

	POST LOCATION DETAILS

	Business Unit: 
	South African Institute for Aquatic Biodiversity (SAIAB)

	Division
	SCIENCE PLATFORMS

	Department
	COLLECTIONS & INFORMATION PLATFORM

	A. POST IDENTIFICATION

	Job Title: 
	Curator
	Post Number:
	
	Job type 
	Permanent
	Main Purpose of Job:
	· To contribute to the strategic direction of the collections and library, and biodiversity information management, in collaboration with the Collections and Biodiversity Information Managers and Senior Librarian.

	Reporting to: 
	Senior Curator – Vacant 
(Currently either Managing Director or the Chief Scientist)
	Post Number:
	

	Organisational Structure:
	



    Curator







	B. POSITION DIMENSIONS

	Total Staff Complement 
(of Division)
	Collections & Information Platform = 9 (excluding PDP Post Doc)
[Collections = 7;  Biodiversity Information Unit = 1; Library=1]

	Number of direct reports
(Who reports to this position)
	1 (Collections Manager)





	C. CONTACTS / LIAISON

	Most Important Clients (Internal)
	
	Who
	Why
	How Often

	Managing Director
	Strategic Management
	As required

	Chief Scientist
Science Platform Manager
	All aspects of collections management - project planning, problem solving and goal setting in relation to SAIAB performance requirements. 
	Weekly

	Senior Curator 
	All aspects of collections management - project planning, problem solving and goal setting in relation to SAIAB performance requirements.
	Continuously

	Scientists
	Advice and discussions 
Access and use of Collections facilities and loan of materials
Reporting at research meetings
	As required

	Collections Manager
	Collections management planning, Performance Management, Management meetings, Reports required
	Continuously

	Biodiversity Information Manager
	Collections management planning, Performance Management, Management meetings, Reports required
	Continuously

	Senior Librarian
	Management of the Library Platform, Performance Management, Management meetings, Reports required and acquisition of current and available scientific literature.
	Continuously

	Finance & Operations Manager
	Operational issues and quarterly reporting 
	As required

	Finance Team
	For the assistance of financial management coordination, management of Contract Funds, report on equipment status and asset stock take
	Quarterly/as required

	Communications & Stakeholder Manager

	To ensure promotion of public awareness, public relations, advertising and fund raising.
To produce publications and documents, as well as promotional material
	As required

	Human resources Manager
	For the support of the management of staff/Post Docs, performance agreement and performance evaluations
	As required

	Occupational Health & Safety Manager
	Assist the OHS Manager to promote a culture of safety, health and environmental awareness and continuous monitoring of control measures
	Continuously 

	Research Support Administrator
	For Administrative assistance, quarterly Reporting and RISA Grant Management
	As required

	IT Manager
	Hardware and software requirements and IT-related queries
	As required

	SAIAB Support Functions
	All relevant and applicable requirements:
· Supply Chain Manager & Staff – Procurement needs.

	As required

	Committees 
	Any Committee involvement or representation e.g. Animal Ethics, etc.
	As required




	Most Important Clients (External)
	
	Who
	Why
	How Often

	NSCF
	National co-ordinating body for collections 
	Quarterly reporting and As required

	BBSA
	National BioBanks planning, funding and operations
	Quarterly reporting and As required

	Curators of other museums
	Liaise with curators – strategic planning and development, curation issues, material exchanges, collection building
	As required

	Scientists
	Strategy – use and development of Collections
Collaboration as required as part of research projects
	As required

	General public / Consultants
	Requests for information about a variety of issues concerning the aquatic environment
	As required

	Fisheries Departments in southern Africa
	Identification of fishes, aid with staff training and advice on a variety of issues
	As requested

	Conservation Offices / National Departments
	Applications for permits
	As required

	Suppliers & Service Providers
	Maintain a good working relationship with representatives.
Get quotes, compare prices and report on opportunities.
Orders and administrative duties.
	As required 
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The list of tasks or duties and responsibilities herein is not exhaustive, and the employer is entitled to instruct the employee at any time to carry out additional duties or responsibilities, which fall reasonably within the ambit of the job description, or in accordance with operational requirements
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	D. DESCRIPTION OF DUTIES AND RESPONSIBILITIES

