
 
Undergraduate Programme Coordinator 

 
The Tertiary School in Business Administration (TSiBA) is searching for new talent to join our expanding and 
dynamic team. In line with our commitment to excellence and innovation, new positions have been created 
and we have exciting and rewarding opportunities. TSiBA is committed to driving sustainable social change 
and igniting opportunity. 
 
The main purpose of this position: (1) To coordinate the design and delivery of the undergraduate degree 
programme and (2) to ensure the relevance and continuity of the stream of courses in the “Business” 
discipline at TSiBA.   
 
Accountable to: 
 
Dean 
 
Responsibilities: 

 
Core 

 Hold the integrity of the undergraduate curriculum in terms of content, standard and relevance. 
 Articulate and ensure that the scaffolding approach to teaching and learning is designed and 

implemented in a manner that recognises key assumptions of learning in place 

 Ensure both vertical and horizontal articulation of Business courses within the undergraduate 
curriculum  

 Ensure the articulation of TSiBA undergraduate programmes within the higher education sector, by 
forming partnerships with these institutions that facilitate progression into appropriate post-graduate 
studies 

 Design, deliver, assess, analyse and administer assigned courses in line with quality assurance 
guidelines 

 Manage strategic relationships with internal and external delivery partners (lecturers and tutors) 
 Nurture and maintain an external network of subject matter and curriculum stakeholders including 

moderators, corporate partners, donors and sponsors. 
 

KPA1: Curriculum design  
 KPI1: Design and update curriculum with due consideration for market requirements to ensure market-

led offerings; 
 KPI2: Network with relevant stakeholders to develop appropriate and relevant offerings; 
 KPI3: Ensure that in the design of undergraduate curricula, quality assurance and regulatory 

requirements are met. 
 

 
KPA2: Curriculum delivery 

 KPI1: Lecture and ensure the delivery of quality programmes through monitoring and evaluation of 
courses within subject disciplines; 

 KPI2: Conduct regular analysis of trends and report on trends related to course delivery. The analysis 
includes but is not limited to pass rates, throughput, etc. 

 KPI3: Teach on assigned courses and engage in tutoring to experience challenges in delivery first-
hand.  



 
KPA3: Quality assurance  

 KPI1: Comply with all academic deadlines as communicated by the Academic Administration Division 
and the Dean; 

 KPI2: Comply with all ad-hoc requests to submit progress reports on assigned courses; 
 KPI3: Submit one semester and/or one annual report per course including actual pass and throughput 

results; a year-on-year analysis and recommendations for improvement on each course 

 
KPA4: Relationship management and Networking 

 
 KPI1: Establish and maintain relationships with key internal and external stakeholders.   
 KPI2: This involves regular meetings with corporate partners, volunteers, pro-bono lecturers, the 

academic team and external curriculum advisors. 
 

Requirements: 
 Previous programme coordination experience preferable; 
 Minimum qualification: Masters or equivalent professional qualification preferably in a business-related 

degree (e.g. Entrepreneurship, Business Science, Commerce); 
 Business experience, ideally in a leadership capacity; 
 Academic knowledge about the field of business; 
 Lecturing experience essential; 
 Must be adaptable to change, capable of connecting individual courses to broader goals within subject area 

and/ or TSiBA curriculum in other subjects; 
 Compliance/quality assurance orientation; 
 Excellent communication and networking skills; 
 Strong administrative skills. Be able to meet deadlines timeously; 
 Embraces TSiBA’s philosophy and culture; 
 Committed to lifelong learning and personal development; 
 Willing to share and transfer knowledge; 
 Able to work with young people on different levels; 
 Demonstrates an understanding of students, their background and related issues; 
 Works well in a team;  
 Innovative and willing to try out new ideas; 
 Self - motivator who takes ownership to develop Pay it Forward at TSiBA; 
 Independent worker; 
 Flexible and adaptable to changing situations and circumstances; 
 Good at multitasking and managing stressful situations; 
 Proficient at building and nurturing stakeholder networks; 
 Have a good work ethic and is interpersonally and culturally sensitive. 

  
To apply to be part of this dynamic team, please send your CV with supporting motivation letter to 
careers@tsiba.ac.za  
 
TSiBA Education is committed to Employment Equity when recruiting internally and externally, this includes 
persons with disabilities. It is company policy to promote from within wherever possible. Therefore, please be 
aware that internal candidates will be considered first before reviewing external applicants, providing that this 
supports the achievement of our Employment Equity goals. 
 
Please note that shortlisted candidates should be prepared to attend face-to-face interviews at the Cape Town 
campus, at their own cost, and may be required to undergo psychometric assessments. 
 
Closing Date: Sunday, 22 October 2017  
 

If not contacted within 14 days after the closing date, please consider your application unsuccessful. 
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