Knowledge

Computer Literacy (Microsoft Packages)
Advantageous: Psychology, counselling or mental health training

Professional registration
or license requirements

Valid driver’s license and actively driving
Training and Resources in Research Ethics Evaluation (TRREE) or similar ethics certificate

Other requirements

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

Ability to handle cash or finances

Competence Level Competence Level
Competencies Communication 2 Stress tolerance 1
(Refer to Adaptability and Flexibility 2 Teamwork / Collaboration 2
UCT Competency - — - - :
Framework ) Analytical thinking and problem-solving 1 Continuous learning 1
Planning & organizing / Work management | 2 Follow-up 2
Quality Commitment & Work Standard 2 Professional knowledge and skills 1
Safety awareness 2 Resilience and tenacity 1
Building Interpersonal Relationship 1 Initiating action
Research support skills 2
SCOPE OF RESPONSIBILITY
Functions responsible for | Day-to-day running of the study.
Amouqt gnd k'nd. o Principal Investigator — Study conduct, ethics, finance
supervision received
Amouqt gnd A .Of Management of field staff and drivers
supervision exercised
Decisions which can be Protocol dependent
made
Decisions which must be Protocol dependent
referred
CONTACTS AND RELATIONSHIPS
Internal to UCT
External to UCT
AGREED BY
PRINT NAME SIGNATURE CONTACT NO. DATE
Position Holder
Direct Line Manager/Supervisor
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