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Comprised by Mooiplaas,Qumrha, Chintsa East, Haga Haga, Morgans Bay, and Kei
Mouth Towns, with its Headquarters in Qumrha.

VACANCY /| UMSEBENZI /| BETREKKINGS

The Municipality is looking for a highly motivated, result orientated, and experienced
individuals to fill the following position:

TECHNICAL AND COMMUNITY SERVICES

Division : Technical Services

Position : Administrative Assistant

Task Grade : Task Grade 8

Remuneration : R 203 809.00 per Annum (Excluding Normal Council
: Benefits)

Duration : Permanent

MINIMUM REQUIREMENTS:

Grade 12 plus

National Diploma in Office Management or relevant qualification
Two (2) years’ experience within a municipal environment
Good Communication, interpersonal and report writing skills
Valid Driver’ s Licenses will be an added advantage

KEY PERFORMANCE AREAS: INCLUDE BUT NOT LIMITED TO THE FOLLOWING:

Provides administrative support to the Technical Services division in order to ensure
that all administrative and records management prescriptions are adhered to
Attending to telephone calls and visitors to the Division, establish the nature of visit
and direct request to the appropriate personnel

Filing documentation in accordance with internal control procedure

Follow up on reminders for work allocated and on Council Resolutions requiring
action so that these are conducted as required

Maintains monthly files of all agendas and distributes meeting agendas to the division
Compiles reports on absenteeism to Human Resources by extracting information
from attendance registers for reporting

Relays complaints and messages to section heads and staff for complaints reported
by the public and job masters received from other departments. Reports these
matters either personally, by telephone or e-mail in order that they are recorded and
so that action will be taken,
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FURTHER INSTRUCTIONS TO THE CANDIDATES

The Municipality subscribes to the principles of employment equity. People with disabilities
are encouraged to apply.

Interested Suitably qualified Candidates are to submit an application Letter, complete
Curriculum Vitae, and certified copies of certificates of qualifications, SA ID copy and
Driver’s License

Applicants not contacted within 30 days of the closing date must consider their applications
as unsuccessful. The Great Kei Municipality reserves the right not to make an appointment.

Applications must be submitted to:

Director Corporate Services: Attention Mr. B.T. Douglas
Great Kei Municipality, Private Bag X 2, Qumrha, 4950
OR 17 Main Road.

Qumrha, 4950.

For enquiries you can contact the Human Resources Practitioner: Ms. N. Mzimba
043 831 5700/ 5736 OR 073 001 1098 during office hours

E- Mailed or Faxed applications will not be considered.
Closing date for the applications: 16 September 2024 at 16h30 pm
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ISSUED BY: / DATE
N. MAMBILA
MUNICIPAL MANAGER
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