
 
OFFICE ADMINISTRATOR  

 

Spark ATM Systems is South Africa's premier independent ATM deployer, selling and installing convenience ATM’s into 

retail, petroleum, leisure and hospitality locations countrywide. 

 

The company seeks a competent and qualified Office Administrator to be based at the head office in Paarden Eiland. 

The successful candidate will be responsible for coordinating and managing the day to day running of Spark House, 

and performing secretarial and administrative duties to ensure smooth daily operations. 

 

The ideal candidate for the position is proactive and keen to take on new challenges. The candidate must have a great 

attitude, be attention to detail orientated, and have a strong work ethic. The successful candidate should have a 

vibrant and strong personality and possess excellent verbal and written communication skills. 

 

RESPONSIBILITIES & KEY PERFORMANCE AREAS: 

 Provide day to day administrative support to the Executive Assistant and Marketing Manager 

 Assist with local and international travel arrangements including flights, accommodation and 

documentation 

 Assist with marketing external communication 

 Assist with planning, organizing and coordinating meetings, events and conferences 

 Prepare and bind necessary documentation for meetings and presentations  

 Perform administrative office-based duties and general secretarial services 

 Assist with the management of projects 

 Manage the day to day facilities and maintenance of the Spark House building and other buildings, as 

required 

 Gather quotes for necessary maintenance work at Spark House 

 Maintain building and facility services by identifying, selecting, and monitoring subcontractors and service 

providers 

 Order relevant workstations for employees 

 Maintain a very neat filing system 

 Complete ad hoc requests and Executive errands, including deliveries and collections 

 
PROFESSIONAL REQUIREMENTS & COMPETENCIES 

 Minimum Grade 12 qualification 

 Office management degree or relevant tertiary qualification 

 Minimum 3 years’ office management experience  

 Proficient computer skills (MS Office Suite and internet research) 

 Be in possession of a valid driver’s licence and own a reliable vehicle 

 Prior experience with local and international travel arrangements is essential 

 Prior facilities management experience is advantageous 

 Excellent administration skills 

 Be presentable, punctual and courteous 

 Have an analytical thought process and be able to multi-task 

 

The company is offering a competitive salary and benefits, rewarding work environment and exciting career growth 

opportunities for the right candidate. 

 



 
Interested parties should email a concise CV and covering letter, outlining why you 

feel that you are suited to the position, with the subject line: OA0317 and your 

name to jobs@sparkatm.co.za .  

 

If you do not hear from us within 14 days from date of application, please regard your application as unsuccessful. 

Only short-listed candidates will be contacted. 

 

For more information visit www.sparkatm.co.za. 
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