
 
 

Records Officer x2 

Fixed-term contract (6 months) - REF: CS 001/02/2023 
 

JOB PURPOSE 
 
To provide services for, records and enable easy access 
to sources of information. 
 
REQUIREMENTS 
Formal Qualifications: 
 

• A NQF 6 qualification in records management or 
related discipline. 

 
Experience: 

• 3 years working experience in records 
management. 
 

KEY PERFORMANCE AREAS   
The successful candidate will be responsible for the 
following:  
 

• Develop and maintain records, records, and 
archive system for the Agency in line with the 
National Archives Act. 

• Implement records management strategy and 
policies. 

• Maintain standards, best practices, or system 
usage procedures. 

• Manage library and information centre. 
 

COMPETENCY REQUIREMENTS 
 

• Records management principles. 

• Information centre management principles. 

• Project management principles. 

• General administration. 

• Relevant and current best practices in records 
management, records management and information 
management. 

• Records of relevant legislation. 
 
Submit detailed CV’s including certified copies of qualifications  
and ID copy (certified copies must not be more than 3 months) 
to: Neo Zwane at recruitment16@cbrta.co.za and please 
quote the reference number.  

 
 

Closing Date: 03 March 2023  

BENEFITS: 
Employer offers an all-inclusive remuneration package 
of R41,258.33 p.m. 

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


