Position:

Training Contracts and CPD: Administrator
Department:

Education and Transformation
Closing Date:
13 September 2016
REQUIREMENTS

· A degree or diploma in administration and/or project management.
KEY PERFORMANCE AREAS
Mainly responsible for: 
· Registering training contracts (importing of training contracts for invoicing purposes).

· Approving training contracts on the TCMS system.

· Capturing all reported Continuing Professional Development (CPD) activities and ensuring compliance with the IRBA’s CPD policy.
· Conducting all administrative functions for the proficiency interviews.
· Dealing with all training contracts, proficiency and CPD related queries.
· From time to time to assist with other tasks in the department, including the Audit Development Programme (ADP) implementation processes and attendance of university career days.
COMPETENCES
· Excellent administrative and organising skills 

· Excellent interpersonal skills and the ability to maintain high levels of confidentiality.
· Ability to cope with conflict and confrontational situations.
· Ability to meet tight deadlines. 
· Analytical and problem solving abilities.
· Good communications skills.
· Ability to use MS Office
This job is largely office bound but may require travelling from time to time. 

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. 
