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POSITION DESCRIPTION 
 
TITLE:          Administrative Assistant 
REPORTS TO:                    Managing Director 
LOCATION:          Maboneng Precinct, Johannesburg, South Africa 
LEVEL OF EFFORT:        Part-time, 6 month period 
 
OVERVIEW 
 

The Administrative Assistant provides management support to Managing Director’s office and 
works closely with the team in the development, implementation, monitoring, and evaluation of 
activities. Administrative Assistant will coordinate and dissemination of internal and external 
information flow and support meeting internal and external project management deadlines. The 
Administrative Assistant will assist in ensuring that project performance standards are met and 
monitored. Administrative Assistant will be responsible to create pages on social media platforms 
and optimize them as defined by the brand image of the company. Monitor trends media to stay 
updated across different platforms and identify needs and preferences of users 

 
SPECIFIC RESPONSIBILITIES 
 
1. Assist the Managing Director to set up quick turnaround projects in the project management tool; 

this includes include ensuring projects go through the creative process, monitoring implementation 
process, deliverables by ensuring that the team has everything they need to commence work, and 
routing work for review and approval. 

2. Manage all functions on the front desk and ensure smooth running of thereof 
3. Organize diary and keep track of all meetings, deadlines, work schedules for each project 
4. Communicate projects’ progress and delivery to stakeholders and internal customers 
5. Track team resource workload, route work to stakeholders for review and approvals 
6. Ensure effective communication and feedback and monitor trends to maintain the stakeholders 

database 
7. Conceptualize and create pages on social media platforms that were selected in the strategy, stay 

updated across different platform, identify needs and preferences of users. Constantly control and 
monitor trends and basic indicators such as likes, clicks, reach, participation, number of comments 

 
REQUIREMENTS 
 
1. 2-3 years of office administration experience 
2. Diploma or related tertiary training in business administration 
3. Be self-motivated, resourceful, adaptable, and results-oriented with a positive attitude, pays attention 

to detail and structured 
4. Demonstrate excellent verbal and written communication skills. 
5. Must have a knowledge and understanding of project management and social media marketing 
6. Must have a solid working knowledge of Microsoft Office package 

 

Interested applicants should submit a CV, contact information for three references, motivational 
letter, samples of technical and communications products developed, and state current and expected 
salary to geeta@thedatainnovator.com by 21 JULY 2017 

 
We thank you in advance for responding to this advertisement, however, only shortlisted candidates will 
be contacted to conduct a technical assessment as part of the selection process. 


