
 

 
 
 
 
 
 

Mohokare Local Municipality subscribes to the principles of the Employment Equity 
Act. It is the Municipality’s intention to promote equity (race, gender and disability) 

through the filling of this positon. 
Applications are invited from suitably qualified persons to fill the following positon. 

 
ERRATUM ADVERT 

SENIOR ADMIN MANAGER-ZASTRON 
INTERNAL ADVERT/EXTERNAL ADVERT 

REMUNERATION: R 459 816.00- R 596 865.00 Per Annum 
 

KEY REQUIREMENTS: 
 
Applicants must be in possession of a Bachelor of Administration Degree in the Public 
Sector or equivalent. Three Years relevant experience in a Local Government 
environment in a Managerial position. Excellent organizational and administrative skills, 
Excellent analytic and problem solving ability and also high level of responsibility and 
confidentiality. Code B Driver’s License. 
 

KEY RESPONSIBILITIES:  

 Manage and oversee the rendering of an effective communication and customer 

care advise to ensure proper liaison with the community, councillors, Municipal 

Manager. 

 

 Coordinates and perform administrative support services related to council 

meetings by: compilation of Agendas, Drafting Notices, Keeping Minutes, 

Ensure timeous delivery of documents to Councillors. 

  

 Plan, Manage, Organize and control the continuous provision of Corporate 

Administration and Support Services to promote service excellence to the 

Municipality and its customers. 

 

 Deal with day to day administration to promote sound office management in the 

division and also to facilitate contract Management in the Municipality. 

 

 Oversee the maintenance and neatness of office buildings, town hall, kitchens 

and grounds. 








