
Sekhukhune Development Agency

Department: Sekhukhune Development Agency (SDA)

Board Secretary
• Duration: Permanent  • Salary: R416 976.26 (Excluding Benefits) 

• Level: 05 • Station: Groblersdal
Requirements: Law Degree/Public Administration Degree or relevant 3-year qualification, 
certificate in corporate secretariat is an added advantage. 3 years’ experience in legal fraternity/
corporate services with at least 2 years in corporate secretariat. 

Key performance areas: Serve as secretariat for the SDA board and board sub-committees, serve 
as custodian of board minutes and records, ensure compliance with legislation and policies, 
provide advice on shareholder compact and by-law provisions, serve as a link between the 
board, management, parent municipality and external clients, provide legal advice, research and 
content to the board, ensure effective management of financial resources allocated to the board, 
ensure preparation of annual report and annual general meeting, submission of Auditor General 
information and any other duty delegated by the board/accounting officer. 

Behavioural Competencies: Communication skills, Listening skills, Creative and innovative, 
Multitasking, Customer focused, Confidentiality, Continuous improvement, Interpersonal relations. 

Technical Competencies: Minutes taking, drafting of legal correspondences, review of legal 
documents, computer programmes, and good knowledge of local government legislations.

Enquiry: Shirley Lubisi, Tel: 013 262 7764.

Sekhukhune Development Agency is an equal opportunity, affirmative action employer. It is our 
intention to promote representatively (in terms of race, gender and disability) in the District 
Municipality through the filling of this position and candidates whose appointments will promote 
representatively will receive preference. Please forward your application letter with detailed CV 
and certified certificates to the Department of Corporate Services for the Attention: Mr. Buurman 
Mphaga / Ms Patience Senne / @ the following address: The Chief Executive Officer, Sekhukhune 
Development Agency, Private Bag X 8611, Groblersdal, 0470 Tel. (013) 262 7348/7738 or 
hand deliver @ Bareki Mall, Groblersdal on or before 10 January 2020 at 16h00. PLEASE 
NOTE THAT FAXED AND E-MAILED CV`S ARE NOT ACCEPTABLE. Sekhukhune Development 
Agency reserves the right not to make an appointment. Correspondence will be limited to 
successful candidates only. If you do not receive any response from us within three months 
from the date of this advertisement, please accept that your application was unsuccessful. 
Canvassing for employment on the Council/Board is strictly prohibited. Visit our website at
www.sekhukhune.gov.za and check SDA page.

ACTING CEO - KGOPELO PHASHA 


