
Closing Date: 6 April 2010

ADMINISTRATIVE OFFICER:
OFFICE OF THE HEAD DEPARTMENT

CENTRE: HEAD OFFICE, PIETERMARITZBURG - (REF NO.: HO 03/2010)
Salary - R130 425 p.a. Level 7

Requirements : Applicants must be in possession of either a Senior Certificate
plus three years administrative experience OR an appropriate three (3) year Degree
or National Diploma, plus one year appropriate administrative experience.  Computer
literacy (Microsoft Word, Excel, Powerpoint and Outlook).  A valid drivers licence
Key Performance Areas :  • Management of Human Resources under him/her.
• Procurement in the Office of the HOD • Provide a secretarial service at HOD’s
meetings • Ensure that a proper filing system is maintained  • Attend to queries
in the Office of the HOD  • Collation and distribution of reports in the Office of the
HOD.
Recommendations : • Candidates should display excellent verbal and written
communication skills, minute taking skills as well as good interpersonal skills  •
Have the ability to work independently and under tight deadlines  • Have the ability
to maintain confidentiality with regard to documents and work with people at all
levels.
The successful candidate must be able to : • Communicate effectively at all
levels  • Observe protocol – this is the Office of the HOD  • Have a sense of
urgency • Prioritise • Plan effectively • Be organized  • Be proactive  • Manage
time effectively • Work outside normal business hours as required  • Sleep out if
necessary for meetings.
Note : The successful candidate will be required to sign a declaration of secrecy
upon appointment. Shortlisted candidates may be required to undergo a
computer/competency test
Enquiries : Mrs Z.E. Mfusi (033 – 355 5562)


