
 
 

Records Clerk 
 
Fixed-term contract (4 months) - REF: CS 009/11/2022 
 

JOB PURPOSE 
 
To provide coordination services for the records unit and 
enable access to sources of information when needed. 
 
REQUIREMENTS 
Formal Qualifications: 
Matric (Grade 12) / NQF Level 4 certification with 
training in records management or related descipline 

 
Experience: 
One to two years work experience in records 
management.  

 
KEY PERFORMANCE AREAS   
The successful candidate will be responsible for the 
following:  
 
Creating and maintaining a records management system. 
Performing data entry tasks. 
Updating existing records. 

• Maintaining company archives. 

• Retrieving information from the filing system 
when requested. 

• Maintaining up-to-date logs, including 
information about file changes or who has 
access. 

• Scanning and uploading files to create digital 
copies of physical records. 

• Processing and filing copies of incoming and 
outgoing physical correspondence. 

• Conducting routine verification to ensure the 
integrity of the filing system 

 
 
COMPETENCY REQUIREMENTS 

 

• Records management principles 

• Knowledge in records and Information gathering and 
processing 

• Project administration  

• Basic understanding of  National Archives Act, POPIA, 
PAJA, and PAIA and other relevant legislation 

• Relevant and current best practices in records 
management and information management 

• Analytical skills 

• Organisational skills 

• Planning 
 
Submit detailed CV’s including certified copies of qualifications  
and ID copy (certified copies must not be more than 3 months) 
to: Neo Zwane at recruitment28@cbrta.co.za and please quote 
the reference number.  

 
 

Closing Date: 31 January 2022  

BENEFITS: 
Employer offers an all-inclusive remuneration package 
of R23,158.33 p.m. 

NB: This position will be filled in line with the Agency’s 
Employment Equity targets. Only people with disabilities are 
encouraged to apply. 


