
RECEPTIONIST ADMINISTRATIVE ASSISTANT 

LOCATION: Bedford, Eastern Cape 

TERM OF CONTRACT: 07 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 provide administrative support to the work 

of the Trust. The Receptionist will work closely with the Trust Executive Officer (TEO) in driving 

the administration, basic finance functions, general office management and provide 

administrative support to the Board of Trustees. 

Core Responsibilities: 

• Front Desk Management:

o Welcoming and greeting visitors and employees.

o Directing visitors to the appropriate person or office.

o Maintaining a tidy and organized reception area.

• Telephone Management:

o Answering and screening incoming phone calls.

o Taking and relaying messages accurately.

o Forwarding calls to the appropriate person or department.

• Administrative Support:

o Scheduling appointments and meetings.

o Managing correspondence (emails, mail etc.).

o Assisting with basic office tasks like filing, photocopying, and scanning.

o Ordering and managing office supplies.

• Security and Access Control:

o Monitoring and controlling access to the offices or specific areas.

o Issuing visitor badges or passes.

o Maintaining security logbooks.



• Other Duties:
o Assisting with travel arrangements.

o Preparing documents and reports.

o Managing and updating calendars.

o Providing information to visitors and employees.

o Receiving, sorting, and distributing mail and deliveries.

Requirements 
• Diploma / Certificate in Office Administration.

• At least 3 years office / reception experience.

• Strong administrative and organisational skills.

• Excellent communication and interpersonal abilities.

• Proficiency in Microsoft Office and basic CRM systems.

• A proactive and professional approach to stakeholder service.

• Minute taking experience.

• Good written and verbal communication.

• Professionalism and strong work ethic.

REMUNERATION: R170 000 per annum (Total Cost to Company) 

To apply send CV (full personal, working and education details) with three contactable 

references having reported to at least one of them. All candidates to send CV’s to: 

admin@cwfct.co.za  with their certified copies of ID and qualifications by no later than 

17 April 2025. Driving license will be an added advantage. 

NB: shortlisted candidates will be required to undergo criminal verification. 

Applicants not contacted within three (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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