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REQUIREMENTS : Minimum requirements: Applicants must be in possession of Grade 12 
Certificate and a minimum National Diploma in Survey or Cartography (NQF 
Level 6). Compulsory registration with South African Geomatics Council 
(SAGS) as a Survey Technician / Surveyor. Minimum of 3 years post 
qualification technical survey experience. Job related Knowledge: Programme 
and project management, Survey Design and analysis, Research and 
Development, Computer aided survey applications and knowledge of legal 
compliance. Job related skills: Technical report writing and Creating high 
performance culture, Decision making, Team Leadership, Analytical, 
Creativity, Self-management, Financial management, Customer focus and 
responsiveness, Communication (verbal and written), Computer literacy, 
Planning and organising, Conflict management, Problem solving and analysis, 
People management skills and Innovation. A valid driver’s license. Values / 
Attributes: Confidentiality, fairness, respect and honesty. 

DUTIES : Provide technical survey services and support. Provide technical services in 
terms of examination, maintenance, archiving and information supply of survey 
documents and submit for evaluation / approval by the relevant authority. 
Perform surveys and survey computations. Promote safety in line with statutory 
and regulatory requirements. Evaluate plans, existing technical manuals, 
standard drawings and procedures to incorporate new technology, and provide 
Geographic Information System (GIS), mapping and Information supply 
services. Perform administrative and related functions. Provide inputs into the 
budgeting process as required, Compile and submit reports as required, 
Provide and consolidate inputs to the technical survey operational plan, 
Develop, implement and maintain databases. Supervise and control Candidate 
Survey Technicians / Officers and related personnel and assets. Conduct 
research and development. Render continuous professional development to 
keep up with new technologies and procedures. Research / literature studies 
on technical survey technology or new survey techniques to improve expertise 
and liaise with relevant bodies / councils on survey related matters. 

ENQUIRIES : Ms N Ngubane Tel No: (033) 355 2900 
APPLICATIONS : Applications can be submitted by hand delivered during office hours to: 1st 

Floor, 270 Jabu Ndlovu Street (formerly known as Loop Street), 
Pietermaritzburg, 3200or by email to P26@dlrrd.gov.za 

NOTE : EE Targets: (Grade A) African, Coloured, Indian and White Males and 
Coloured and White Females and persons with disabilities. (Grade B and C) 
African, Coloured, Indian and White Males and Coloured, Indian and White 
Females and persons with disabilities. 

 
POST 45/87 : PERSONAL ASSISTANT REF NO: 3/1/1/1/2025/41 
  Chief Directorate: Legal Support and Deeds Training 
 
SALARY : R325 101 per annum (Level 07) 
CENTRE : Office of The Chief Registrar of Deeds: Gauteng (Pretoria) 
REQUIREMENTS : Minimum requirements: Applicants must be in a Grade 12 Certificate and a 

National Diploma in Secretarial / Office Administration/Management. Minimum 
of 3 years' experience in rendering a support service to senior management. 
Knowledge on the relevant legislation / policies / prescripts and procedures. 
Telephone etiquette. Basic knowledge on financial administration. Sound 
organisational skills. Computer literacy (MS Office). Good interpersonal 
relations. High level of reliability. Written communication skills. Language 
Skills. Ability to communicate well with people at different levels and from 
different backgrounds. Ability to do research and analyse documents and 
situations.  Ability to act with tact and discretion. Good grooming and 
presentation. Self-management and motivation. 

