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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 Chief Scientific Officer

Job title (HR Practitioner to provide) Chief Scientific Officer 

Position grade (if known) PC 10 Date last graded (if known) 

Academic faculty / PASS department Science

Academic department / PASS unit Oceanography

Division / section

Date of compilation 2   202  

ORGANOGRAM 
(Adjust as necessary. Include line manager, line manager’s manager, all subordinates and colleagues. Include position grades) 

PURPOSE 
The main purpose of this position is to ensure the effective operation and maintenance of the denitrifier-IRMS facility in the Marine 
Biogeochemistry Laboratory. This involves maintenance and repair of the IRMS instrumentation, especially the custom bult gas-bench, 
and ensuring a well-maintained facility. It also involves liaising with users concerning their analytical requirements, advising and 
assisting with sample preparation and analysis, record keeping for analytical procedures used in the laboratory, overseeing inter-
laboratory standardization to international quality, monitoring use of consumables and managing the purchase of replacements, billing 
users and controlling expenditure, training new users, and overseeing Health & Safety matters related to the laboratory. 

HOD – Prof  

Academic in charge of Marine Biogeochemistry Lab – Katye Altieri

Chief Scientific Officer (this post)



31
 J

an
ua

ry
 2

02
1

P
a

ge
 2

 o
f 

8
H

R
19

1

C
O

N
T

E
N

T

K
e

y
 p

e
rf

o
rm

an
c

e
 a

re
a

s 
%

 o
f 

ti
m

e
 

s
p

e
n

t

In
p

u
ts

 
(R

e
sp

o
ns

ib
ili

tie
s 

/ a
ct

iv
iti

es
 /

 p
ro

ce
ss

es
/ m

e
th

o
ds

 u
se

d
)

O
u

tp
u

ts
 

(E
xp

ec
te

d
 r

e
su

lts
)

E
.g

.
G

en
er

al
 a

n
d 

of
fic

e 
ad

m
in

is
tr

at
io

n
25

%
T

ak
es

, t
yp

es
 u

p 
a

nd
 d

is
tr

ib
ut

es
 m

in
ut

es
 a

nd
 a

g
en

da
s 

fo
r 

m
on

th
ly

 d
ep

ar
tm

en
ta

l m
ee

tin
g.

G
re

et
s 

vi
si

to
rs

, 
en

qu
ir

es
 a

s 
to

 t
he

 n
at

ur
e

 o
f t

he
ir 

vi
si

t a
n

d 
di

re
ct

s 
th

e
m

 to
 th

e 
ap

pr
op

ria
te

 s
ta

ff
 m

em
b

er
.

A
ll 

st
a

ff 
m

em
be

rs
 r

ec
ei

ve
 a

n 
el

ec
tr

on
ic

 c
op

y 
of

 a
cc

ur
at

e
 

m
in

ut
es

 a
nd

 a
ge

n
da

s,
 in

 t
he

 d
e

pa
rt

m
en

ta
l t

e
m

pl
a

te
/fo

rm
at

, 
a 

w
ee

k 
be

fo
re

 t
he

 m
e

et
in

g.
 

V
is

ito
rs

 a
re

 d
ire

ct
ed

 to
 a

pp
ro

pr
ia

te
 s

ta
ff 

m
em

be
r 

in
 a

 
pr

of
es

si
on

al
 a

nd
 e

ff
ic

ie
n

t m
a

nn
er

.

