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DUTIES : Conduct screening of all people entering and leaving the building through X-ray 
machine and metal detector; temperatures scanners, determine whether visitors 
have appointment or the service that the visitor requires; Contact the relevant 
employee to confirm the appointment or refer the visitor to the relevant service 
delivery point; Complete or ensure that the admission of control register is 
completed and issue admission control documents/cards as required; Escort 
visitors/employees to relevant employees/venues where required; access control, 
Identify suspicious conduct; Ensure that unauthorised persons and dangerous 
objects do not enter the building/premises, Follow-up on incidents, Issue access 
cards to employees; Verify the validity of access cards; Control and manage 
parking; Safeguard state and private vehicles; Monitor CC TV in security control 
room to identify suspicious activities; Provide key management control. 

ENQUIRIES : Ms S Segale Tel No: (021) 402 2327 
 
POST 09/98 : SECONDARY DRIVERS / MESSENGERS REF NO: 2022/130 (X2 POSTS) 
 
SALARY : R124 434 per annum 
CENTRE : Head Office (Pretoria) 
REQUIREMENTS : Senior Certificate/Grade 12 certificate and relevant experience as a Secondary 

Driver / Messenger. A valid driver’s license. Good communication skills and 
interpersonal skills. Have the ability to work under pressure and ability to meet tight 
deadlines. The ability to establish and maintain harmonious working relationship 
with co-workers, staff and external clients, and work effectively in a professional 
team environment. 

DUTIES : Delivery of documents and packages, sorting of mail and distribution to relevant 
officials within the Department. Collect and deliver mail at Post Office. Collect, 
distribute circulars/correspondence/package from/to Post 
Office/functionaries/other Departments. Distribute and collect files and documents. 
Collect/distribute mail to line functionaries. Collect /distribute mail to and from other 
departments and receive signatures from recipients. Make photocopies and assist 
at Reproduction Unit if necessary. Collect shredded waste paper and deliver to 
designated area when required. Ensure that Registry equipment is maintained and 
used correctly. Prepare packages and arrange for collection by Courier 
Services/Post Office collection as when required Perform any other related tasks 
as per supervisor’s instructions including office duties. 

ENQUIRIES : Ms. Margaret Masemola Tel No: (012) 406-1785 
 
POST 09/99 : DRIVER / OPERATOR: LOGISTICS REF NO: 2022/131 
 
SALARY : R124 434 per annum 
CENTRE : Head Office (Pretoria) 
REQUIREMENTS : Senior certificate/Grade 12 with relevant working experience Knowledge: 

Operation of machinery and tools. Department’s procurement process, 
Occupational Health and Safety Act. Skills; effective communication (verbal and 
written). Interpersonal skills, Time Management skills. Planning of processes. Good 
customer service. Operation of heavy duty photocopying machine. Personal 
attributes: Safety conscious, confidentiality, trustworthy and hardworking. Have 
ability to work under pressure, establish and maintain harmonious working 
relationships with co-workers, staff and external clients. 

DUTIES : The successful candidate will be responsible for the provision of management 
support service with regards to document requests of heavy duty bulk 
photocopying. Procurement of reproduction equipment’s and stationery Manage 
and control access of the Photocopying room. Ensure protection of information at 
all times. Ensure that all documents have been neatly bonded and stapled 
accordingly. Inform clients when documents are ready for collection. Provide bulk 
shredding and messenger services as requested. Ensure all the equipment’s are 
serviced as required. Provide meter readings to suppliers. Ensure supplier invoices 
are paid on time. Provide monthly stats to the supervisor. Perform any other related 
tasks as per supervisor’s instructions including office duties. 

ENQUIRIES : Ms. M Masemola Tel No: (012) 406-1785 
  


