EXECUTIVE A c T A hon

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.

Job Description: Executive Assistant (Small NPO)
Job Title: Executive Assistant

Reports To: CEO

Job Level: C3

Location: Centurion

Employment Type: Full-time

Job Purpose

To

provide efficient and effective administration that enables the CEO to operate

successfully day-to-day

Key Responsibilities

1.

Manage professional and personal scheduling for the CEO, including agendas, mail,
email, calls, travel arrangements, client management, and other company logistics.

. Perform administrative and office support, such as managing diary, typing,

spreadsheet creation, preparing presentations and reports, faxing, and maintenance
of filing system and contact database.

.Build and lead the daily operations of the CEQ’s office.
.Lead strategic initiatives, facilitate special projects, and ensure action items are

executed on behalf of the CEO.

.Act as an extension of the CEO and information funnel, filter, and facilitator with

internal and external stakeholders.

.Act as the point of contact for the CEQO’s direct reports. Triage all incoming requests

for the executive’s time to ensure the calendar is aligned with the priorities of the
organisation.

.Proactively follow up with the CEO’s team if and when goals are not being achieved

to determine why objectives are not being met. Provide actionable recommendations
for improvement.

.Support the productivity of meetings by owning the planning, agenda, and notes.
.Produce high-impact internal and external communications for the CEO.

10.
11.

Assist the Office Manager with support in running the operational activities of ACT.
Ad-hoc support as needed
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Qualifications & Experience

. Relevant Diploma / other qualification or equivalent work experience. A Bachelor's
degree will be an advantage.

. 5 years of experience in a similar role reporting directly to a C-Suite executive,
Experience in administration of operational back-office processes for a small to
medium enterprise.

Reporting & Authority

. Reports to the CEO and provides operational support across departments.
. Limited strategic decision-making authority but plays a key role in implementing
policies and processes.

Application Process

Interested candidates must submit the following documents:
« A comprehensive CV
« A cover letter detailing suitability for the role
. A certified copy of ID
. Certified copies of relevant qualifications
Submission Deadline: 20 April 2026, 12h00.
Email Applications To: cosec@actforsa.co.za
Late applications will not be considered.

https://actforsa.co.za/
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