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This Vacancy is open to Employees of the City of Johannesburg, MetroBus and External Applicants 
Published: 05 September 2023  

Closing Date: 19 September 2023 

PERMANENT POSITION 
 

OFFICE ADMINISTRATOR (CORPORATE SERVICES) 



 

  

 

 

 

 

APPLY ONLINE VIA THIS LINK: www.mbus.org.za  
ENQUIRIES ONLY  
CONTACT PERSON: Nthabiseng Makhele 

CONTACT NUMBER: 403 4300 

This Vacancy is open to Employees of the City of Johannesburg ,  Metrobus and External Applicants 
Publication Date: 05 September 2023 
Closing Date: 19 September 2023 

 

DEPARTMENT :    CORPORATE SERVICES 
SECTION :   OFFICE OF THE GM: CORPORATE SERVICES 
DESIGNATION :    OFFICE ADMINISTRATOR 
REMUNERATION:    B4 /T 7 (SALARY GRADE) 
LOCATION:    1 Raikes Road, Braamfontein            

 

Purpose:To provide a range of administrative support services to the General Manager: 

Corporate Services and Corporate Services Department with a view to promoting 

administrative efficiency and support in rendering services of the Department. 

 

Essential Requirements: 

 Grade 12/ NQF level 4 plus  

 Three (3) year tertiary level Diploma / NQF level 6 Qualification in Business 
Management / Administration or related field.  

 Minimum 2 years’ relevant experience in a secretarial or administrative role.  

 Computer Literacy: demonstrable knowledge of Office Applications, namely Ms 
Word; PowerPoint; Excel and Outlook. 

 
 Key performance areas are interalia as follows: 

 

 Scheduling and planning of the GM: Corporate Services diary and events with 
a view to ensuring prioritisation of key deliverables of the office. 

 Maintaining a well-organised and efficient office.  

 Provision of secretariat support for the General Manager: Corporate Services. 

 Track and report to GM: Corporate Services on Departmental projects. 

 Assist in collating information for compilation of quarterly and annual reports of 
the Corporate Services Department. 

 

 

OFFICE ADMINISTRATOR (/T11) 



 

 

 

 

 

Skills / Knowledge / Abilities  

 Communication at all levels 

 Interpersonal skills 

 Organization 

 Report compilation  

 Administrative Project Management 

 Microsoft Office 

 Time management 

 Customer service 

 Attention to detail 

 Flexibility 

 Team player 

 Multitasking 

Closing date: 19 September 2023 

 
NB: All applicants who meet the above–mentioned requirements are 

encouraged to apply. Metrobus is an equal opportunity affirmative action 

employer. The company will prioritise employment of Women; Youth; People 

with disabilities and those that will help improve its Employment Equity profile. 

 
 

 

This Vacancy is open to Employees of the City of Johannesburg ,  Metrobus and External Applicants 
Publication Date: 05 September 2023 
Closing Date: 19 September 2023 
 

 
 

 

Applications must be sent via link: https://share.hsforms.com/139atsmaaR3aN5ffTMqiYvg469tl 

 
 
ENQUIRIES ONLY 
 CONTACT PERSON: Briggett Mavuso 
CONTACT NUMBER:011 403 4300 

https://share.hsforms.com/139atsmaaR3aN5ffTMqiYvg469tl

