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  (Knysna) Ref No: Recruit 2021/629 
REQUIREMENTS : An appropriate B Degree (NQF level 7)/ Three (3) year Diploma (NQF 6) in 

Social Science/Behavioral Studies or equivalent. At least one year working 
experience which includes experience gained during training. Demonstrable 
competency in acting Independently, Professionally, Accountable and with 
Credibility. Sound co-ordination and counselling experience. Ability to work well 
with children. Knowledge of the Criminal Justice System. Excellent 
administrative skills, good communication skills and problem solving skills. 

DUTIES : Provide holistic and integrated care for the victims of crime, customers and 
witnesses within the court environment. Prevent secondary traumatization by 
providing a safe and secure environment in which to testify. Implement court 
preparation for children and adult victims of crime, customers and witnesses 
and perform all other duties in relation thereto. Liaise with and report to the 
Prosecutor/Manager. Perform all duties in accordance with general accepted 
court preparation technique. 

ENQUIRIES : CPP: Mmabatho Flora Kalakgosi Tel No: 018 381 9041 
  CPP: George Francios Brandt Tel No: 021 487 7144 
APPLICATIONS : CPP: Mmabatho (Vryburg) e mail Recruit_2021627@npa.gov.za 
  CPP: George e mail Recruit_2021628@npa.gov.za 
  (Knysna) e mail Recruit_2021629@npa.gov.za 
 
POST 36/139 : ADMINISTRATIVE CLERK: SUPERVISOR REF NO: RECRUIT 2021/630 
  National Prosecutions Service 
 
SALARY : R257 508 per annum (Level 07), (Excluding Benefits) 
CENTRE : DPP: Pietermaritzburg 
REQUIREMENTS : An appropriate B Degree (NQF 7)/ Three (3) year Diploma (NQF 6). Minimum 

two years’ relevant experience in Administration, Document Management 
Section and Court Support processes. Demonstrable competency in acting 
Independently, Professionally, Accountable and with Credibility. 
Understanding of criminal court administration processes. Excellent 
communication and administrative skills. Report writing, good verbal and 
written communication skills. Ability to work independently without constant 
supervision. Excellent administrative skill and problem-solving skills. Strong 
organizational and management skills. Good analytical skills. Computer skills 
in MS Word, Excel (intermediate or Advanced) and Outlook. Willing to work 
extended hours where necessary. 

DUTIES : Manage and/or supervise the legal Admin and documents Management 
Sections. Manage court rolls. Check and sign off court files. Check and sign off 
electronic registers (Appeals, Police dockets, etc.). Perform monthly 
inspections. Manage case files. Compile and submit court statistics. Implement 
and ensure compliance with policies and procedures. Liaise with customers 
and stakeholders. Respond to audit queries. Manage and/or supervise human 
resource functions of staff in the Court Support. Perform any other duties as 
deemed necessary by the supervisor. Draw up performance management 
contracts of staff and be responsible for performance assessment of staff. 
Draw and manage the court roll. 

ENQUIRIES : Thabsile Radebe Tel No: 033 392 8753 
APPLICATIONS : e mail Recruit_2021630@npa.gov.za 
 
POST 36/140 : PERSONAL ASSISTANT REF NO: RECRUIT 2021/631 
  Legal Affairs Division 
 
SALARY : R257 508 per annum (Level 07), (Excluding Benefits) 
CENTRE : Pretoria: Head Office 
REQUIREMENTS : Grade 12 or equivalent qualification. Minimum two years secretarial experience 

and or related administrative experience. Demonstrable competency in acting 
Independently, Professionally, Accountable and with Credibility. General 
computer literacy. Language skills and ability to communicate well with people 
at different levels and from different background. Good telephone etiquette and 
above average planning and organizing skills. Good people skills. High level of 
reliability. Written communication skills. Ability to conduct legal research. Ability 
to act with tact and discretion. Ability to identify and handle confidential matters, 
and to keep confidential matters as such. Good grooming, presentation and 
professionalism. Knowledge of the relevant legislations, policies, prescripts 
and procedures applicable in the public sector. A valid driver’s license will be 
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an added advantage. Previous experience in dealing with stakeholders at 
senior/executive level. Experience in managing/administration of projects.  