1
D

a
ily

 in
vo

lv
e

m
e

n
t i

n
 o

p
e

ra
tio

n 
o

f 
IR

M
S

 a
n

d
 

is
o

to
p

e
 a

n
a

ly
se

s.
 M

an
a

ge
 s

am
p

le
 t

h
ro

u
g

h
pu

t. 
4

0
E

n
su

re
 d

a
ily

 Q
C

 o
f 

IR
M

S
 s

ys
te

m
P

re
p

a
re

 s
am

p
le

s 
fo

r 
is

o
to

p
e

 a
n

a
ly

se
s

R
u

n
 is

o
to

pe
 s

a
m

pl
es

 o
n

 IR
M

S
M

o
n

ito
r 

in
st

ru
m

en
t 

pe
rf

o
rm

a
nc

e
S

u
p

e
rv

is
e 

o
th

e
r 

a
na

ly
st

s
E

n
su

re
 d

a
ta

 q
ua

lit
y

H
ig

h
 t

h
ro

u
gh

p
u

t o
f 

is
o

to
p

e
 s

am
p

le
 a

n
al

ys
es

H
ig

h
 le

ve
l o

f c
o

ns
is

te
n

cy
 in

 IR
M

S
 p

e
rf

o
rm

a
n

ce
W

e
ll-

m
a

in
ta

in
e

d
 fa

ci
lit

y 
th

a
t i

s 
re

a
d

y 
a

n
d

o
p

e
ra

tio
na

l a
t a

ll 
tim

es
P

ro
d

u
ct

io
n 

o
f 

hi
g

h
-q

u
al

ity
 d

a
ta

2
R

e
sp

o
ns

ib
le

 fo
r 

IR
M

S
 la

b
o

ra
to

ry
, 

e
qu

ip
m

e
nt

, 
a

n
d

 a
ffi

lia
te

d
 d

en
itr

ifi
e

r 
e

q
ui

p
m

e
n

t.
 P

u
rc

h
as

e
 

m
a

te
ria

ls
 a

nd
 c

o
n

su
m

a
b

le
s 

fo
r 

a
ll 

a
sp

e
ct

s 
o

f 
IR

M
S

 f
ac

ili
ty

. 

2
5

M
a

in
ta

in
 a

ll 
e

qu
ip

m
e

nt
 a

ss
oc

ia
te

d
 w

ith
 is

o
to

p
e

sa
m

p
le

 p
re

pa
ra

tio
n

 a
n

d
 th

ro
u

gh
p

u
t 

to
 a

 h
ig

h
st

a
nd

a
rd

C
o

n
d

u
ct

 r
o

ut
in

e 
m

ai
n

te
n

a
nc

e
 o

f 
IR

M
S

D
ia

g
n

os
e

 g
a

s 
b

e
nc

h
 a

n
d

 I
R

M
S

 t
e

ch
n

ic
a

l
is

su
e

s 
a

s 
n

e
ed

e
d

O
rg

a
n

iz
e

 p
u

rc
h

as
in

g
 o

f s
up

p
lie

s 
an

d
co

ns
u

m
a

b
le

s
E

n
su

re
 s

u
ffi

ci
e

nt
 s

to
ck

 t
o

 k
e

ep
 I

R
M

S
 f

ac
ili

ty
o

p
e

ra
tio

na
l

W
e

ll 
o

rg
a

ni
ze

d
 a

n
d

 e
q

u
ip

p
e

d 
fa

ci
lit

y 
re

a
dy

 to
ru

n
 a

s 
n

ee
d

e
d

IR
M

S
 r

e
m

a
in

s 
w

e
ll-

m
a

in
ta

in
e

d 
a

n
d

 in
 w

a
rr

an
ty

T
e

ch
n

ic
a

l i
ss

u
es

 q
ui

ck
ly

 id
e

n
tif

ie
d

E
n

su
re

 is
o

to
pe

 s
a

m
pl

e
 p

re
p

a
ra

tio
n 

is
o

p
e

ra
tio

na
l a

n
d

 a
va

ila
bl

e
 a

t 
a

ll 
tim

es

3
 

R
e

sp
o

ns
ib

le
 fo

r 
da

ta
 q

u
a

lit
y,

 in
te

r-
la

b
o

ra
to

ry
 

co
o

pe
ra

tio
n

 a
n

d
 s

ta
nd

a
rd

iz
at

io
n

 t
o

 in
te

rn
a

tio
n

al
 

q
u

a
lit

y.
 

1
0 

E
n

su
re

 t
h

e
 IR

M
S

 d
a

ta
 o

u
tp

u
t 

is
 o

f
in

te
rn

a
tio

n
a

lly
 a

cc
e

p
ta

b
le

 q
ua

lit
y

P
a

rt
ic

ip
a

te
 in

 in
te

r-
la

b
o

ra
to

ry
 s

ta
n

d
a

rd
iz

a
tio

n
a

ct
iv

iti
e

s

A
ll 

d
at

a
 o

u
tp

u
t m

ee
ts

 a
cc

e
pt

ed
 in

te
rn

a
tio

n
al

st
a

nd
a

rd
s.

T
h

e
 U

C
T

 M
B

L
 is

 a
 r

e
co

g
n

iz
e

d 
p

a
rt

ic
ip

a
n

t i
n

in
te

r-
la

b
o

ra
to

ry
 s

ta
n

da
rd

iz
a

tio
n

 a
ct

iv
iti

es

4
M

a
in

ta
in

 r
e

co
rd

s 
o

f i
n

te
rn

a
l a

nd
 e

xt
e

rn
al

 u
se

rs
 

a
n

d
 m

a
in

ta
in

 f
in

a
nc

ia
l b

al
a

nc
e 

in
 c

h
a

rg
in

g
 

u
se

rs
 a

nd
 c

o
n

tr
ol

 e
xp

e
nd

itu
re

s.
 