	NO.
	What
	How
	Why
	Weight 
(out of 100)

	1. 
	Research and science advancement, collections building and capacity development
	· Support and develop research projects
· Facilitate interdisciplinary collaboration
· Contribute to research outputs






· Mobilisation of third-stream research funding



· Coordinate exploration and expeditions 



· Student supervision, mentorship and training
	· Support and promote the scientific value of collections through driving and promoting cutting-edge research and use of new technologies
· Design and implement research projects 
· Produce research reports, peer reviewed research papers, policy briefs and conference presentations.
· Contribution to conservation status assessments and national biodiversity assessments.

· Writing funding applications for relevant collections-based research


· Identify priority areas for biodiversity surveys
· Ensure ethical and sustainable collection practices, adhering to permits and national and global protocols
· Contribute to postgraduate student and intern supervision, organise training sessions, facilitate workshops and promote knowledge sharing
	70%

	2. 
	Contribute to Collections and Information Management
	· Contribute to the strategic planning for the Collections and Information development, Library strategy, Biodiversity information systems strategy in collaboration with the respective managers









· Loan system functioning well and material in collection well utilised.





· Interaction with regional programmes and global programmes (NSCF, BBSA etc.)






	· Participate in CAG, and quarterly Management and research meetings, as required meetings.
· Attend weekly meetings with Collections Manager, Senior Librarian and Biodiversity Information Manager.
· Hold meetings with Managing Director/Chief Scientist/ Senior Curator as required.
· Regular interactions with collections staff (at least quarterly)
· Oversee and streamline the specimen loan system, ensuring efficient tracking of specimen use, meticulous record‑keeping, and regular auditing in compliance with GRAP standards.
· Attend NSCF Curation and Management meetings
· Inputs into reports at NSCF requests
· Apply for grants
· Manage the NSCF grant procurements

· Attend BBSA meetings
· Inputs into reports at BBSA requests
· Apply for grants
· Manage the BBSA grant procurements
	10%

	3. 
	Staff Management
	· Manage the Collection Manager and the Senior Librarian.
· Promote teamwork in Collections and Information Platform
· 
· Manage disciplinary matters and grievances.
· Ensure compliance with all HR policies, procedures and standards.

	· Collections and Information Platform is working well

	10%

	4. 
	Finance and SCM
	· Oversee financial transactions, budgeting/projection processes and procurement in consultation with collections.
· 
· Manage and oversee finances and procurement.
· Manage personal research accounts.
· Identify and implement opportunities for cost reduction and to streamline processes.
· Ensure good governance, including the effective use of management systems to monitor compliance to business direction and policies.
· Ensure financial and SCM documentation is maintained to support accurate record-keeping and future requirements as per legislation.
· Escalate potential risks that may lead to increased costs or financial losses.

	· Cost effective & efficient systems in place.
· Balanced budget.
· Cost containment.
· Good results of external& internal audits.

	5%

	5. 
	
	
	· 
	

	6. 
	Occupational Health and Safety (OHS)  
	· Assist the OHS Manager to promote a culture of safety, health and environmental awareness.
· Continuous monitoring of control measures.
· Adhere to the HSE plan for the organisation and take remedial actions where necessary to ensure achievement of objectives.
· Proactively ensure safe practices are followed and take reasonable care to prevent work-related injuries to self and others.
· Report all defective equipment, possible hazards and unsafe work practices.
· Comply and co-operate with all safety principles, directions, instructions and training.
· Attend all position-relevant training courses and wear the correct PPE where relevant.
· Attend all relevant Toolbox and Safety meetings, actively participate and ensure understanding; sign to confirm.
· Actively use Incident Reporting, participate in Planned Task Observation, and comply with any directives from Safety Department.

	· Health and Safety and Risk Management policies, procedures and standards are adhered to
· Review controls and measures
	5%















Legend:
	Key Accountabilities (What)
	The main areas of responsibility within a job.