DUTIES : Provides a secretarial / receptionist support service to the manager. Receives 
telephone calls in an environment where, in addition to the calls for the senior 
manager, discretion is required to decide to whom the call should be forwarded. 
Finalise and resolve relevant enquiries as part of the job’s operational 
responsibilities. Performs advanced typing work. Operates and ensures that 
office equipment, e.g. Fax machines and photocopiers are in good working 
order. Record the engagements of the senior manager. Utilizes discretion to 
decide whether to accept/decline or refer to other employees' requests for 
meetings, based on the assessed importance and urgency of the matter. 
Coordinates with and sensitizes / advises the manager regarding 
engagements. Compiles realistic schedules for appointments. Render 
administrative support service. Ensures the effective flow of information and 
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documents to and from the office of the manager. Ensures the safe keeping of 
all documentation in the office of the manager in line with relevant legislation 
and policies. Obtains inputs, collates and compiles reports, e.g.: Progress 
reports, Monthly reports and management reports. Scrutinizes routine 
submissions / reports and make notes and / or recommendations for the 
manager. Respond to enquiries received from internal and external 
stakeholders. Drafts documents as required. Does filling of documents for the 
manager and the unit where required. Collects, analyses and collates 
information requested by the manager. Clarifies instructions and notes on 
behalf of the manager. Ensures that travel arrangements are well coordinated. 
Prioritizes issues in the office of the manager. Manages the leave register and 
telephone accounts for the unit. Handles procurement of standard items like 
stationary, refreshments etc. for the activities of the manager and the unit. 
Obtains the necessary signatures on documents like procurement advices and 
monthly salary reports. Provides support to manager regarding meetings. 
Scrutinizes documents to determine actions / information / other documents 
required for meetings. Collects and compiles all necessary documents for the 
manager to inform him / her on the contents. Records minutes / decisions and 
communicates to relevant role-players, follow-up on progress made. Prepares 
briefing notes for the manager as required. Coordinates logistical 
arrangements for meetings when required. Supports the manager with the 
administration for the managers budget. Collects and coordinates all the 
documents that relate to the manager's budget. Assists manager in 
determining funding requirements for purposes of MTEF submissions. Keeps 
records for expenditure commitments, monitors expenditure and alerts 
manager of possible over-and under spending. Checks and correlates BAS 
reports to ensure that expenditure is allocated correctly. Identifies the need to 
move funds between items, consults with the manager and compiles draft 
memos for this purpose. Compares the MTEF allocation with the requested 
budget and informs the manager of changes. Studies the relevant public 
service and departmental prescripts / policies and other documents and ensure 
that the application thereof is understood properly. Remains up to date with 
regard to the prescripts / policies and procedures applicable to his / her work 
terrain to ensure efficient and effective support to the manager. Remains 
abreast with the procedures and processes that apply in the office of the 
manager. 

ENQUIRIES : Mr. H Tshinavhe Tel No: (012) 337 9380 
APPLICATIONS : Applications can be submitted by hand delivery to the Office of the Chief 

Registrar of Deeds at 20 Steve Biko Rd (formely Beatrix) Street, Arcadia, 
Pretoria, 0083. Candidates are also encouraged to apply by using the email 
address Advert9@deeds.gov.za before the closing date as no late applications 
will be considered. 

NOTE : Applications and supporting documents sent to us that are not specified in the 
advertisement for the post that you are applying for will not be accepted. Failure 
to do this will result in the application being disqualified. EE Targets: Coloured, 
Indian and White Males and African, Coloured, Indian, and White Females and 
people with disabilities. 

 
POST 45/88 : PERSONAL ASSISTANT REF NO: 3/1/1/1/2025/42 
  Chief Directorate: Finance and Corporate Support 
 
SALARY : R325 101 per annum (Level 07) 
CENTRE : Office of the Chief Registrar of Deeds: Gauteng (Pretoria) 
REQUIREMENTS : Minimum requirements: Applicants must be in a possession of a Grade 12 

Certificate National Diploma in Secretarial / Office Administration / 
Management. Minimum of 3 years' experience in rendering a support service 
to senior management. Knowledge on the relevant legislation / policies / 
prescripts and procedures. Telephone etiquette. Basic knowledge on financial 
administration. Sound organisational skills. Computer literacy (MS Office). 
Good interpersonal relations.  High level of reliability. Written communication 
skills. Language skills.  Ability to communicate well with people at different 
levels and from different backgrounds. Ability to do research and analyse 
documents and situations. Ability to act with tact and discretion. Good 
grooming and presentation. Self-management and motivation. 

