
 

    

 

 

 

 
 

Key performance areas  

 

 Executing switchboard operations by 
answering incoming   calls and route them 
to the correct or appropriate person/s.; 

 Providing customer and frontline support 
projecting a corporate professional image 
by ensuring courteous and friendly 
frontline service and maintaining appealing 
office/reception;  

 Office administration and processing all 
requisitions and orders as and when 
required by management; 

 Arranging, scheduling, and organizing 
meetings and visits for the executive team 
including travel and visa arrangements 
where required;   

 Setting up and maintaining the document 
and electronic database to ensure easy 
access for the executive team. Processing 
all requisitions and orders as and when 
required; 

 Following up and verify invoices and 
ensure accurate capturing of service 
entries into the SAP system; 

 Liaising with finance to ensure compliance 
to payment terms; 

 Adhering to the health, safety, and 
environment (HSE) policies and 
procedures. 

 
 
Minimum qualifications 
 

 Grade 12 with Mathematics and English with 20 
points; 

 3/4 year Diploma or Degree in Business 
Administration will be added advantage; 

 Fluency in Mandarin is compulsory; 

 Three (3) years experience in an office 
administration environment and switchboard 
operations; 

 Valid Code BE driver’s licence.  
 
 

 
 
 
 
 
 
 
 
 
 
Required skills 
 

 Computer literate; 

 Self-starter and self-motivated; 

 Good communication  and Customer service; 

 Able to work under pressure; 

 Paying attention to details. 
 

 
To apply 

 

 Go to https://rossing.jb.skillsmapafrica.com/ 

 First time applicants select “new user” and 
register, then apply 

 Registered users login and apply 

 

Preference is given to candidates from designated 

groups in line with Company policy on employment 

equity. 

 

Application closing date – 1 October 2021 

 

 

Administrator: Frontline Support and Switchboard Operations.  

A vacancy exists for an Administrator: Frontline Support and Switchboard Operations. The successful 
incumbent will be responsible for providing switchboard operations support to the company and administrative 
assistance on the mine site to the Executive Management Team to ensure smooth operations and effective 
frontline office management. 

https://rossing.jb.skillsmapafrica.com/

