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VACANCY ANNOUNCEMENT

The Embassy of South Africa is looking for suitable applicants for the following

positions:-

Accountant: Secretary: Driver:
financial affairs | Social Affairs Embassy Affairs

JOB PURPOSE To prepare | To provide | To provide
monthly|professional | driving and
financial reports, | secretarial and | messenger
as well as, day to | social services to | services to the
day management | the Head of Mission | Mission and the
of expenditure | and organise the | Head of Mission.
and revenue in | social calendar
accordance with | of the Head of
the relevant | Mission.
financial
regulations.

C 0 R E | General basic | Performing general | Provide daily

PERFORMANCE | accounting. secretarial duties. driving duties.

AREAS Processing & |O f fi ¢ e | Ensure daily
preparation | administration & | check-up of the
of monthly | filling Mission’s vehicle
expenditure | Organise meetings | Ensure  proper
and revenue | and keep diary of | vehicle check
cashbook reports | events. before driving.
statements. Typing and Notes | Keep vehicle
Banking of | taking. always clean
monies. Assist with relief | internally  and
Petty cash | duties within the | externally.
disbursements | Mission. Report any faults,
a n d | Assist with Mission | damages and
replenishments. | events or functions. | accidents.
Create maintain Keep the vehicle
and review roadworthy.
financial files.
Management of
Office Assets

QUALIFICATIONS | Relevant post- | Grade 12 | Grade 12
school / Grade | qualification | Qualification
12 qualification | Relevant post- | 5-10 years’

in Accountancy
3- 5 years’
experience
in a financial
administration
or financial
management
capacity.

school in secretarial
certificate/ diploma
Minimum 5 years’
experience as a

experience in
driving for an
institution.

At least 2 years’

secretary, typist, | experience as a

receptionist or | chauffeur is an

office clerk. advantage.
Possession of
valid driver’s
licence.

TECHNICAL
SKILLS

Computer
Literacy (Excel)
Understanding
finance
Regulations

Analytical Skill.
Attention
to detail.
Problem
solving Skill
Language
Proficiency
(English, Local

Computer Literacy (Microsoft Office)
Attention to detail

Problem solving Skill

Professionalism

Planning, organising and execution
skills

Ability to work after hours & under
pressure

Sense of professional attire

Language Proficiency (English, Local
Language )

Language )
BEHAVIOURAL " " Interpersonal Relations, - Adaptability,
SKILLS e Integrity & Respect. - Adherence to strict

deadlines.

e Good Communication
e Initiative & Insight

- Assertiveness
- Teamwork

General information:

» Place of Work:

scale

» Attach all rele
to the CV.

» Only
would be

interview.
» Applications
returned to the

of South Africa
» Salary: As per the Embassy

» Present clearance paper from
current or last employer.

» Providing evidence of release
papers from National Service
is a good advantage.

shortlisted applicants

potential candidates for an

Embassy

vant documents

considered as

will not be

sender.

Applications can be hand-delivered to the
Embassy between 09am till 12pm from
Monday to Friday.

South African Embassy
No. 51 Hitsito Street 245
Tiravolo, Asmara,

State of Eritrea

Tel. +291-1-152521/152516

Deadline for all applications will be on the
25 October 2018
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- r,treﬂﬂ Fly Eritrean Hospitality Ethlopland
CHTTRE

logether

Eritrean (B8) & Ethiopian (ET)
Airlines
Code Share Flight: No-Stop

. Asmara- Addis Ababa-Asmara- Daily : Efective October 2812018

o Asmara-Dubai-Asmara - Daily : Effective October 28/2018

Asmara-Rome-Asmara - 3 Times a week : Effective December 01 /2018

Asmara-Milan-Asmara - 3 Times a week: Effective December 01 /2018

Asmara-Stockholm-Asmara - 3 Times a week: Effective December 01/2018

Asmara-Oslo-Asmara - 3 Times a week : Effective December 01 /2018

For Information contact Eritrean Airlines office, Asmara Tel + 291.1.125500/1 or 124409
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