DUTIES : Provides a secretarial / receptionist support service to the manager. Receives 
telephone calls in an environment where, in addition to the calls for the senior 
manager, discretion is required to decide to whom the call should be forwarded. 
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Finalise and resolve relevant enquiries as part of the job’s operational 
responsibilities. Performs advanced typing work. Operates and ensures that 
office equipment, e.g. Fax machines and photocopiers are in good working 
order. Record the engagements of the senior manager. Utilizes discretion to 
decide whether to accept / decline or refer to other employees' requests for 
meetings, based on the assessed importance and urgency of the matter. 
Coordinates with and sensitizes / advises the manager regarding 
engagements. Compiles realistic schedules for appointments. Render 
administrative support service. Ensures the effective flow of information and 
documents to and from the office of the manager. Ensures the safe keeping of 
all documentation in the office of the manager in line with relevant legislation 
and policies. Obtains inputs, collates and compiles reports, e.g.: Progress 
reports, Monthly reports and management reports.  Scrutinizes routine 
submissions / reports and make notes and / or recommendations for the 
manager. Respond to enquiries received from internal and external 
stakeholders. Drafts documents as required. Does filling of documents for the 
manager and the unit where required. Collects, analyses and collates 
information requested by the manager. Clarifies instructions and notes on 
behalf of the manager.  Ensures that travel arrangements are well coordinated. 
Prioritizes issues in the office of the manager. Manages the leave register and 
telephone accounts for the unit. Handles procurement of standard items like 
stationary, refreshments etc. for the activities of the manager and the unit. 
Obtains the necessary signatures on documents like procurement advices and 
monthly salary reports. Provides support to manager regarding meetings. 
Scrutinizes documents to determine actions / information / other documents 
required for meetings.  Collects and compiles all necessary documents for the 
manager to inform him / her on the contents. Records minutes / decisions and 
communicates to relevant role-players, follow-up on progress made. Prepares 
briefing notes for the manager as required. Coordinates logistical 
arrangements for meetings when required. Supports the manager with the 
administration for the managers budget. Collects and coordinates all the 
documents that relate to the manager's budget. Assists manager in 
determining funding requirements for purposes of MTEF submissions. Keeps 
records for expenditure commitments, monitors expenditure and alerts 
manager of possible over-and under spending. Checks and correlates BAS 
reports to ensure that expenditure is allocated correctly. Identifies the need to 
move funds between items, consults with the manager and compiles draft 
memos for this purpose. Compares the MTEF allocation with the requested 
budget and informs the manager of changes. Studies the relevant public 
service and departmental prescripts / policies and other documents and ensure 
that the application thereof is understood properly. Remains up to date with 
regard to the prescripts  / policies and procedures applicable to his / her work 
terrain to ensure efficient and effective support to the manager. Remains 
abreast with the procedures and processes that apply in the office of the 
manager. 

ENQUIRIES : Mr. AM Strydom Tel No: (012) 337 9380 
APPLICATIONS : Applications can be submitted by hand delivery to the Office of the Chief 

Registrar of Deeds at 20 Steve Biko Rd (formely Beatrix) Street, Arcadia, 
Pretoria, 0083 Candidates are also encouraged to apply by using the email 
address Advert8@deeds.gov.za before the closing date as no late applications 
will be considered. 

NOTE : Applications and supporting documents sent to us that are not specified in the 
advertisement for the post that you are applying for will not be accepted. Failure 
to do this will result in the application being disqualified. EE Targets: African, 
Coloured, Indian and White Males and Coloured, Indian and White Females 
and Persons with Disabilities. 

 
POST 45/89 : PERSONAL ASSISTANT REF NO: 3/1/1/1/2025/43 
 
SALARY : R325 101 per annum (Level 07) 
CENTRE : Northern Cape Deeds Registry: Kimberley 
REQUIREMENTS : Minimum requirements: Applicants must be in a possession of a Grade 12 

Certificate and a National Diploma in Secretarial / Office Administration / 
Management. Minimum of 3 years' experience in rendering a support service 
to senior management. Knowledge on the relevant legislation / policies / 
prescripts and procedures. Telephone etiquette. Basic knowledge on financial 
administration. Sound organisational skills. Computer literacy (MS Office). 



