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POST 26/03 : EDITORIAL ASSISTANT REF NO: 3/2/1/2022/441 
  Directorate: Media and External Communications 
  This is a re-advertisement, applicants who applied previously are encouraged to reapply. 
 
SALARY : R321 543 per annum (Level 08) 
CENTRE : Gauteng (Pretoria) 
REQUIREMENTS : Applicants must be in possession of a Grade 12 Certificate and a National Diploma in 

Language Practice / Linguistics. 2 years’ experience in editing and translation. Job 
related knowledge: Knowledge of language grammar and usage. Knowledge of editing, 
proofreading and translation methods and practices. Knowledge of policies and 
legislations governing language services and communication. Knowledge of the Use of 
Official Languages Act, 2012. Knowledge of publication standards and procedures. 
Knowledge of publishing processes, including copyright, plagiarism and confidentiality. 
Job related skills: Excellent writing skills. Applying editing, translation and proofreading 
standards and practices. Ability to work under pressure. Computer literacy. Extensive 
knowledge of Microsoft Office. Excellent time management skills. Interpersonal skills. 
Excellent communication skills. Analytical skills. Research proficiency. Decision-making 
skills. Problem solving skills. Acquainted with online communication platforms (Zoom, 
Microsoft Teams). 

DUTIES : Evaluate and edit manuscripts or other materials submitted for publication. Edit and 
rewrite original copy to improve readability. Liaise with clients to discuss the content and 
due dates. Proofread to detect and correct errors in spelling, publication and syntax 
(policy documents, reports, newsletters and any other publication materials). Conduct 
technical editing according to the publication’s style, editorial policy and publishing 
requirements. Condense and paraphrase information. Verify facts, dates and statistics 
using standard reference sources. Verify that material submitted is not plagiarised. 
Compile publication materials. Collect inputs from the various sources (Directorates, 
Public Entities, etc). Analyse and consolidate information (compile draft publication 
material). Translate departmental publication materials. Analyse original material and 
determine the target language. Evaluate the document to determine the size and 
whether it should be translated internally or outsourced. Check translations for technical 
terms and terminology to ensure accuracy and consistency throughout translation 
materials / documents (use of jargon of specific fields). Translate publication material 
and provide clients with a grammatically correct, well expressed version of the translated 
text, usually as a word-processed document. Liaising with clients to discuss any unclear 
points. Quality check and edit the document. Compile / Edit / Proofread / Translate 
internal and external correspondence. 

ENQUIRIES : Dr L Ramuedzisi Tel No: (012) 312 8881 
APPLICATIONS : Applications can be submitted by post to: Private Bag X833, Pretoria, 0001 or hand 

delivered to: 184 Jeff Masemola Street (formerly known as Jacob Mare), corner of Jeff 
Masemola and Paul Kruger Streets, Pretoria or to Agriculture Place, 20 Steve Biko 
(formerly Beatrix) Street, Arcadia, Pretoria, 0001. 

NOTE : Shortlisted candidates will be required to undergo competency test as part of the 
selection process. African, Coloured and Indian Males and Coloured and Indian 
Females are encouraged to apply 

 
  


