NEMISA wec

National Electronic Media Institute of South Africa

Job Title: Asset Verification Casual x2 — 2 Months Contract
Organisation: NEMISA

Department: Facilities

Location: Gauteng Auckland Park

Salary: Market Related

gzr:i;dnsRﬁiF;) zr:'ting Facilities Manager

Reference Number: NEM-/26/10/2022

MAIN PURPOSE OF JOB
To perform asset verification for the organisation

JOB OBJECTIVES

o Perform asset verification and submit progress and final report.
o Print the inventory list and issue the list to the asset holder.

e Perform asset condition assessment for all NEMISA assets.

o Follow-up on missing or lost assets.

o Barcode all assets that are without barcodes.

e Compile the disposal list for damaged and missing assets.

e Locate newly purchased assets on the floor to determine the barcode number of the assets and allocate
to the current year additions.

e Perform the asset verification in line with the project plan
e Update assets register when required.

Education: Formal Qualifications

Education involves the acquisition of knowledge and skills through learning where subject matter is imparted
systematically. Formal qualifications are obtained by studying at formal institutions e.g. universities, Technikons,
colleges, etc.

Minimum: Ideal:
Level of Education: e National Diploma in Asset e B-Degree in Asset Management
Management or equivalent or equivalent

Job related Work Experience

Experience is obtained through opportunities for exposure and practice at work. It includes all working experience
that has some bearing on the job and is not restricted to the current organisation. Supervised on-the-job training,
internships and learnerships are incorporated within this category.




Minimum:

e 2-3 years’ experience in Asset Management/Verification

Job related Knowledge

Job-related knowledge is typically gained through formal or informal training programs (these exclude programs
through which Formal Qualifications are attained). It includes knowledge of facts, data and information and
understanding the rationale behind models, theories and principles.

o Fully Computer Literate with excellent working knowledge of MS Word and MS Excel
e Must be able to work in a team

e Must be able to work under pressure

o Must meet tight deadlines

e Ability to accurately follow instructions

¢ Knowledge of effective time management, prioritizing and forward planning

e Personable with excellent verbal & written communication skills

e Advanced Excel and knowledge working on Asset Management systems

¢ Knowledge of Asset Management risk assessment and mitigation

Competency requirements

Working under pressure
Quality and service focus
Integrity

Efficiency
Professionalism
Flexibility and adaptability
Team player

Computer literacy

Important note:

e Please email though comprehensive CV and certified copies of Qualifications/Supporting documents to:
facilitiesintern@nemisa.co.za

e If you do not hear from us within one week of the closing date, please regard your application as
unsuccessful.

e Preference will be given to historically disadvantaged applicants.

¢ Only candidates who meet the minimum requirements should apply. Correspondence will only be limited to short
listed candidates.

e NEMISA reserves the right not to make an appointment.

e Closing Date: 31 October 2022 (16:30)

We are committed to Employment Equity when recruiting internally and externally. It is company policy to promote
from within wherever possible. Therefore, please be aware that internal candidates will be considered first before
reviewing external applicants, provided that this supports achievement of our Employment Equity goals.
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