
THE UNITING PRESBYTERIAN CHURCH IN SOUTHERN AFRICA 
GENERAL ASSEMBLY MINISTRY COMMITTEE 

 

VACANCY: House Manager for Sedibeng House of Studies 

 
Applicants are presently being considered for the position of House Manager 

at Sedibeng House of Studies in 9th Avenue West, Menlo Park, Tshwane  
(Pretoria). Sedibeng House of Studies provides residential facilities to 
students studying at the Faculty of Theology at Pretoria University and if 
facilities permit, offers students pursuing other academic courses also to 
reside. The House promotes the training and teaching of candidates for the 
ministry, primarily for the UPCSA, but also for other denominations of the 

universal church. The intention of the House of Studies is to provide a place 

to facilitate academic growth and personal spiritual growth and development 
of students for the ministry. Additionally, Sedibeng provides a place of social 
formation and a place for students to develop good relationships and church 
connections for the future. 
 
Recommended qualities of applicants 

 
Committed Christians, preferably a member of the UPCSA may apply.  The 
applicants must be in good health (mental and physical) and have integrity, 
flexibility (e.g. tolerance of other cultures), good interpersonal skills and the 

ability to cope in a crisis. Cross cultural experience would be an advantage 
Additionally, the applicants should be “people friendly” and able to work 
harmoniously with others without getting emotionally involved in students’ 

problems or disputes and be assertive, ie. be able to ensure a strong code of 
conduct in the house and have the ability to maintain student confidentiality. 
 
 
Qualifications/Experience 
 

1. Minimum educational level Matric or 0’Levels or equivalent. 
2. Fluent in spoken and written English (Abet level 4 upwards) and 

knowledge of other language(s) will be an advantage. 
3. Relevant experience and maturity (not younger than 35 years) 

would be an advantage. 
4. Bookkeeping experience is highly recommended, and the applicant 

should be able to understand simple financial reports. 

5. Basic computer literacy; e.g. Microsoft Office is a necessity 
6. Some experience with catering would be helpful. 

 
 
Duties of the House Manager are:- 

1. To manage the House of Studies as a full boarding establishment.  
2. To supervise staff employed in the House of Studies. 

3. To be responsible for the purchase of food and to supervise the 
preparation of meals for people with differing cultural backgrounds. 

4. To supervise the maintenance of general cleanliness and hygiene on 
the premises. 

5. To oversee the general maintenance of the buildings and the 
gardens and organize routine repairs when necessary. 

6. To maintain the required level of security. 
7. To maintain financial records, maintain financial controls and to run 

the House of Studies within the parameters of the budget. 
8. To assist in the preparation of the annual budget. 
9. To work in close cooperation with the Treasurer of the Sedibeng 

Trust and to submit regular financial returns as required. 
10. To be a member of the Sedibeng House Management Committee 

and to comply with the operating guidelines it sets.  (The 
Management Committee reports to the Ministry Committee). 

11. To work in close cooperation with Ministry Secretary who in turn 
reports to the Ministry Committee. 

12. To implement the “Code of Conduct” for all residents.  
13. To be available to students in a supportive and encouraging way 

and to follow up on their queries /complaints. 
14. To be involved in the spiritual activities held at the House, as 

directed by the Chaplain and/or Ministry Secretary. 
15. To implement the vision of the Ministry Committee on its 

expectations for Sedibeng House of Studies as required 

16. To promote Sedibeng House to the wider church and to be 
innovative in its use as a conference centre during university 
vacations. 

17. To be able and willing to comply with any reasonable request as the 
need may arise. 

 
 

Conditions of Employment:- 
Remuneration to be discussed with applicant. 
The applicant must reside at Sedibeng 
Leave: 15 days per annum.  
 
A yearly performance appraisal will be conducted. The successful applicant 

should be able to start on the 2nd January, 2018 

 
Closing date for applicants is 5 December, 2017 
 
Applications to be sent to:- 
The Ministry Secretary - UPCSA 
P.O. Box 96188 

Brixton 
2019 
Email:ministry@presbyterian.org.za 


