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on National Treasury Practice Notes. Manage and record all fraud and loss 
cases reported. Perform BAS System Controller functions. Oversee the 
implementation of internal controls and propose corrective measures where 
necessary.  

ENQUIRIES : Ms NP Vutuza Tel No: (012) 352 1168 
 
POST 16/99 : OFFICE MANAGER TO THE DG REF NO: OMDG/03/2022 
 
SALARY : R382 245 per annum (Level 09) 
CENTRE : Public Service Commission House (Pretoria) 
REQUIREMENTS : Ideal candidate’s profile: A National Diploma/Degree (New NQF Level 6/7) in 

the field of Office Management/ Public Administration or equivalent 
qualification. 5 years’ experience in the public service of which at least four 
must involve providing support service to executive management or equivalent 
experience in a related field, including in the private sector. Advanced 
computer skills in MS Office Suite, including Word, Excel, PowerPoint and 
Outlook. Excellent interpersonal relations. Interact with stakeholders regarding 
events. Must have ability to arrange Visas, overseas travel and collection of 
information. Must have ability to manage meetings. Must have good Office 
Management skills and handle confidential matters and has integrity and 
trustworthy. Must be creative, motivated, self-driven, results-oriented and 
initiative. Ability to work both independently and as part of a team. Ability to 
work under pressure. Must have project Management skills, Must have 
excellent organizational and planning skills and ability to work on multiple 
projects simultaneously, have effective oral and written Communication skills, 
have a sense of urgency and ability to identify,  analyse and resolve problems 
in a timely manner. Must have a valid driver’s license. An understanding of the 
Constitutional Values and Principles (CVPs) in Section 195 and how these 
CVPs contribute towards effective public service delivery. An understanding of 
how this post supports the role of the Public Service Commission (PSC) 
regarding the CVP’s. 

DUTIES : Provide support in: Provide support in: rendering effective strategic office 
administration and document management support to the DG. Provide 
Secretarial and personal assistant services to the DG. Oversee administration 
and provide secretarial support at the meetings of the Office of the DG. Manage 
and oversee logistics and the budget within the Office of the Director-General. 

ENQUIRIES : MS LC Viviers Tel No: 012 352 1145 
CLOSING DATE : 20 May 2022, 15h30 for Office Manager Post only. 
 

  


