INTERNAL ADVERT

Position:

Assistant Administrator Reporting and Support
Department:

Inspections
Closing Date:
22 August 2016
REQUIREMENTS

· Any recognised administrative qualification
· Thorough knowledge of MS-Word applications
· Thorough knowledge of spreadsheet applications (specifically excel formulas, vlookup)  
· Working knowledge of databases
· Secretarial/Admin experience
KEY PERFORMANCE AREAS
1. To maintain a complete and accurate record of all inspection files and reports and track them:

2. Control/track and follow up on late inspection reports and inspection files

3. Keep track of all inspection files and reports throughout the process (always know where the file is for example 2nd review, 3rd review, queries etc.), including working in a cloud based set-up.

4. Maintain updated backup on O: Drive at all times

5. To professionally format inspection reports in MS-Word and keep electronic backups on the O: Drive (firm- and individual reports)

6. Administrative support to the Senior Administrator: Planning (I.e. capturing Firm Declarations; compile complete re-inspection pouches) 

7. Administrative support to Quality Control (Pouches with relevant information to Quality Leader

8. Send anonymous inspector evaluation forms to inspected Firms/RAs

9. Administrative support to the inspections team – open/collate inspection files for inspectors.

10. Compiling of relevant documents for submission to the Inspections Committee Secretary (Final firm and individual files)

11. Control of documents / inspection files for retention, destruction and archiving in terms of the relevant IRBA Policies.

12. Administrative support Remedial Action Process (RAP):

13. Track and follow up on Undertakings; Root cause analyses and Action plans (30 days) to be received from practitioners.

14. Prepare pouches with all relevant information for assessment (firms and individuals)

15. Update file and re-inspection pouches with RAP Reports and providing copies to Quality Control. 

16. Learn and understand the work of the Senior Administrator: Planning and the Director: Inspections’ Personal Assistant/INSCOM Secretary, including how and when information is processed by them, deadlines and electronic/physical file locations of all relevant information. This is of paramount importance to ensure continuity of administrative functions in the department at all times.

17. In the absence of the Director: Inspections’ Personal Assistant / INSCOM Secretary, assist with the following duties:

18. Arrange meetings for the Director: Inspections.

19. Follow-up on emails received in the Inspections email address and ensure that the emails are appropriately addressed by the relevant individuals.

20. Assist with the distribution of documentation.

21. Assist with the checking of the accuracy of claims of inspectors before the payroll deadline.

22. Assist with the ordering of departmental stationary.

23. Functions pertaining to INSCOM Secretarial support.

24. In the absence of the Senior Administrator: Planning assist with the following duties:

25. Updating the booking schedule where changes on inspections have been made.

26. Assist with the booking of accommodation, flight tickets and vehicle rental for out of town inspections.

27. Checking of timesheets for invoicing of practitioners at month end.

28. Assist with telephone duties at switch board (as and when required). 

29. Ensure adherence to the departmental and organizational policies at all times.

SKILLS & PERSONAL ATTRIBUTES

· Language skills – Afrikaans and English

· Soft skills in negotiating and communicating effectively and timeously
· Assertive to ensure deadlines are met
· Must be able to work in a team with a positive influence

· Punctual

· Able to work under pressure
The post is mostly office based.

CV’s must be e-mailed to hr@irba.co.za
In compliance with the IRBA’s employment equity plans, first preference will be given to candidates from designated groups (Africans, Indians, Coloureds and females).  Correspondence will be limited to short listed candidates only. By applying, the applicant gives permission to the IRBA to perform background, security and reference checks and to verify documents and qualifications. The IRBA reserves the right to not make any appointment to the above position. 
The same advert will be placed with an external recruitment agent.


