GREAT KEI LOCAL MUNICIPALITY
Private Bag X2, QUMRHA 4950

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

REAT
MUNICIPALITY

INTERNAL AND EXTERNAL VACANCY
MUNICIPAL MANAGER’S OFFICE SERVICES

Division: Municipal Manager’s Office | Position: Personal Assistant to the Mayor

Task Grade: Task Grade 8 Remuneration: R227,005.20 per annum (All-inclusive package)

Duration: Twelve (12) months Fixed Employment Contract

MINIMUM REQUIREMENTS: « Grade 12 plus Secretariat Certificate (M+1) and a minimum of Three
(3) years relevant experience OR National Diploma in Office Management. « Computer Literate.
+ Valid Driving License will be an added advantage

KEY PERFOMANCE AREAS: include but not limited to the following:

+ Typing and Secretarial duties. * Managing the diary of the Municipal Manager. ¢ Scheduling of
meetings and minute taking. « Logistical arrangements for meeting. ¢ Liaison person between the office
of the Municipal Manager and relevant stakeholders. « Traveling and subsistence related administration.
+ Documents Management. « Drafting reports and memos. « General Office Administration.

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 form
(website), Curriculum Vitae, and certified copies of certificates of qualifications, 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: The 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 HR & Admin Manager: Ms. T. Mgweba at (043) 831 5700 / 5735
E- Mailed or Faxed Applications will not be considered.
Closing Date for the applications: 03 February 2026 at 16h00 pm

- MR. L.N. MAMBILA | MUNICIPAL MANAGER -



