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Key performance areas 
 
Typing and drafting of documents, including letters, memo’s and reports when required. 
Perform general office duties when required including minute taking, printing, co-ordinating meetings and 
training sessions. 
Provide operational and administrative support to the Communications team. 
Integrate effectively with Wits RHI Operations Team as and when required. 
Provide daily support and co-ordination of procurement and administration including but not limited to travel, 
meetings, all IT related support, stationery and consumables, training logistics, asset management and control, 
centralised reporting collation, reconciliation’s and dissemination of information. 
Ensure implementation and maintenance of all Standard Operating Procedures. 
Provide training and up-to-date information to staff on new and existing policies, procedures and SOP’s when 
required. 
Ensure compliance with respect to donor and or provider’s requirements. 
Ensure timeous monthly submission of HR related documents (leave forms and timesheets. 
Liaising with other divisions’ Ops Coordinators.  
Assist with ad hoc communications activities as and when required. 
Respond to internal meeting and event requests as required. 
Liaise with internal and external stakeholders to gainan understanding of their needs and expectations for 
meetings / events. 
Book venues in accordance with the policies and procedures. 
Maintain the meetings mailbox and all enquires that come through and Operations Service Desk. 
Maintain an electronic diary through the outlook calendar for all internal meetings and events. 
Maintain a relationship with the catering suppliers that are approved on the database and timeously liaise 
with suppliers to provide refreshments as needed, ensuring the procurement process is adhered to. 
Liaise with support staff to ensure venues and equipment (projector, presentation laptop, microphone, etc.) is 
setup for meetings / events. And testing of venues ahead of time.  
Obtain agendas for all meetings from convener and signed attendance registers of the training (where 
catering is required) for records and procurement. 
Logging calls with support departments for issues related to meeting venues (IT, facilities, etc). 

VACANCY 

Job title: Operations Coordinator  

Type: Permanent  ☒  Fixed Term  ☐ Temporary   ☐ 

Main purpose of the job: 
To plan, coordinate and assist with the internal logistical activities of the communications 
team for the organisation and assisting and supporting the Communications Team. 

Location: 22 Esselen, Hillbrow, Johannesburg 

Closing date: 27 April  2022 

Submit detailed CV to: Vacancy8@wrhi.ac.za 

Advert reference number: PAM004 - 2022 

In accordance with our Employment Equity goals and plan, preference will be given to suitable applicants 
from designated groups as defined in the Employment Equity Act 55 of 1998 and subsequent amendments 
thereto. 
Our Organisation maintains a Mandatory COVID-19 requirement and as such only COVID-19 Vaccinated 
incumbents will be considered for positions. 
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Assisting staff members for loan equipment. 
Ensure that reception and security are notified of all daily additions, cancellations etc.  
Manage the assets within the division and ensure optimal and cost-effective utilization and maintenance of 
these assets (equipment). 
Record all purchase orders issued for internal meetings and events and provide to procurement. 
Address any discrepancies or queries with suppliers to Events Lead and procurement. 
Maintain supplier relationships. 
Act as the first point of contact in assisting staff with communications- related queries. 
Screen telephone calls and emails, enquiries or requests and handle them when appropriate. 
Maintain and update all communications e-mails, databases, spreadsheets, and records to ensure data 
integrity. 
Devise and maintain relevant office systems such as electronic and manual filing systems. 
Perform relevant administration i.e. filing, copying, faxing etc. 
Compile relevant weekly and monthly reports. 
Perform any other ad hoc administration duties as assigned. 
Take ownership and accountability for tasks and demonstrates effective self management. 
Follow through to ensure that quality and productivity standards of own work are consistently and accurately 
maintained. 
Maintain a positive attitude and respond openly to feedback. 
Take ownership for driving own career by participating in ongoing training and development activities. 
 
Required minimum education and training 
 
Grade 12.  
Advanced computer skills. 
Experience in the communications related industry. 
Customer Service Skills is vital. 
Administrative skills. 
 
Desirable additional education, work experience and personal abilities 
 
Experience working in a donor funded organisation / NGO.   
Exceptional organisational and administrative skills together with working knowledge of Microsoft Office.  
Attention to detail.   
Professional, assertive, confident, and adaptable.  Pro-active, able to exercise discretion and independent 
decision-making for communications tasks within the portfolio.   
Customer service orientation.   
Able to prioritize multiple work assignments, meet deadlines and to maintain the standards of the internal 
portfolio that has been standardized in the organisation.   
Self motivated, able to work independently and work as part of a multidisciplinary team. 
 
Required minimum work experience 
 
Minimum 3 years’ experience in operations-related field. 
 

Should you be interested in applying for this vacancy, please send an email to Vacancy8@wrhi.ac.za. The 
subject heading of the email must read PAM004-2022 and the job title of position applying for. Please include 
the following documentation: 
 A cover letter (maximum one page) that clearly states which vacancy you are applying for 
 A detailed CV  

 


