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basis. Supervise issuing, replenishment, and proper usage of petty cash in line 
with petty cash policy. Prepare documents for audit request / queries. Providing 
support and guidance to clients in relation to Financial accounting processes 
and procedure. Compile general journals and reconcile general ledger 
accounts. Investigate and identify discrepancies to capture journals including 
supporting documents to correct misallocations and misstatements. Prepare 
and process journals to clear suspense and clearing accounts before month-
end. Prepare accruals and provisions journals as per Interim and year-end 
financial statement preparation plan. Analyse and reconcile general ledger 
accounts as per Trial Balance. Investigate misallocations, adjust errors on 
general ledger accounts. Prepare monthly accrued interest journals and 
finance lease related journals. Prepare documents for audit request / queries. 
Provide support and guidance to clients. Investigate theft and losses. Identify 
new cases / transactions related to Thefts and losses within all Deeds 
Registries. Maintain Thefts and loss register and provide comments of 
outstanding cases monthly. Compile memorandums of Thefts and loss cases 
to be presented to Loss Control Committee and submit to supervisor. Prepare 
and process documentation to implement a debt or write off based on Loss 
Control recommendation. 

ENQUIRIES : Ms L Gama Tel No: (012) 338 7229 or Ms P Hlatshwayo Tel No: (012) 338 
7376 

APPLICATIONS : Please ensure that you send your application to Private Bag x918, Pretoria, 
0001 or Hand deliver it to the Office of the Chief Registrar of Deeds at Cnr 
Bosman and Pretorius, Pretoria, 0001 before the closing date as no late 
applications will be considered. 

NOTE : African, Coloured, Indian and White Males, Coloured, Indian and White 
Females and Persons with disabilities are encouraged to apply. Applications 
and supporting documents sent to us that are not specified in the 
advertisement for the post that you are applying for will not be accepted. Failure 
to do this will result in the application being disqualified. 

 
POST 19/22 : OFFICE ASSISTANT REF NO: 3/2/1/2022/242 
 
SALARY : R261 372 per annum (Level 07) 
CENTRE : Office of the Chief Registrar of Deeds (Pretoria) 
REQUIREMENTS : National Diploma in Secretarial / Office Administration / Management. 3 years’ 

experience in rendering a support service to senior management. Relevant 
legislation / policies / prescripts and procedures. Telephone etiquette. Basic 
knowledge on financial administration. Sound organisational skills. Computer 
literacy (MS Office). Good interpersonal relations. High level of reliability. 
Written communication skills. Language skills. Ability to communicate well with 
people at different levels and from different backgrounds. Ability to do research 
and analyse documents and situations. Ability to act with tact and discretion. 
Good grooming and presentation. Self-management and motivation. Extended 
working hours. Classified Secrete Security Clearance. 

