
INTERNAL ADVERT 

POST: 

SALARY: 

CENTRE: 

REQUIREMENTS: 

DUTIES: 

ENQUIRIES: 

CLOSING DATE: 

Personal Assistant 

R140 208.00 per annum (Level 7) 

Pretoria Head Office: Communication 

Grade 12, plus secretarial or applicable post matric qualification and 
at least 3 years experience in rendering a support service to a 
Senior IWanager with excellent typing skills. Must be computer 
literature with excellent knowledge of Ms Word, Power Point, Excel 
and Outlook. Good communication skills. Good interpersonal skills 
and above average planning and organizing skills. Be professional, 
assertive and confident to interact at all levels and must be able to 
work independently and under pressure adheriug to strict 
tinieframe. Ability to identity and handle confidential matters. Good 
grooming and presentation. Knowledge of the relevant legislations, 
policies, prescripts and procedures applicable in the Public sector. 

Provides a secretarial1 receptionist support service to the Executive 
Manager. Welcoming guests. Receiving telephone calls and refers 
the calls to the correct role players if not meant for the Executive 
Manager. Records appointment and events in the diary of the 
Executive Manager. Types documents for the Executive Manager 
and other prosecutors within the sub cluster. Operates office 
equipment like fax machines and photocopiers. Provides a clerical 
support service to the Executive. Make travel arrangements, make 
logistical arrangements for meeting and events, process travel and 
subsistence claims for the Executive Manager, taking minutes 
during meetings, draft routine correspondence, develop and 
maintain and accessible and user- friendly filing system, administer 
leave registers and telepllone accounts for the Executive Manager 
within the sub cluster, handle procurement of standard items such 
as stationery. Remain up to date with regard to prescripts1 policies 
and procedures applicable to his1 her work terrain to ensure 
effective and efficient management of the office. Liaise with other 
office of the IVPA, including IVPS, DPP office and corporate services 
with regard to all matters pertaining to the administrative functions 
of the office. Provide administrative support to hislher Executive 
Manager within the cluster where necessary. 

Bryce Makuse 
01 2 845 61 28 

28 FEBRUARY 2011 