DUTIES : Provide secretarial and administration support in the office. Receiving and 
screening of telephone calls and referring calls to the correct role players if not 
meant for the DNDPP. Type documents for the office. Operate office 
equipment like fax machines and photocopiers. Provide clerical support 
services to the office. Make travel and logistical arrangements for meetings and 
events, process travel and subsistence claims. Take minutes during meetings. 
Draft routine correspondence. Develop and maintain an accessible and user-
friendly filing system. Handle procurement of standard items such as 
stationary. Liaise with other offices of the NPA and Administration with regard 
to all matters pertaining to the administrative functions of the office. Re direct 
correspondence addressed to the DNDPP to the relevant offices. 

ENQUIRIES : Peter Manamela Tel No: 012 845 6519  
APPLICATIONS : e mail Recruit_2021631@npa.gov.za  
 
POST 36/141 : PERSONAL ASSISTANT REF NO: RECRUIT 2021/632 
  National Prosecutions Service 
 
SALARY : R257 508 per annum (Level 07), (Excluding Benefits) 
CENTRE : CPP: Pietermaritzburg 
REQUIREMENTS : Grade 12 or equivalent qualification. Minimum two years secretarial experience 

and or related administrative experience. Demonstrable competency in acting 
Independently, Professionally, Accountable and with Credibility. General 
computer literacy. Language skills and ability to communicate well with people 
at different levels and from different background. Good telephone etiquette and 
above average planning and organizing skills. Good people skills. High level of 
reliability. Written communication skills. Ability to conduct legal research. Ability 
to act with tact and discretion. Ability to identify and handle confidential matters, 
and to keep confidential matters as such. Good grooming, presentation and 
professionalism. Knowledge of the relevant legislations, policies, prescripts 
and procedures applicable in the public sector. A valid driver’s license will be 
an added advantage. Previous experience in dealing with stakeholders at 
senior/executive level. Experience in managing/administration of projects. 

DUTIES : Provide secretarial and administration support in the office. Receiving and 
screening of telephone calls and referring calls to the correct role players if not 
meant for the Chief Prosecutor. Type documents for the office. Operate office 
equipment like fax machines and photocopiers. Provide clerical support 
services to the office. Make travel and logistical arrangements for meetings and 
events, process travel and subsistence claims. Take minutes during meetings. 
Draft routine correspondence. Develop and maintain an accessible and user-
friendly filing system. Handle procurement of standard items such as 
stationary. Liaise with other offices of the NPA and Administration with regard 
to all matters pertaining to the administrative functions of the office. 

ENQUIRIES : Thabsile Radebe Tel No: 033 392 8753 
APPLICATIONS : e mail Recruit_2021632@npa.gov.za 
 
POST 36/142 : PERSONAL ASSISTANT REF NO: RECRUIT 2021/633 
  Specialized Commercial Crime Unit 
 
SALARY : R257 508 per annum (Level 07), (Excluding Benefits) 
CENTRE : Mmabatho 
REQUIREMENTS : Grade 12 or equivalent qualification. Minimum two years secretarial experience 

and or related administrative experience. Demonstrable competency in acting 
Independently, Professionally, Accountable and with Credibility. General 
computer literacy. Language skills and ability to communicate well with people 
at different levels and from different background. Good telephone etiquette and 
organizing skills. Good people skills. High level of reliability. Written 
communication skills. Ability to conduct legal research. Ability to act with tact 
and discretion. Ability to identify and handle confidential matters, and to keep 
confidential matters as such. Good grooming, presentation and 
professionalism. Knowledge of the relevant legislations, policies, prescripts 
and procedures. A valid drivers license will be an added advantage. 

DUTIES : Provide secretarial, administration support and personal assistant service to 
the Deputy Director. Receiving and screening telephone calls and refer the 
calls to the correct role players if not meant for the Deputy Director. Draft 
routine correspondence and reports. Operate office equipment like fax 