77 
 

Good interpersonal relations. High level of reliability. Written communication 
skills. Language skills. Ability to communicate well with people at different 
levels and from different backgrounds. Ability to do research and analyse 
documents and situations. Ability to act with tact and discretion. Good 
grooming and presentation. Self-management and motivation. 

DUTIES : Provides a secretarial / receptionist support service to the manager. Receives 
telephone calls in an environment where, in addition to the calls for the senior 
manager, discretion is required to decide to whom the call should be forwarded. 
Finalise and resolve relevant enquiries as part of the job’s operational 
responsibilities. Performs advanced typing work. Operates and ensures that 
office equipment, e.g. Fax machines and photocopiers are in good working 
order. Record the engagements of the senior manager. Utilizes discretion to 
decide whether to accept / decline or refer to other employees' requests for 
meetings, based on the assessed importance and urgency of the matter. 
Coordinates with and sensitizes / advises the manager regarding 
engagements. Compiles realistic schedules for appointments. Render 
administrative support service. Ensures the effective flow of information and 
documents to and from the office of the manager. Ensures the safe keeping of 
all documentation in the office of the manager in line with relevant legislation 
and policies. Obtains inputs, collates and compiles reports, e.g.: Progress 
reports, Monthly reports and management reports. Scrutinizes routine 
submissions / reports and make notes and / or recommendations for the 
manager. Respond to enquiries received from internal and external 
stakeholders. Drafts documents as required. Does filling of documents for the 
manager and the unit where required. Collects, analyses and collates 
information requested by the manager. Clarifies instructions and notes on 
behalf of the manager. Ensures that travel arrangements are well coordinated. 
Prioritizes issues in the office of the manager.  Manages the leave register and 
telephone accounts for the unit. Handles procurement of standard items like 
stationary, refreshments etc. for the activities of the manager and the unit. 
Obtains the necessary signatures on documents like procurement advices and 
monthly salary reports. Provides support to manager regarding meetings. 
Scrutinizes documents to determine actions/information / other documents 
required for meetings. Collects and compiles all necessary documents for the 
manager to inform him / her on the contents. Records minutes / decisions and 
communicates to relevant role-players, follow-up on progress made. Prepares 
briefing notes for the manager as required. Coordinates logistical 
arrangements for meetings when required. Supports the manager with the 
administration for the managers budget. Collects and coordinates all the 
documents that relate to the manager's budget. Assists manager in 
determining funding requirements for purposes of MTEF submissions. Keeps 
records for expenditure commitments, monitors expenditure and alerts 
manager of possible over-and under spending. Checks and correlates BAS 
reports to ensure that expenditure is allocated correctly. Identifies the need to 
move funds between items, consults with the manager and compiles draft 
memos for this purpose. Compares the MTEF allocation with the requested 
budget and informs the manager of changes.  Studies the relevant public 
service and departmental prescripts / policies and other documents and ensure 
that the application thereof is understood properly. Remains up to date with 
regard to the prescripts / policies and procedures applicable to his / her work 
terrain to ensure efficient and effective support to the manager. Remains 
abreast with the procedures and processes that apply in the office of the 
manager. 

ENQUIRIES : Mr. V Mbizeni Tel No: (053) 832 7228 
APPLICATIONS : Applications can be submitted by or by hand delivered during office hours to: 

Office of the Registrar of Deeds: Kimberley at Conner Stead and Knight 
Streets, 10th Floor New Public Building, Kimberley 8301. Candidates are also 
encouraged to apply by using the email address: Advert10@deeds.gov.za 
before the closing date as no late applications will be considered. 

NOTE : Applications and supporting documents sent to us that are not specified in the 
advertisement for the post that you are applying for will not be accepted. Failure 
to do this will result in the application being disqualified. EE Targets: Coloured, 
Indian and White Males and African, Coloured, Indian and White Females and 
Persons with Disabilities. 

 
 
 


