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Salary Band 2 Administrative Assistant
Reports to: Programme Manager
Duration 01 June 2023 until 31 December 2024

1. BACKGROUND

The Deutsche Gesellschaft fir International Zusammenarbeit (GIZ) GmbH is a
global service provider in the field of international cooperation for sustainable
development dedicated to shaping a future worth living around the world. As a public-
benefit federal enterprise, GIZ supports the German Government — in particular the
Federal Ministry for Economic Cooperation and Development (BMZ) — and many public
and private sector clients in achieving their objectives in international cooperation in

around 120 countries.

Since 2004, GIZ has been a reliable and trusted partner of the African Union (AU) to
enhance inclusive growth and sustainable development on the African continent in line
with the AU’s Agenda 2063: The Africa We Want. With more than 200 staff, the GIZ
Liaison Office to the African Union cooperates with the AU Commission, as well as the
AU’s specialized institutions and agencies, such as the Development Agency AUDA-
NEPAD, at continental, regional and national level in more than 35 AU Member States.
Key areas of engagement include Peacebuilding and Conflict Prevention, Governance
and Migration, Sustainable Economic Growth and Employment, as well as Health and
Social Development. GIZ supports the African Union Development Agency (AUDA-
NEPAD) and the African Union Commission (AUC) with several projects based in South
Africa, amongst them Skills Initiative for Africa (SIFA), Programme for Infrastructure
Development in Africa (PIDA) and the African-European Energy Programme
(AEEP).

As from May 2022, the AU Cluster bundled its Administrative Services to incorporate the
HIV/AIDS (MHIVP) and Vaccines for Africa: Roll-out and Production in South Africa
(SAVax) Programmes (MAUS). The Vision of the MAUS Bundle is to be an Innovative
hub for administration and finance where knowledge is pooled, tested and shared
as best practice cases for a bundled approach of Administrative and Financial

Processes. We are a cohesive team providing excellent, precise financial and

Page 1 of 4



giz

administrative services in a seamless and innovative way to support regional and
bilateral GIZ Projects within the bundle to contribute towards visible results and
accountability to clients and partners.

A. RESPONSIBILITIES

e The Admin Assistant will be based in Hatfield, Pretoria and is responsible for:

e Travel logistics management

¢ Inventory management and the labelling of the items,

o Liaising with customers in a service-oriented manner on behalf of the GIZ programmes
within the MAUS Cluster by personally welcoming visitors and maintaining a high
standard in the reception area;

¢ Providing administrative services such as meeting organization and others for the
programmes on request;

¢ Meeting the administrative needs of the office independently, with a minimum of
intervention;

e Ensuring that administrative and financial regulations are complied with;

¢ Maintaining of a good flow of communication and information between all involved

e parties.

In this context, the position holder fulfils the following tasks:

B. TASKS
The Admin Assistant

e Support with flight and shuttle booking for the unit and the GIZ-AU Programmes;

e Compiling travel invoices for payment, including the flights procured through the GIZ-
AU Office in Addis Abeba;

e Support the processing of Personnel Travel settlements and claims;

e Deputising the Project Bookeeper/Cashier;

e Support the Project in clearing the outstanding receivables, liabilities etc.

e Is responsible for front door security including operation of alarm system and
distribution of keys to the staff members and management of the hot-desking concept

within the Cluster;
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e Handles courier services;

o Management of the pigeonhole

e Support with archiving in DMS and boxfiles.

e Supports in creating and maintaining a filing system for the /Project, treating
information with utmost confidentiality, specifically in the areas of finance and
administration

e Updates the filing system in DMS regularly in line with GIZ’s PuR

Additional tasks

e Support with coordination of workshops and conferences;

e Other duties and tasks at the request of management

. REQUIRED QUALIFICATIONS, COMPETENCIES AND EXPERIENCES

Qualifications:
e Certificate/Diploma or similar qualification from a recognised Institution;

e Proven work experience as an Administrative Officer, Cashier or relevant role.

Professional experience:
e Qualification should be enhanced by at least 2-3 years’ relevant working
experience in a comparable position;
¢ Finance knowledge and prior GIZ experience will be an added advantage
e Proven experience of working in a team environment;

e Excellent oral/written communication skills.

Other knowledge, additional competences:

o Politeness and helpfulness in dealing with visitors;

e Good professional communication skills in the English language (particularly via e-
mail);

e Very good working knowledge of IT technologies (phone, email, internet research)
and standard MS Office applications (e.g. Outlook, Word, Excel, PowerPoint, MS
Teams);

o Experience in balancing different parallel processes (ability to prioritise and keep

an overview);
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o Willingness to upskill as required by the tasks to be performed — corresponding
measures to be agreed with management;
e Willingness to take responsibility when required and be pro-active;

¢ Solid knowledge of GIZ Processes and Rules is an advantage;

e Strong team working skills.

D. ADDITIONAL INFORMATION

e This position is based at GIZ in Hatfield, Pretoria.

e The contract period for this position is until 31 December 2024 with a 3 months
Probationary Period.

e GIlZ is committed to be an equal opportunities employer, therefore, women and

people with disabilities are stronglyencouraged to apply.

E. APPLICATION PROCESS

Suitable candidates should apply by submitting:

e A motivation/ cover letter (max. 1 page) detailing why they should be the preferred
candidate and the value they will bring to the work of HIV/AIDS (MHIVP) and Vaccines
for Africa: Roll-out and Production in South Africa (SAVax) Programmes (MAUS)
Cluster.

e Adetailed CV indicating their nationality.

e Applications should be submitted to: recruit-pretoria@giz.de with subject line

“Application for Administrative Assistant (MAUS)” for the attention of Head of
Human Resources.

Closing date for applications: 14 April 2023.

Only shortlisted candidates will be contacted.

Applications without a motivation letter will not be considered!
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