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and planning skills. Decision making skills. Time management skills. Creative 
and analytical skills. 

DUTIES : Perform all legal duties for the judges to enable them to prepare- judgements. 
Research and retrieve all material from all sources in both hard copy and 
electronic formats on legal issues, as requested by a Judge. Read all the 
relevant material and analysis it thoroughly. Discuss all possible variations on 
a legal point with colleagues and/ or the judge’s attention. Prepare a 
comprehensive memorandum on the outcome of the research. Proof read all 
judgement, articles, speeches and conference papers with respect to spelling 
and grammar. Double-check all references and footnotes in all judgements and 
legal articles against the original text to ensure correctness. Correct mistakes 
with the help of track changes so that judges can accept or decline any 
proposed changes. Drafting of speeches, legal articles and conference papers 
electronic formats on legal issues, as requested by a Judge. Read all the 
relevant materials and analysis it thoroughly. Prepare and draft speech, 
conference paper or article. Make all changes and addition if they require 
some. Prepare a PowerPoint where applicable. Submit the speeches. 

ENQUIRIES : Technical enquiries: Ms T Nzimande Tel No: (011) 359 5718 
  HR enquiries: Ms T Mbalekwa Tel No: (010) 494 8505 
 
POST 28/64 : JUDGE’S SECRETARY REF NO: 2022/130/OCJ 
  (3-Year Contract) 
 
SALARY : R261 372 – R307 890 per annum, plus 37% in lieu of benefits. The successful 

candidate will be required to sign a performance agreement. 
CENTRE : KwaZulu-Natal Local Division: Durban 
REQUIREMENTS : Matric certificate. One (1) to three (3) years’ secretarial experience or as an 

office assistant in a legal environment. A valid driver’s license. An LLB degree 
or a minimum of 20 modules completed towards an LLB, BA/BCom Law degree 
will serve as an added advantage and results must accompany the application. 
Shortlisted candidates will be required to pass a typing test. Skills and 
Competencies: Proficiency in English. Good communication skills (verbal and 
written). Administration and organizational skills. Exceptional interpersonal 
skills. Ability to meet strict deadlines and to work under pressure. Attention to 
detail. Customer service skills and excellent typing skills including Dictaphone 
typing. Confidentiality and time management. Computer literacy (MS Word) 
and research capabilities. 

DUTIES : Typing (or formatting) of draft memorandum decisions, opinions or judgment 
entries written by or assigned by the judge. Provide general 
secretarial/administrative duties to the judge. Manage and type 
correspondence, judgments and orders for the judge (including Dictaphone 
typing). Arrange and diarize appointments, meetings and official visits and 
make travel and accommodation arrangements. Safeguarding of all case files 
and the endorsement of case files with an order made by the judge. Update 
files and documents and provide copies of documents to the Registrar. Perform 
digital recording of court proceedings on urgent court applications (after hours) 
and circuit court, and ensure integrity of such recordings. Store, keep and file 
court records safely. After a case has been completed and the opinion, 
decision or judgment entry released, return case file to the Registrar. 
Accompany the judge to the court and circuit courts. Cooperate with judges, 
supervisors and co-workers as necessary to ensure the smooth and efficient 
operation of the court. Management of the judge’s vehicle, logbook and driving 
thereof. Compile data and prepare reports and documents for assigned judges 
as necessary including expense reports, continuing legal hours, financial 
disclosure statements and case management. Arrange reception for the Judge 
and his/her visitors and attend to their needs. Management of the Judge’s 
library and updating of loose-leaf publications. Act as custodian of Judge’s 
furniture, equipment and library books. Will be required to work with other 
Judges should there be a need. Capture statistics, Execute legal research as 
directed by the Judge and comply with Departmental prescripts, policies, 
procedures and guidelines. 

ENQUIRIES : Technical enquiries: Ms S Govender Tel No: 031 492 6125 
  HR related enquiries: Ms SZ Mvuyana Tel No: 031 492 6206 
 
 
 


