
Job Description: Executive Assistant  (Smal l  NPO)
Job Tit le:  Execut ive Assistant
Reports To:  CEO
Job Level:  C3
Location: Centur ion
Employment Type: Ful l - t ime

Job Purpose

To provide ef f ic ient  and ef fect ive administrat ion that  enables the CEO to operate
successful ly   day-to-day 

Key Responsibi l i t ies

1. Manage professional  and personal  schedul ing for  the CEO, including agendas, mai l ,
emai l ,  cal ls ,  t ravel  arrangements,  c l ient  management,  and other company logist ics.

2.  Perform administrat ive and of f ice support ,  such as managing diary,  typing,
spreadsheet creat ion,  prepar ing presentat ions and reports,  faxing,  and maintenance
of f i l ing system and contact  database.

3. Bui ld and lead the dai ly  operat ions of  the CEO’s of f ice.
4. Lead strategic in i t iat ives,  faci l i tate special  projects,  and ensure act ion i tems are

executed on behal f  of  the CEO.
5. Act  as an extension of  the CEO and informat ion funnel ,  f i l ter ,  and faci l i tator  wi th

internal  and external  stakeholders.
6. Act  as the point  of  contact  for  the CEO’s di rect  reports.  Tr iage al l  incoming requests

for  the execut ive’s t ime to ensure the calendar is  a l igned wi th the pr ior i t ies of  the
organisat ion.

7. Proact ively fo l low up wi th the CEO’s team i f  and when goals are not  being achieved
to determine why object ives are not  being met.  Provide act ionable recommendat ions
for improvement.

8. Support  the product iv i ty  of  meet ings by owning the planning,  agenda, and notes.
9. Produce high- impact internal  and external  communicat ions for  the CEO.

10.Assist  the Off ice Manager wi th support  in running the operat ional  act iv i t ies of  ACT.
11.Ad-hoc support  as needed

EXECUTIVE
ASSISTANT

The Association of Comms and Technology (ACT) is a leading industry association representing six
major telecommunications network operators in South Africa: Cell C, Liquid Intelligent
Technologies, MTN, RAIN, Telkom, and Vodacom. ACT advocates for innovation, investment, and
regulatory compliance within the ICT sector. Our mission is to drive digital transformation,
promote an inclusive digital economy, and ensure a transformed, sustainable and competitive
telecom industry that benefits all South Africans. Joining this growing team as the Office Manager
offers an opportunity to support ACT’s efforts in shaping the ICT sector in South Africa. The role
provides a dynamic work environment with fair compensation aligned with experience and skills.



Qualif ications & Experience
Relevant Diploma /  other qual i f icat ion or  equivalent  work exper ience. A Bachelor 's
degree wi l l  be an advantage.
5 years of  exper ience in a s imi lar  ro le report ing di rect ly  to a C-Sui te execut ive,
Exper ience in administrat ion of  operat ional  back-of f ice processes for  a smal l  to
medium enterpr ise.  

Reporting & Authority
Reports to the CEO and provides operat ional  support  across departments.
Limited strategic decis ion-making author i ty  but  p lays a key role in implement ing
pol ic ies and processes.

Application Process

Interested candidates must submit  the fo l lowing documents:
A comprehensive CV
A cover let ter  detai l ing sui tabi l i ty  for  the ro le
A cert i f ied copy of  ID
Cert i f ied copies of  re levant qual i f icat ions

Submission Deadl ine:  20 Apr i l  2026, 12h00.
Emai l  Appl icat ions To: cosec@actforsa.co.za
⚠️  Late appl icat ions wi l l  not  be considered.

EXECUTIVE 
ASSISTANT

https://actforsa.co.za/
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