

University of the Western Cape

	Private Bag X17, Bellville 7535, South Africa

Tel: +27 21 959 2566, Fax: +27 21 959 1213 

Website: www.ioisa.org.za 
	


[image: image2.png]



18 March 2009

Project Coordinator for IOI-SA, to be based at SANBI, Kirstenbosch

	


The International Ocean Institute - Southern Africa, is looking to appoint a Project Coordinator, to assist the Project Manager (Systems Analyst) based at SANBI, Kirstenbosch campus, in the Directorate of Biodiversity Information Management. This is a one-year contract position, with possibility of renewal, at an all-inclusive contract salary of R130,000. 

The successful candidate will be assisting in the management of the development of information systems which will include various data entry forms and databases for mobile PDA’s, a system for managing all digital images within SANBI, serving plant identification keys via a customised website, and more. The candidate should therefore demonstrate good working knowledge of information technology, project management skills, as well as an aptitude for facilitating communication between the diverse groups of stakeholders who will use the systems being developed.
The candidate should display the following competencies: 

· Analyse and define a solution to the presented problem

· Draft documents outlining the problem, solution, timeline, risks and project progress

· Communicate with and guide a focus group to solve the problem

· Organize all project group meetings (e.g. reserve venue, order food and arrange travel)

· Minute all project meetings and other relevant project communication

· Communicate project progress with supervisor and implement any feedback into the project solution

· Assist with the testing of the solution

· Document and present lessons learnt to focus group and supervisor

The candidate should possess the following computer skills:

· Advanced knowledge of Microsoft Office

· Microsoft Project and Microsoft Visio knowledge an advantage

· A good understanding of computer systems in general

The candidate should have the following personal attributes:

· Maintains a friendly,  approachable and professional attitude at all times

· Establishes and maintains harmonious working relationships with coworkers and stakeholders

· Manages a group effectively to achieve a desired outcome, while recognizing the value of each member’s input

· Demonstrates excellent English written and oration skills (skills in an additional South African language is an advantage)

· Consistently delivers a high quality of work in a timely manner

· Applies logical and sound judgment when faced with a decision

· Demonstrates flexibility in the face of change

· Shows initiative, and inventiveness when dealing with problems

Candidates should forward a CV to email:ioi-sa@uwc.ac.za fax: 021 959 1213. 
For further information please phone Ms Jenny Plandt 021 959 2594/2975


Closing date: 3 April 2009
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