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posts, keep brought forward registers, arrange for travelling, secure 
accommodation, update and manage phone calls, emails and faxes, maintain 
filing system; 

ENQUIRIES : Lt Col JL Shandu/ Capt SJ Matlopela/ W/O TB Tshabalala/ SPO KK 
Mashiloane at telephone Tel No: (012) 393 3058/ 4273/ 4501/ 3461 

 
POST 26/113 : SECRETARY REF NO: NCC16/07/2021 (X1 POST) 
  Section: Head: National Cold Case Unit 
 
SALARY : R173 703 per annum (Level 05) 
REQUIREMENTS : Appropriate/relevant experience in the field of the post as well as competency 

in MS Word, Excel and PowerPoint, interpersonal communication (verbal and 
written) and organizing skills may be an advantage. 

DUTIES : Core Functions: To provide secretarial support functions to the Section Head. 
Arrange, prepare meetings, agendas, typing and taking minutes. Answer and 
screen all incoming calls to the office of the Section Head. Liaise with other 
Components and Sections on matters relating to the Section Head’s office. 
Maintain good recordkeeping, filling and bring forward system. Handle 
confidential documents. Process and submit claims, make travelling and 
accommodation arrangement. Manage the diary as well as receive and host 
visitors of the office. Operate standard equipment (fax, photocopy machine, 
telephone, computer etc.). Serving refreshment to visitors and during meetings. 
Manage office inventory.  

ENQUIRIES : Lt Col JL Shandu/ Capt SJ Matlopela/ W/O TB Tshabalala/ SPO KK 
Mashiloane at telephone Tel No: (012) 393 3058/ 4273/ 4501/ 3461 

 
POST 26/114 : GENERAL WORKER REF NO: MOD21/07/2021 (X1 POST) 
  Section: Modus Operandi Strategic Analysis 
 
SALARY : R102 534 per annum 
CENTRE : Pretoria  
REQUIREMENTS : Candidate with Grade 10/ Standard 8 or equivalent certificate and previous 

experience in cleaning may receive preference; Good communication, 
organizational, interpersonal skills and problem-solving abilities; be 
responsible, reliable and ability to work as part of a team. 

DUTIES : Core Functions: Cleans entire office space, including dust mopping, damp 
mopping, sweeping, vacuuming, dusting, picking up larger objects off the floor, 
cleaning glass and windows; Vacuums, empties trash, and replaces liners, 
Prepare tea and refreshments during meetings and washes dishes for 
members within the Centre; Order stock and maintains cleaning equipment and 
supplies. 

ENQUIRIES : Lt Col JL Shandu/ Capt SJ Matlopela/ W/O TB Tshabalala/ SPO KK 
Mashiloane at telephone Tel No: (012) 393 3058/ 4273/ 4501/ 3461 

 
  


