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HR191 POSITION DESCRIPTION

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

POSITION DETAILS

Position title Building Supervisor

Job title (HR Practitioner to provide) Building Supervisor

Position grade (if known) 7 Date last graded (if known) Oct 2013 

Academic faculty / PASS department Humanities

Academic department / PASS unit South African College of Music

Division / section

Date of compilation March 2026

PURPOSE 

The purpose of this position is to oversee maintenance and security at the College of Music across its facilities, including 

all associated teaching, performance (Baxter Concert Hall) and administrative spaces. This role requires proactive 

planning, attentive management, and consistent supervision to ensure that all areas are safe, secure, and operate 

effectively.

Dean: 
Humanities -

Academic

Director: SACM -
Academic

Principal 
Technical 

Officer - PC11

Technician -

PC7

Technician  -
PC7

Technician -

PC6

Departmental 
Mananager -

PC10

Concert 
Coordinator -

PC9

Administrative 
Officer - PC8

Senior Secretary 
50% - PC6

Building 
Supervisor - PC7

Departmental 
Assistant - PC5

Departmental 
Assistant 25% -

PC5
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MINIMUM REQUIREMENTS 

Minimum qualifications NQF 4 qualification 

Minimum experience 
(type and years) 

At least five years’ relevant experience, preferably in a Performing Arts environment. 

Skills  

 Strong communication skills (verbal and written) 

 Basic computer literacy (email, MS Word, Excel, Outlook calendars) 

 Good interpersonal and stakeholder engagement skills 

 Ability to coordinate maintenance and facilities-related activities 

 Problem-solving and decision-making skills in operational environments 
 

Knowledge 

 Understanding of building operations, maintenance processes, and health & safety requirements. 
 Basic knowledge of facilities management systems and procedures. 

 Familiarity with occupational health and safety regulations. 

 An understanding of the different sections of the SACM (African Music, Jazz, Opera, Western Classical and 
Music Technology) would be advantageous. 

Professional registration 
or license requirements 

A valid driver’s license 

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

 Willingness to work flexible hours, including evenings and weekends when required. 
 Ability to perform physical tasks, including lifting and moving equipment. Baseline medical examination to 

be conducted prior to appointment. 

Competencies 
(Refer to  
UCT Competency 
Framework ) 

Competence Level Competence Level 

Communication 2 Safety awareness 2 

Building Interpersonal skills 1 Client/student service and support 1 

Initiating action 2 Teamwork 2 

Planning and organising 2   
 

SCOPE OF RESPONSIBILITY 

Functions responsible for Building supervision and maintenance 

Amount and kind of 
supervision received 

Responds to relatively simple queries and refers unusual queries to senior staff. Initiative is required in recurrent, 
obvious or typical work.  

Amount and kind of 
supervision exercised 

Supervision / line management of Departmental Assistants. 

Decisions which can be 
made 

Make operational, sub-system decisions. Processes are defined and freedom of choice is restricted to the operations. 

Decisions which must be 
referred 

Budget related decisions. 

 
CONTACTS AND RELATIONSHIPS 

Internal to UCT SACM staff, ICTS, CPS, P&S Maintenance, Baxter Theatre staff 

External to UCT Service providers, visitors, external cabling and network contractors 

 
AGREED BY 