DUTIES : Provides a secretarial / receptionist support service to the manager. Receives 
telephone calls in an environment where, in addition to the calls for the senior 
manager, discretion is required to decide to whom the call should be forwarded. 
In the process the job incumbent should finalise some enquiries. Performs 
advanced typing work. Operates and ensures that office equipment, e.g. Fax 
machines and photocopiers are in good working order. Record the 
engagements of the senior manager. Utilizes discretion to decide whether to 
accept / decline or refer to other employees’ requests for meetings, based on 
the assessed importance and urgency of the matter. Coordinates with and 
sensitizes / advises the manager regarding engagements. Compiles realistic 
schedules for appointments. Render administrative support service. Ensures 
the effective flow of information and documents to and from the office of the 
manager. Ensures the safe keeping of all documentation in the office of the 
manager in line with relevant legislation and policies. Obtains inputs, collates 
and compiles reports, e.g.: Progress reports, Monthly reports and Management 
reports. Scrutinizes routine submissions / reports and make notes and / or 
recommendations for the manager. Respond to enquiries received from 
internal and external stakeholders. Drafts documents as required. Does filling 
of documents for the manager and the unit where required. Collects, analyses 
and collates information requested by the manager. Clarifies instructions and 
notes on behalf of the manager. Ensures that travel arrangements are well 
coordinated. Prioritizes issues in the office of the manager. Manages the leave 
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register and telephone accounts for the unit. Handles procurement of standard 
items like stationary, refreshments etc. for the activities of the manager and the 
unit. Obtains the necessary signatures on documents like procurement advices 
and monthly salary reports. Provides support to manager regarding meetings. 
Scrutinizes documents to determine actions / information / other documents 
required for meetings. Collects and compiles all necessary documents for the 
manager to inform him / her on the contents. Records minutes / decisions and 
communicates to relevant role-players, follow-up on progress made. Prepares 
briefing notes for the manager as required. Coordinates logistical 
arrangements for meetings when required. Supports the manager with the 
administration for the managers budget. Collects and coordinates all the 
documents that relate to the manager’s budget. Assists manager in 
determining funding requirements for purposes of MTEF submissions. Keeps 
records for expenditure commitments, monitors expenditure and alerts 
manager of possible over-and under spending. Checks and correlates BAS 
reports to ensure that expenditure is allocated correctly. Identifies the need to 
move funds between items, consults with the manager and compiles draft 
memos for this purpose. Compares the MTEF allocation with the requested 
budget and informs the manager of changes. Studies the relevant public 
service and departmental prescripts / policies and other documents and ensure 
that the application thereof is understood properly. Remains up to date with 
regard to the prescripts / policies and procedures applicable to his/her work 
terrain to ensure efficient and effective support to the manager. Remains 
abreast with the procedures and processes that apply in the office of the 
manager. 

ENQUIRIES : Ms L Gama Tel No: (012) 338 7229 or Ms P Hlatshwayo Tel No: (012) 338 
7376 

APPLICATIONS : Please ensure that you send your application to Private Bag x918, Pretoria, 
0001 or Hand deliver it to the Office of the Chief Registrar of Deeds at Cnr 
Bosman and Pretorius, Pretoria, 0001 before the closing date as no late 
applications will be considered. 

NOTE : African, Coloured, Indian and White Females, African, Coloured, Indian and 
White Males and Persons with disabilities are encouraged to apply. 
Applications and supporting documents sent to us that are not specified in the 
advertisement for the post that you are applying for will not be accepted. Failure 
to do this will result in the application being disqualified. 

 
POST 19/23 : REGISTRY CLERK: RECORDS MANAGEMENT REF NO: 3/2/1/2022/235 
 
SALARY : R176 310 per annum (Level 05) 
CENTRE : Office of the Chief Registrar of Deeds (Pretoria) 
REQUIREMENTS : A grade 12 certificate. No experience required. Knowledge of registry duties, 

practices as well as the ability to capture data, and operate computer. Working 
knowledge and understanding of the legislative framework governing the 
Public Service. Knowledge of storage and retrieval procedures in terms of the 
working environment. Understanding of the work in registry. Planning and 
organization. Computer literacy. Language. Good verbal and written 
communication skills. Interpersonal relations. Flexibility. Team work. 

DUTIES : Provide registry counter services. Attend to clients. Handle telephonic and 
other enquiries received. Receive and register hand delivered mail / files. 
Handle incoming and outgoing correspondence. Receive all mails. Sort, 
register and dispatch mail. Distribute notices on registry issues. Render an 
effective filling and record management service. Opening and close files 
according to record classification system. Filing / storage, tracing (electronically 
/ manually) and retrieval of documents and files. Complete index cards for all 
files. Operate office machines in relation to the registry function. Open and 
maintain Franking machine register. Frank post, record money and update 
register on daily basis. Undertake spot checks on post to ensure no private 
post is included. Open and maintain remittance register. Record all valuable 
articles as prescribed in the remittance register. Hand delivers and signs over 
remittances to finance. Send wrong remittances back to sender via registered 
post and record reference number in register. Keep daily record of number of 
letters franked. Process documents for archiving and / disposal. Electronic 
scanning of files. Sort and package files for archives and distribution. Compile 
list of documents to be archived and submit to the supervisor. Keep records for 
archived documents. 


