
The Agricultural Research Council (ARC) is a premier science institution that conducts research with 

partners, develops human capital and foster innovation in support of the agricultural sector. It  

provides diagnostic, laboratory, analytical, agricultural engineering services, post-harvest  

technology development, agrochemical evaluation, consultation and advisory services, food  

processing technology services as well as various surveys and training interventions. Through its  

wider network of research institutes and experimental farms, the ARC provides a strong scientific 

base and a broadly distributed technology transfer capacity to the entire agricultural industry in South 

Africa. 

____________________________________________________________________________ 

 EXTERNAL  ADVERTISMENT 

 

The Agricultural Research Council-Animal Production (ARC-AP) seeks to appoint a highly skilled, ex-

perienced and dynamic person to the following position at Irene, Pretoria:  

ADMINISTRATIVE ASSISTANT: ANIMAL NUTRITION (IRENE)  

Key Performance Areas  

 Provide high quality administrative support to the Manager  

 Manage the functioning of the office by developing, tracking and following up processes to en-sure that 

the divisions’ business (instructions, correspondence, appointments etc.) is dealt with effectively and on 

time  

 Prepare information and supporting documents for the meetings, presentations and reports  

 Develop and maintain proper records through filling, retrieval, retention, storage and destruction 

 Screen telephone calls, enquiries and convey messages  

 Set up systems to co-ordinate the flow of correspondence to and from the office  

 Deal with incoming and outgoing correspondences (letters, memos, etc.) and taking minutes  

 Develop good customer relations  

 Provide high quality general secretarial and administrative support, with respect to diary management, 

travel arrangements and logistical support for the efficient functioning of the office  

 



 Meetings, workshops, teleconferences, videoconferences and other events planning and coordination, 

and record accurate minutes  

 Provide other general administrative support requested by the manager.  

Requirements:  

 A National Diploma in Office Administration/Secretarial or equivalent qualification  

 3 to 5 year’s relevant experience in an HR environment will be an added advantage  

 Computer literacy and proficiency in MS Office suite  

 Knowledge of administrative processes  

 Good communication skills (verbal and written)  

  Good Interpersonal relation  

 High degree of integrity and tact to handle sensitive and classified information.  

Enquiries: Dr BD Nkosi , Tel: (012) 672 9300  

Closing Date: 20 November 2018  

_______________________________________________________________________________  

 

A competitive remuneration package will be congruent with the scope, responsibilities and the stature 

of the position. The appointment will be subject to a positive security clearance and preference will be 

given to South African citizens.  

Applications accompanied by covering letter, detailed CV (including certificates, supporting docu-

ments, copy of drivers’ license and nationality. NB: Non RSA Citizens/ work permit holders must attach 

certified copies, as well as the names and particulars of three (3) traceable referees, must be sent to 

APICV@arc.agric.za.  

SAQA evaluation report must accompany foreign qualifications. Incomplete applications will not be 

considered. Applicants who do not receive any response from us within 4 weeks of the closing date 

must regard their applications as unsuccessful.  

The Agricultural Research Council is an equal opportunity employer but is committed to the principles 

and processes of Employment Equity. The company has the right not to appoint.  


