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JOB DESCRIPTION

1. JOB INFORMATION SUMMARY

	Name of jobholder
	:
	

	Job title
	:
	Appointments or Private Secretary

	Core code
	:
	

	Post level and salary code
	:
	

	Occupational class code
	:
	

	Name of component
	:
	Office of the Executive Authority

	Location
	:
	Benchmark job description

	Post reports to
	:
	

	Date of appointment
	:
	


2. JOB PURPOSE

Provide a direct secretarial support service to the Executive Authority.

3. KEY PERFORMANCE AREAS

(a) Provide a secretarial/receptionist support service to the executive authority.  This would include, amongst other, the following:

(i) Receive visitors to the office of the executive authority.  Direct enquiries/complaints to the relevant people.
(ii) Utilise discretion to arrange the appointments, interviews and appearances of the executive authority.

(iii) Manage and coordinate the diary of the executive authority.  Compile realistic schedules of appointments for the executive authority.

(iv) Compile programs for official journeys of the executive authority.

(v) Remind and sensitize the executive authority of appointments.

(b) Render an administrative support service to the executive authority.  This would, amongst other, entail the following:

(i) Co-ordinate the maintenance of the office(s) and living accommodation of the executive authority.

(ii) Ensure that travel arrangements are properly made and well co-ordinated.

(iii) Scrutinize documents and alert the executive authority on political interfaces and impact.

(iv) Draft documents as required by the executive authority.

(v) Collect, analyse and collate information as requested by the executive authority.

(vi) Administrate a budget if required.

(vii) Arrange VIP security for the executive authority with SAPS.

(viii) Administer and co-ordinate acting arrangements for the executive authority and prepare the necessary documents for the President/Premier to appoint an acting executive authority.

(c) Provide support to the executive authority with regard to meetings.  This would, amongst others, entail the following:

(i) Organise meetings and co-ordinate logistical arrangements for meetings, accompany the executive authority to meetings and record minutes when required and communicate resolutions.

(ii) Receive, collect and check documents for meetings.

(iii) Monitor the schedule of the executive authority and submit RSVPs on behalf of the executive authority.

(d) Assist the executive authority with constituency work.  This would, amongst others, entail the following:

(i) Receive calls and requests from the public within the constituency of the executive authority.

(ii) Liaise with role-players in the constituency of the executive authority.

(iii) Resolve or refer the requests received from stakeholders in the constituency for finalisation.

(iv) Follow-up and monitor referred requests and actions agreed upon.

(v) Accompany and support the executive authority on visits to his/her constituency.

(e) Support the executive authority with private obligations.

(f) Study the relevant Public Service and departmental prescripts/policies and other documents and ensure that the application thereof is understood properly.

(i) Remain up to date with regard to the applicable prescripts/policies and procedures that apply to his/her work terrain.

(ii) Remain abreast with the procedures and processes applicable to the office of the executive authority.

4. INHERENT REQUIREMENTS OF THE JOB

Consult the feeder competencies in the Competency Framework for Middle Managers and determine the skills and competencies required for this job.  Please note that the descriptions and definitions should be utilised but that the level of proficiency should be adjusted to fit the level of this job.  The Competency Framework is available at http://www.dpsa.gov.za/documents/ep/2006/MMCF.pdf .

5. APPOINTMENT REQUIREMENTS
(a) An appropriate one year secretarial diploma or equivalent qualification.
(b) 3-5 years administrative experience.

(c) Working knowledge of the political and parliamentary processes in South Africa.

(d) Computer literacy.

(e) Broad knowledge and understanding of the functional areas covered by the executive authority’s portfolio.

(f) Language skills and the ability to communicate with people at different levels and from different backgrounds.

(g) Good grooming and presentation.

(h) Good telephone etiquette.

(i) Good organizational skills.

(j) Good people skills.

(k) High level of reliability.

(l) Basic written communication skills.

(m) Ability to act with tact and discretion.

6. CAREER PATHING
Compliance with the requirement of higher posts.

7. AMENDMENTS TO JOB DESCRIPTION
The Executive Authority or his/her nominee reserves the right to make changes and alterations to this job description, as he/she may deem reasonable, after due consultation with the post holder.

8. PERFORMANCE AGREEMENT
The performance agreement of the incumbent, which contains a workplan and specific target dates, should be read as an extension of this job description.  The performance agreement may also contain an annexure outlining any standard operating procedures that the incumbent should adhere to during the execution of his/her key performance areas.

9. JOB DESCRIPTION AGREEMENT
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