
 
 

 

 

 

 

 

Job Title: Senior Administrator: Office of the Company Secretary - Temporary 

Organisation: NEMISA 

Department: Office of the Company Secretary 

Location: Gauteng Parktown 

Salary Range: 
 
Grade 7 
 

 

 

       

 

       

 

 

Upward Reporting 
Relationships: Company Secretary 

Reference Number: NEM-13/06/2022 

 
MAIN PURPOSE OF JOB 

To provide administrative and logistical support to the business unit to ensure the delivery of its strategic objectives.  
 
JOB OBJECTIVES 

• Coordinate and secure travel arrangements and facilities for Board and Board Committee members and 
meetings 

• Liaise with Supply Chain on the booking of venues, accommodation and travel in line with Institute policies 
and procedures 

• Advise Board and Board Committee members on travel arrangements and provide accurate and timeous 
confirmation documents 

• Coordinate and ensure special requirements such as meeting equipment and catering as required 
 

• Provide administrative support in the compiling of documents and meeting packs, such as printing and binding 
• Ensure that all meeting documents and packs are presented in a professional manner, in line with budget 

allocations 
• Coordinate the sourcing of cost effective material and required resources 
• Scrutinise and proof read written content to ensure accuracy 
• Ensure that all documents in the business unit are filed and archived according to Institute policies and 

procedures 
• Assist in the coordination of schedules and meetings for the business unit 
• Provide research assistance as requested for the purpose of meeting arrangements 
• Gather, search for, interpret, audit, verify and interrogate all required evidence for monthly and quarterly 

reports as required 
 

• Ensure that the business unit complies with all policies and practices as prescribed by the Institute’s meeting 
material complies with agreed upon standards and guidelines 

• Apply appropriate branding guidelines to all Institute documents and communications outputs 
• Ensure that all the Institute’s meeting material complies with agreed upon standards and guidelines 

 
• Participate in internal and external stakeholder forums as directed. 
• Represent and participate in the institute’s task teams as and when required 
• Represent the Institute at external events when required  
• Build inter-business unit relationships to support the execution of operations 



 
 

 

 

 

 

 
 

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. 

Level of Education: 
 
Minimum:  
• Diploma or equivalent qualification 

in Administration 

Ideal:  
• None 

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:  

• 3 to 4 years’ experience in Administration, with experience in Company Secretary environment an 
advantage.  

Ideal:  
• 6+ years’ experience in Administration in a similar environment 
• 2 to 3 years’ experience in a public services environment  

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. 

• Knowledge of search engines for logistical arrangements 
• Knowledge of proper filing and arching and reference systems 
• Computer literate (MS Office) 
• Report Writing 
• Verbal and written communication skills 
• Attention to detail 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 

 

 

 

Competency requirements 

• Analysis and Problem Solving 
• Strategic thinking 
• Planning and organising  
• Detailed focus 
• Logical reasoning 
• Critical judgement  
• Decisiveness 
• Information gathering 
• Initiative 
• Commercial acumen 
• Emotional maturity 
• Flexibility 
• Communication (Written and Verbal) 
• Impact and influence 
• Emotional maturity 
• Results and quality focus 

 
Important note: 
 
Please email through comprehensive CV and certified copies of Qualifications/Supporting documents to: 
cosecposition@nemisa.co.za  
 
• If you do not hear from us within one week of the closing date, please regard your application as 

unsuccessful. 
• 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. 
• NEMISA reserves the right not to make an appointment. 
• Closing Date: 20 June 2023 (16:30pm). 
 
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, if this supports achievement of our Employment Equity 
goals. 
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