g COOKHOUSE

WIND FARM COMMUNITY TRUST

COOKHOUSE WIND FARM COMMUNITY TRUST
POSITION: OFFICE ASSISTANT
LOCATION: Bedford, 40 Jan van Riebeek Street.
TERM OF CONTRACT: 03 years renewable

BACKGROUND: The Cookhouse Wind Farm Community Trust is a community owned enterprise with
business interests in wind energy. The Trust is intended to benefit the following towns Adelaide, Bedford,
Cookhouse and Somerset East.

DESCRIPTION: The core purpose of this role is to perform general office assistant duties and cleaning
services for Cookhouse Wind Farm Community Trust offices. The Office Assistant will work closely with
the PA/Administrator in executing office duties.

KEY RESULT AREAS:

e General office assistant duties including but not limited to photocopying and scanning documents.
e (Clean and maintain a neat and tidy office environment.

e Preparing venues for meeting.

e Assisting with refreshments during meetings.

e Assisting with stock control and monitoring for all cleaning materials and groceries used

CANDIDATE PROFILE

e At least 2 years’ experience as an office assistant and or office cleaner.
e Able toread and write.

e Display professionalism and strong work ethic.

e Demonstrate knowledge and experience in working with people.

e  Ability to work with minimum supervision.

REMUNERATION: R52 869.48 per annum Total Cost to Company

To apply send CV (full personal and working experience details) with three contactable references having
reported to at least one of them. All candidates to submit CVs to 40 Jan van Riebeeck Street, Bedford or
via email to admin@cwfct.co.za with their certified copies of ID by no later than 05 May 2023.

NB: shortlisted candidates will be required to undergo criminal verification.
Only applicants from the beneficiary towns will be considered
(Adelaide, Bedford, Cookhouse, Somerset East)
Applicants not contacted within three weeks (3) weeks can regard their applications as unsuccessful.

Cookhouse Wind Farm Community Trust is an equal opportunity employer and reserves the right to
appoint or not to appoint.
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