
         

Vacancy 

Culture, Art, Tourism, Hospitality and Sport Sector Education and Training Authority (CATHSSETA) is 

a Sector Education and Training Authority (SETA) established under the Skills Development Act (No 

97 of 1998). Applications are hereby invited from suitably qualified natural persons for a period not 

exceeding the SETA’s license period. The current license period will expire the 31st March 2020. 

Cathsseta has the following position available.  

ADMINISTRATOR: MONITORING AND EVALUATION - Ref: CATHS17/2019- Salary: R11033,25  

cost to company per month(fixed term contract until March 2020) 

Job purpose: To provide comprehensive administrative and record keeping support to the Monitoring and 

Evaluation Team. 

Job Requirements: Matric and an Administration Diploma or equivalent is a minimum requirement. 2 years’  

clerical or  administration experience.  Experience in a SETA environment is advantageous  

Minimum competency requirements: The incumbent should demonstrate capabilities related to: Planning 

and organising, Deadline driven, Attention to detail, Building effective working relationships; Conflict handling, 

Stress tolerance, Commitment to stakeholder sensitivity; Ability to work with difficult individuals; Commitment 

to achieving goals; High level of compliance to policies and procedures, planning and organising. 

Job Responsibilities: Provide first line response to staff queries and requests for information, Perform 

routine administrative tasks e.g. expense claims, stationery orders, arranging travel and accommodation 

etc,Compile general correspondence (e.g. submissions, acknowledgement letters, weekly circular, 

etc.)Update all databases, Coordinate and maintains all filing systems (electronic and mannual) , Capture all 

the deliverables on the appropriate templates,Administer the attendance of departmental staff members at 

external conferences, seminars, etc.Coordinate all logistics surrounding internal and external meetings, 

conferences,Take minutes of meetings, transcribes, types up and distributes minutes/agendas,Follow up on 

minute action points and other deadline issues ,Compile Audit Evidence for the auditors,Analyse data to 

produce statistical reports, graphs and presentations,Compile and Analyse the M& E dashboard on a monthly 

basis, Scan evidence submitted for the QMR and performance score card. Implement internal controls  and 

maintain sound administrative and governance services. 

 

Applications must be accompanied by a signed application form and a detailed CV. Applications can be 

submitted electronically via e-mail to hrvacancies01@cathsseta.org.za to reach CATHSSETA no later than 

Wednesday, 18 September 2019. Candidates must comply with the minimum appointment requirements. 

CV’s should reflect one’s degree of compliance with the above mentioned requirements and responsibilities. 

Late applications will not be considered. 

Appointment will be subject to a compulsory three month probationary period. Remuneration package 

is not negotiable. CATHSSETA is an equal opportunity employer committed to the principles of 

Employment Equity.  People with disabilities are encouraged to apply. If you have not heard from us 

within one month after the closing date, please consider your application as unsuccessful. Short-listed 

candidates will be subjected to screening and security vetting to determine their suitability for 



employment, including but not limited to: Criminal records; Previous employment (reference checks); 

and Qualification verification. Cathsseta reserves the right not to make an appointment. 

 