1
0

K
e

e
p

 r
ec

o
rd

s 
o

f I
R

M
S

 m
a

in
te

n
a

n
ce

K
e

e
p

 r
ec

o
rd

s 
o

f s
am

pl
e

 t
h

ro
ug

h
p

u
t

Q
u

o
te

 e
xt

e
rn

a
l u

se
rs

 f
o

r 
a

n
al

ys
is

 c
os

ts
 a

n
d

tim
el

in
e

s
C

h
a

rg
e

 e
xt

e
rn

a
l u

se
rs

 fo
r 

a
na

ly
se

s 
do

n
e

 in
 t

he
fa

ci
lit

y

M
a

in
ta

in
 s

ou
n

d
 fi

na
n

ci
a

l b
a

la
nc

e
 f

o
r 

th
e

 fa
ci

lit
y

L
o

g
b

oo
k 

o
f 

IR
M

S
 m

ai
n

te
n

a
nc

e
 s

ch
e

du
le

L
o

g
b

oo
k 

o
f 

al
l s

a
m

p
le

 a
n

al
ys

es
 a

nd
 u

se
rs

5
S

u
p

e
rv

is
e 

a
n

d 
tr

a
in

 u
se

rs
 a

n
d 

la
b

o
ra

to
ry

 s
ta

ff
 in

 
b

e
st

 p
ra

ct
ic

e
 in

 t
h

e 
la

b
. 

1
0

T
ra

in
 a

n
d

 s
u

pe
rv

is
e

 a
ll 

u
se

rs
 in

 p
ro

pe
r

p
ro

ce
d

u
re

s
C

o
n

d
u

ct
 a

nn
u

al
 t

ra
in

in
g

 s
e

ss
io

n
 f

o
r 

a
ll 

n
e

w
p

o
st

g
ra

d
ua

te
 s

tu
d

e
n

ts

A
ll 

us
e

rs
 a

re
 p

ro
p

e
rly

 tr
a

in
e

d
A

ll 
n

e
w

 s
tu

d
e

n
ts

 a
re

 in
tr

o
d

uc
ed

 t
o

 t
he

 p
ro

p
e

r
u

se
 o

f 
th

e
 f

ac
ili

ty



31
 J

an
ua

ry
 2

02
1

P
a

ge
 3

 o
f 

8
H

R
19

1

6
 

O
ve

rs
ee

 h
ea

lth
 a

n
d 

sa
fe

ty
 m

at
te

rs
 in

 t
he

 la
b

. 

5
 

E
n

su
re

th
a

t p
ro

pe
r 

sa
fe

ty
 p

ro
ce

d
u

re
s 

a
re

fo
llo

w
e

d
D

e
si

gn
 a

dd
iti

o
n

al
 s

a
fe

ty
 p

ro
ce

d
u

re
s 

a
s 

n
e

ed
e

d

A
 s

a
fe

, 
a

cc
id

e
n

t-
fr

e
e

 la
b

o
ra

to
ry

W
ri

tt
e

n 
sa

fe
ty

 p
ro

ce
du

re
s 

a
va

ila
b

le
 in

la
b

o
ra

to
ry



31 January 2021    Page 4 of 8   HR191 

MINIMUM REQUIREMENTS

Minimum qualifications A PhD in a related field and at least 2 years relevant experience. 

Minimum experience 
(type and years)

Experience with gas-bench extraction systems, gas-source mass spectrometers, interfacing electronics and 
computers to scientific equipment. 

Skills 
A demonstrable aptitude for maintenance of laboratory and scientific equipment, particularly GC and IRMS. 

Knowledge 

General and practical technical competence, knowledge of the use of stable isotope data as a scientific 
research tool, knowledge consistent with minimum experience specified above. 

Professional registration 
or license requirements 

Not required. 

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

Honesty to handle cash or finances.

Competencies 
(Refer to 
UCT Competency 
Framework ) 

Competence Level Competence Level 

Analytical thinking / Problem solving 3 Planning and organizing/ work management 3 

Client/student service and support 2 Professional knowledge and skill 3 

Building interpersonal relationships 2 Teamwork / collaboration 1 

Communication 2 Research support skills 2 

SCOPE OF RESPONSIBILITY 

Functions responsible for The denitrifier-IRMS facility in the Marine Biogeochemistry Laboratory and all associated equipment. 

Amount and kind of 
supervision received 

Minimal supervision on technical aspects of job, report to directors of the MBL 

Amount and kind of 
supervision exercised 

Supervision of students and external users in the laboratory 

Decisions which can be 
made 

Routine decisions involving running the denitrifier-IRMS facility 

Decisions which must be 
referred 

Purchase of major equipment and major changes to the gas-bench IRMS system 

CONTACTS AND RELATIONSHIPS 

Internal to UCT Multiple departments in the Faculty of Science 

External to UCT Users from southern African universities and research institutions and many international collaborators 

AGREED BY 

PRINT NAME SIGNATURE CONTACT NO. DATE 

Position Holder 

Line Manager Katye Altieri X1222 
2   
202  


