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INTERNAL ADVERTISEMENT: REF NO: HRM/09/2022

Ntinga O.R. Tambo Development Agency SOC Ltd, an Entity of O.R. Tambo District Municipality,

is looking for suitably qualified and experienced candidates to fill the following positions:

1. PROJECT ADMINISTRATOR (12 MONTHS CONTRACT) X1
SALARY SCALE- GRADE B3 PATERSON GRADING SYSTEM (R189 291.00)

KEY PERFORMANCE AREAS

= Receive, record, and convey PMO messages destined to and from internal and external

stakeholders, as well as PMO personnel and support staff.

= Develop memoranda and correspondence from PMO for signature by Manager. PMO to

internal and external stakeholders.

= Prepare for and convene meetings, workshops and conferences approved by Manager: PMO

in line with company policy.

Assist with planning travelling logistics for Manager: PMO.

Inspect and recommend for approval all travelling requisitions by PMO staff;
Inspect and recommend for approval of all claims submitted by PMO staff;
Establish and maintain PMO - based manual and electronic filing system;

Ensure recording of minutes and matters arising in the registers for all PMO related meetings.

Ensure collection of all PMO documentation pertaining to business plans, implementation
plans, memoranda, correspondence, agenda, attendance registers, minutes, steering
committee terms of reference, reports, photographs, job cards, including risk registers,

schedules, incident logs, etc.)
POST REQUIREMENTS

e Matric plus National Diploma in Public Relations/Management/or equivalent.
End-user Computing skills.

e Atleast two (2) years’ experience as an Administrator in a Project management
environment of more than one projects.

e Exposure in the Local Government Sphere will be an added advantage.

Please forward your application, CV, certified ID copy, certified copy of qualifications and
driver’s license to: The Human Capital Manager - Ntinga O.R. Tambo Development Agency
P.O. Box 1134 Mthatha, 5099

Ntinga O.R. Tambo Development Agency, SOC Ltd is an equal opportunity employer, people
with disabilities and women are encouraged to apply.

Ntinga O. R. Tambo Development Agency SOC Ltd: A Municipal entity of the O.R. Tambo District Municipality (Reg. 2016/272582/30)
Directors: Mr. L Mbiko (CEQ); Company Secretary: Ms, S. Ndlondlwana




The Board reserves the right not to continue with the interviews and appointment if it feels no
suitable candidate could be found If you do not hear from us within 30 days after the closing
date, you may regard your application as unsuccessful.

Enquiries can be directed to Ms T. Mkolwana/ Ms O. Gangata at 047 495 0549 /047 495 0522.
Closing date: 4" October 2022 at 16HO00.

RECOMMENDED CANDIDATES WILL BE SUBJECTED TO BACKGROUND SCREENING
PERSONNEL SUITABILITY CHECKS
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