
 
 

PA to the Chief Financial Officer 
(Permanent position) 

REF: FIN 03/11/2022 

 

JOB PURPOSE 
 
To provide a professional, effective, confidential 
and high level administrative / PA function to 
the Executive. 
 
REQUIREMENTS 
Formal Qualifications: 
Minimum National Diploma at NQF 6 in Office 
Administration or related field. 
Experience: 
3 years’ Secretariat or Executive Assistant 
experience or relevant. 
 
KEY PERFORMANCE AREAS 
The successful candidate will be responsible for 
the following: 
 

• Performing office administration 
function in the office of the Executive. 

• Performing registry service to the office 
of the Executive and the Division.  

• Managing office documents as per the 
document management system of the C-
BRTA.  

• Providing secretarial services to the 
Executive 

• Performing Personal Assistance 
functions to the Executive. 

 

 
 

COMPETENCY REQUIREMENTS 
 

• Planning and organising Skills 

• Office administrative processes and 
procedures 

• Documents Management Principles 

• Confidentiality 

• Attention to detail 

• Sense of urgency Analytical skills 

• Accuracy  

• Professional 

• Diary Management 

• Event Management 

• Excellent typing Skills 

• Office Admin Skills 

• Minutes Taking Skills 

• Computer software packages (Excel, 
PowerPoint, Word) 

• Filing Procedures 
 

 

Submit detailed CV’s including certified copies of 
qualifications  and ID copy (certified copies must not 
be more than 3 months) to: Ayanda Zwane at 
recruitment13@cbrta.co.za and please quote the 
reference number.  
 

 

Closing Date: 29 November 2022  

BENEFITS: 
Employer offers an all-inclusive remuneration package 
of R495,100. 00 p.a. 

NB: This position will be filled in line with the Agency’s Employment 
Equity targets. People with disabilities and blacks are encourage to 
apply.  