	Duty Statements (How)
	Sentences that provide additional information about the tasks associated with the Key Accountability. They should describe the tasks that will lead to the achievement of the Key Accountabilities.

	Purpose (Why)
	The output of (reason for) performing the identified tasks. These should form the basis of performance agreements.

	Percentage of time / Weight
	Importance of tasks relative to others and amount of time/portion of the job that is spent on a particular Key Accountability.



	E. POSITION REQUIREMENTS

	Minimum Education Required (NQF Level)
	Minimum Work Experience Required
	Job Knowledge Required
	Related Skills

	· PhD in Zoology, with preferred specialisation in Ichthyology 

	· Two years post PhD research experience
· Recognised expertise in fish taxonomy, with extensive knowledge of African marine and freshwater fish species.
· Proven publication record (minimum of 6 ISI papers), with demonstrated expertise in integrative taxonomic, with an emphasis on fish. 
· Experience with natural history collections (minimum 5years). 
· Knowledge of fish systematics, taxonomy and museum curation.
· Knowledge of other taxonomic groups (added advantage).
· Management experience (added advantage).


	· Ability to identify freshwater and marine fishes of southern Africa.
· Knowledge of the biodiversity issues and research needs for freshwater and marine systems in southern Africa, with a clear vision for future research and expansion of the collections.
· Documented experience in planning, leading, coordinating and executing field surveys.
· Financial knowledge and experience (SCM processes and budget management).
· Good knowledge of curatorial systems of wet museum collections.


	· Train students in general field and taxonomic identification techniques
· Demonstrable experience with museum collection processes.
· Mobilising funding through competitive grant proposals
· Ability to work as an individual and in a team environment
· Computer literacy and statistical skills.
· Good communication skills
· Good problem-solving skills 
· Effective time management











	F. COMPETENCY REQUIREMENTS
	Date Profiled: 30 January 2026
	Framework:  Peromnes

	Extreme Importance (Essential)
	High Importance (Desirable)

	· Collections Management skills
· Knowledge of systematics, taxonomy and museum curation
· Leadership and Management Skills
· Critical thinking and problem-solving
· Scientific publication writing skills
· Communication skills
· Professionalism
· Time management
	· Budget Skills
· Field collection skills
· Knowledge of relational databases




Legend:
	Extreme Importance 
	Much more important for this job – essential for meeting nearly all job objectives

	High Importance
	More important for this job – essential for meeting nearly most job objectives


	G. NRF VALUES

	The NRF is committed to creating a single and united organisation by embracing a set of shared values to create a common organisation culture 

	Value
	Definition and Expected Behaviours

	Passion for Excellence
	We honour our obligation to society and the knowledge enterprise and deliver excellence and positive impact in all areas of our work.

	World-Class Service
	We provide exceptional service to society and our stakeholders.

	Integrity and Ethics
	We act with honesty and decency.

	Respect
	We embrace diversity and treat people with dignity and respect

	People-Centred
	We believe in our people and in creating a working environment that is conducive to good health, wellbeing and happiness

	Accountability
	We are consistent, fair and transparent in our actions and decisions and are responsible for the public resources we spend. We make commitments, stand for evaluation and accept that our actions have consequences.

	H. OCCUPATIONAL CLASSIFICATION

	Final Job Grade: 
	

	Occupational Level:
	Professionally qualified and experienced specialists and mid-management

	Function (core/support):
	CORE

	Job Description Written By: 
	Albert Chakona
	Job Description Written By: 
	Managing Director

	Job Description Approved By: 
	Bridgette Smith
	Job Description Written By: 
	People and Culture Business partner



Signature of Incumbent: ____________________________________________				Date: _____________________
Signature of Manager:   ____________________________________________                                                Date:  ___________________
Science Platform Manager


Chief Scientist


PDP Post Doc Fellow


Biodiversity Information Manager


Senior Librarian


SANBI Collections Technician


SANBI collections Technician


Collections Officer


Collections Assistant


Collections & 
Safety Officer


Biomaterials Officer


Biobank Coordinator


Collections Manager


Senior Curator
(Vacant)


Managing Director
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