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JOB VACANCY
FPSU ADMINISTRATIVE ASSISTANT (Two Year Contract)

Sezela, Noodsburg, Amatikulu, Qwabe, Macekane & Makhathini FPSU’s

The role of Administrative Assistant

The overall purpose of a FPSU Administrative Assistant is work directly with FPSU Manager as support to
FPSU administration. Their primary role is to aid the FPSU in full office administratio

Requirements for the role

e  Computer Certificate / Office Administration Certificate / Diploma / B
Certificate.
Completion of NARYSEC Programme will be an advant

Knowledge of sugar cane industry and link from de
Computer skills (Microsoft office, Outlook)
Communication skills and coordination

Report writing skills and interpersonal s

A valid driver’s license

Key Performance Areas

e Assist with technic ;
administrative s ' gstration support *Ensure all documents are filed

NOTE: Preference will be given to applicants who resides around the area of an FPSU. The
successful candidates will be placed at the Farmer Production Support Unit applied for. No late
applications will be accepted. All applicants must be SA Citizens/Permanent Residents.
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