
 

 

 

 

PROJECT ADMINISTRATOR: SPECIAL PROJECTS  

FIXED TERM CONTRACT – 12 MONTHS 

     REF NO: P1/1/PASP 

SALARY LEVEL: 5 (R216 417 – R254 928) 
 

The KwaZulu-Natal Amafa and Research Institute is looking for an individual 

who possesses the necessary qualifications, knowledge, skills, and 

experience to fill the position of PROJECT ADMINISTRATOR: SPECIAL 

PROJECTS 

JOB PROFILE 

To provide administration secretary and play an important role in 

organizing, managing, and keeping an office running 

MINIMUM KEY REQUIREMENTS 

• National Diploma in Office Management, Journalism, Public 

Management and related fields 

• 3 years’ experience in the administration of the Community Arts Centre 

• Computer Literacy 

• Driver’s License 

 

 

 

 

 

 

 

 

 



 

 

 

 

DUTIES 
• Management of Community Arts Centre projects 

• Liaising with the funders and other stakeholders to ensure that 

community arts centres are supported 

• Liaising with all KZN Community Arts Centers 

• Assisting KZN Community Arts Centers in compiling reports 

• Provide logistical support for events and programme 

• Coordinating meetings, compiling minutes & reports for 

community Arts centers 

• Management of logistics for the province’s signature events 

• Writing reports and compilation of evidence  

• Maintenance of efficient filing system  

Notes: 
• This position is based in the Pietermaritzburg Office. 

• The interview procedure will be conducted through an online platform 

• The Institute reserves the right not to make an appointment 

 

Application procedure: 

1. An application package must include an application letter, CV, 

and copies of qualifications. 

2. Applications must be addressed to the Head of Secretariat and 

Administration. 

3. Applications must be submitted to applications@amafainstitute.org.za 

4. Closing date is Friday, 8 November 2024, at 16h00. 

For further information, please contact DHCS: Mrs. Busi Msinga – 

busi.msinga@amafainstitute.org.za  
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