Registered Trade Union Reg No. LR 2/6/2/1499
Affiliated to Fedusa and a member of IndustriAll.

Head Office:
PO Box 565, Florida, 1710, South Africa

18 June 2025

UASA REQUIRES THE SERVICES OF AN ETHICAL, HIGHLY MOTIVATED PROFESSIONAL
INDIVIDUAL AS A PERSONAL ASSISTANT FOR THE LEGAL AND SPECIALIST SERVICES
DIVISION SITUATED IN CONSTANTIA KLOOF, ROODEPOORT

DUTIES AND RESPONSIBILITIES

. Legal Administration;

. Typing of legal documents;

. Secretarial support to the Divisional Manager (Legal Services) and Legal Officers;

o Manage legal accounts;

. Administration of Section 143 Application;

. Administration of Liquidation Applications;

. Administration of Merger and Acquisitions;

. Prepare and update all Legal reports;

° Record and update system with Injury on Duty referrals;

. Administration of fatal enquiries (Mineral Division);

. Perform Windeed Searches;

. Preparation of Litigation Documents;

o Research (Notices, Agreements, CCMA Commissioners, Bargaining Council Commissioners, De
Rebus & Contemporary Labour Law Journals);

EDUCATION AND EXPERIENCE

o Grade 12;
. Experience as a Personal Assistant, including advanced computer skills and typing (3 years);
° Knowledge and experience of practice procedures of the Labour Court (3 years)

SKILLS

. Excellent verbal and communication skills (includes being familiar with the relevant legal terminology);
. Excellent time management skills;

. The ability to speak, read and understand English;

. The ability to multitask and maintain a high quality of work;

. Proficiency in Microsoft Outlook, Word, Excel;

. Ability to take initiative and to work as part of a team;

. Good organising skills.
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QUALITIES

o Integrity;
e FEthical;

e Reliable;
e Tactful;

e Assertive;
e Honest;

e Passionate;
e Team player.

Job grading/salary band will be based on Patterson BU.

A 3 (three) month probationary period will apply.
The following documents must accompany the application:

Application letter, stating the position for which you apply;
A detailed CV;

Certified copies of your identity document and driver’s license;

P w N PF

Letter of reference or service record.

By submitting an application for employment, the Job Applicant irrevocably, unconditionally and voluntarily
consents, but not limited to the employment processes, to the collection and processing of personal
information in relation to discharging the obligations and functions in the filling of the vacancy.

UASA -The Union is an equal opportunity employer subject to the provisions of the Employment Equity Act.

Please note that if you have not heard from us within 2 (two) weeks after the closing date, your application

has been unsuccessful.

Interested persons should forward their application to Mrs. Theresa Roux, Chief Administrator Payroll & HR

by e-mail cv@uasa.org.za on or before the closing date.

CLOSING DATE FOR APPLICATIONS: FRIDAY, 04 JULY 2025 ON OR BEFORE 16h00
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