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EXTERNAL ADVERTISEMENT

	Position
	Executive Office Administrator 

	Division
	Aero Systems 

	Reference Number
	9993536

	Job Grade
	C3 

	Location
	Pretoria (Head Office)



ABOUT THE JOB:
To provide professional administrative, logistical and operational support to the Aero Systems Division, ensuring the efficient coordination of daily operations, seamless information management, and effective functioning of the Senior Manager’s office in line with organisational standards and governance requirements.

QUALIFICATIONS:
· Grade 12.
· National Diploma in Business Administration, Management, Public Administration, or a related field.

EXPERIENCE: 
· Minimum of 3 years’ experience in an administrative, secretarial, or office support role, preferably in a secure, defence, or highly regulated environment.
· Experience in managing diaries, travel arrangements, and meeting coordination for senior staff.
· Familiarity with document preparation, reporting, and basic financial or budget tracking.
· Experience in working with classified material, system-based reporting, and database management.
· Previous exposure in stakeholder liaison within a sensitive or security-controlled environment.

KEY RESPONSIBILITIES:
Office Administration & Daily Operations
· Manage day-to-day administrative functions of the office, including correspondence handling, filing, and office supplies management.
· Coordinate and schedule meetings, appointments, and events for division ensuring optimal use of time and resources.
· Handle travel arrangements, accommodation, and logistics for executive staff in compliance with company policies.
· Maintain office equipment and liaise with IT and facilities teams to ensure a fully functional work environment

Document & Information Management
· Prepare, format, and proofread documents, reports, presentations, and briefing materials for executive review.
· Maintain organised electronic and physical filing systems, ensuring confidentiality, version control, and easy retrieval of information.
· Assist in the compilation and distribution of meeting agendas, minutes, and action logs, ensuring follow-up on key decisions.
· Support the management of executive communications, including drafting routine correspondence and managing email prioritisation.


Stakeholder Coordination & Communication
· Serve as the first point of contact for internal and external stakeholders, demonstrating professionalism and discretion.
· Facilitate effective communication and coordination between the Division and internal business units, as well as external stakeholders.
· Assist in the coordination of cross-functional meetings and events, maintaining alignment with divisional priorities.

Process Support & Compliance
· Support the implementation and adherence to office protocols, governance frameworks, and administrative policies across the Offices.
· Coordinate the preparation, consolidation, and submission of divisional performance reports.
· Assist in monitoring office budgets, processing expenses, and maintaining comprehensive records of expenditures.
· Provide administrative support for financial planning, including tracking allocations, monitoring spend against approved budgets, and reporting on variances.
· Contribute to the continuous improvement of office procedures, workflows, and the adoption of digital tools to enhance operational efficiency and compliance.
· Support the development, coordination, and implementation of operations plans in alignment with Divisional priorities.

Project Administration & Coordination
· Provide administrative support for project planning, tracking, and execution, ensuring documentation, schedules, and milestones are accurately maintained.
· Assist in preparing project status reports, risk registers, action lists, and implementation updates for timely decision-making.
· Coordinate project logistics, including meetings, workshops, and stakeholder engagements, to ensure smooth execution.
· Facilitate cross-functional collaboration by maintaining effective communication between project teams, divisional units, and stakeholders.
· Maintain an organised filing systems and databases for project materials.

KNOWLEDGE & FUNCTIONAL SKILLS: 
· Knowledge of MS office package.
· Communication Skills (written and verbal).
· Good telephone etiquette. 
· Knowledge of office administration.
· Ability to plan and organize work using own initiative.
· Ability to interact at all levels.
· Ability to work well under pressure.
· Functional knowledge of relevant Armscor practices, procedures and templates.
· Office administration.
· Understanding of the cultural and political environment.
· Understanding of protocol.
· Minute taking.
· Time management skills.
· Presentation design.

To apply, send your Curriculum Vitae to Vacancies@armscor.co.za 

NB: All applicants must indicate reference number of the position they are applying for in the subject heading.

Short-listed candidates will be subjected to reference checking, verification of personal data and security clearance as part of the selection process.  In line with Armscor’s commitment to compliance with the Employment Equity Act, preference will be given to suitable candidates from designated groups.  People with disabilities are encouraged to apply.

The closing date for applications is 29 May 2026.  Late applications will not be considered.

Enquiries: Ms Dineo Bopape (012 428 2412) 
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