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INSETA Career Opportunity
The Insurance Sector Education and Training Authority (INSETA) has the following vacancy which reports to the Manager: ETQA.
ETQA Data Administrator 
(12-month  fixed-term position subject to a 3-month probationary period, based in Inseta offices, Parktown, Johannesburg)

Job Purpose:

To provide specialist support to the INSETA ETQA division and its accredited learning providers in managing compatibility of learner data for upload to the NLRD  

Key responsibilities: 

· Quality assurance and verification of data uploads to the Inseta learner management system and NLRD 
· Training and ongoing support to learning providers on the upload of learner data to Inseta’s learner management system  
· Processing of learner certificates 
· Support  the ETQA division in its compliance with SAQA requirements and contribute to NLRD interface, systems enhancements and advocacy of the ETQA function
Qualification and experience requirements:
· Grade 12/Matric 
· Experience in NQF learner data-capturing in an education and training environment.
· Experience in data administration for NLRD reporting and SETA-NLRD interface will be a distinct advantage.  
Skills / Competencies and Knowledge:
· Exceptional interpersonal skills, including expertise in written and verbal communication
· Knowledge and experience of the NQF, SAQA and ETQA functions 
· Ability to interpret and implement divisional/ departmental policies and procedures

· Ability to think innovatively and creatively

· Ability to work in a team environment, yet independently and perform under pressure.

· Sound computer skills in MS office programmes
Remuneration: 
· R12 000 per month, negotiable, depending on qualifications and experience  
Enquiries

Please forward CV, including full contact details, to etqa-hr@inseta.org.za indicating “ETQA data administrator” in the subject-line. 

Closing date: 29 July 2010.

If you have not been contacted within 6 weeks of the closing date, please regard your application as unsuccessful. Correspondence will only be with short-listed candidates. INSETA reserves the right not to fill any position advertised.
