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SALARY : R382 245.– R450 255. per annum. The successful candidate will be required 

to sign a performance agreement. 
CENTRE : Supreme Court Of Appeal: Bloemfontein 
REQUIREMENTS  : Grade 12 plus and appropriate three (3 year Bachelor’s Degree /National 

Diploma qualification at NQF level 6, A minimum of three (3) years’ working 
experience in Corporate Management Environment. Two (2) years’ experience 
at a supervisory level. A valid driver’s license Public Driver Permit (PDP) will 
be an added advantage. Skills and Competencies: Ability to implement the 
Public Service Regulations, 2016. Excellent managerial and Organisational 
skills. Innovative and self-driven with proven Leadership skills. Advanced skills 
in report writing. Computer literacy (Excel, Word and Power Point). Ability to 
work under pressure. Excellent Interpersonal skills. Supervisory skills. Good 
Planning and Organising skills. Problem solving and Analysis. People 
management and Empowerment. Service delivery innovation. Client 
orientation and Customer focused. Communication skills. Conflict 
management. Diversity and Risk management skills. 

DUTIES : Management of Logistical/transport Services. Manage and ensure the 
provision of facilities support. Risk Management aspects. Management of 
archives for the SCA. Financial and Supply Chain management. Human 
Resource Management. Auditing processes. Overseeing and assisting the 
Director with all administrative and technical support duties. Oversee all 
Auxiliary Services.  

ENQUIRIES : Ms M Luthuli Tel No: (051) 492 4523 
 
POST 43/54 : JUDGE’S SECRETARY (2 POSTS) 
 
SALARY : R261 372 per annum. The successful candidate will be required to sign a 

performance agreement 
CENTRE : Free State Division Of The High Court: Bloemfontein, Ref No: 2021/220/OCJ 
  High Court: Grahamstown, Ref No: 2021/221/OCJ 
REQUIREMENTS : Grade 12. One (1) to three (3) years’ secretarial experience or as an office 

assistant. A valid driver’s license. An LLB degree or a minimum of 20 modules 
completed towards an LLB, BA/BCom Law degree will serve as an added 
advantage and results must accompany the application. Shortlisted candidates 
will be required to pass a typing test. Skills and Competencies: Proficiency in 
English. Good communication skills (verbal and written). Administration and 
organizational skills. Exceptional interpersonal skills. Ability to meet strict 
deadlines and to work under pressure. Attention to detail. Customer service 
skills and excellent typing skills including Dictaphone typing. Confidentiality and 
time management. Computer literacy (MS Word) and research capabilities  

DUTIES  : Typing (or formatting) of draft memorandum decisions, opinions or judgment 
entries written by or assigned by the judge. Provide general 
secretarial/administrative duties to the judge. Manage and type 
correspondence, judgments and orders for the judge (including Dictaphone 
typing). Arrange and diarize appointments, meetings and official visits and 
make travel and accommodation arrangements. Safeguarding of all case files 
and the endorsement of case files with an order made by the judge. Update 
files and documents and provide copies of documents to the registrar. Perform 
digital recording of court proceedings on urgent court applications (after hours) 
and circuit court, and ensure integrity of such recordings. Store, keep and file 
court records safely. After a case has been completed and the opinion, 
decision or judgment entry released, return case file to the registrar. 
Accompany the judge to the court and circuit courts. Cooperate with judges, 
supervisors and co-workers as necessary to ensure the smooth and efficient 
operation of the court. Management of the judge’s vehicle, logbook and driving 
thereof. Compile data and prepare reports and documents for assigned judges 
as necessary including expense reports, continuing legal hours, financial 
disclosure statements and case management. Arrange refreshments for the 
judge and his/her visitors and attend to their needs. Management of the judge’s 
library and updating of loose-leaf publications. Execute legal research as 
directed by the judge and comply with Departmental prescripts, policies, 
procedures and guidelines. 

ENQUIRIES  Bloemfontein - Ms M Luthuli Tel No: (051) 492 4523   
  Grahamstown - Ms N Biko Tel No: (043) 726 8580 
 
POST 43/55 : REGISTRAR REF NO: 2021/222/OCJ (2 POSTS) 


