
Category Description Requirement Type 

Academic  Bachelor’s Degree in any of the following disciplines: - Education, Business 
Administration, Law, Social Sciences or any other relevant qualification from 
a recognized institution;

Mandatory

Ethics & Integrity Fulfilled the requirements of Chapter Six of the Constitution Mandatory

Professional Professional qualification and membership to a professional body where 
applicable;

Mandatory

Skills & Competencies   Interpersonal and negotiation skills;  Mandatory
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Description 

Recording dictation in shorthand and transcribing it in typewritten form

Drafting and typing routine letters and memos

Ensuring the security of office equipment, documents and records

Attending to visitors or clients

Maintaining an up to date filing system in the office

Handling telephone calls, diary and appointments

Arranging  for  Meetings  and  preparing  the  necessary  materials  for  the discussion

Reporting on any need for office repairs and requesting office stationery

Supervising office cleanliness

Managing office protocol and etiquette

Organizing travel arrangements

Maintaining a register of outgoing and incoming files and mail
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