[image: image1.png]N

>

WESTVAAL

MOTOR GROUP





	HRA13
	
	VACANT ADMINISTRATION CLERK – CORPORATE   


The Westvaal Motor Group is a fast-growing and dynamic motor dealership group with 40 Dealerships in 6 Provinces, and we are currently expanding our business footprint all across South Africa already hosting 16 different brands. We currently have this vacancy in our Corporate department based at our Nelspruit Dealership – Mpumalanga Province. We are searching for candidates who meet the following criteria:
	Duties / Responsibilities


· Processing / Capturing of creditor invoices
· Loading and preparing the payment of invoices
· Sending and communicating with other staff members and / or creditors regarding proof of payments

· Accurately prepare monthly reconciliations for creditors
· Capturing of debtor invoices

· Sending and communicating with debtors regarding invoices and statements

· Processing and capturing of bank statements

· Accurately prepare daily bank reconciliations
· Ensure that all policies and procedures are adhered to at all times
· General administration and filing
	Requirements


· Matric Certificate with Maths and Accounting as subjects

· Computer Literate

· MS Excel, MS Word and MS Outlook 

· Strong communication skills
· Accuracy and attention to detail
· Candidate must be willing to learn and develop new skills 
· Candidate that is willing to further his/her career via further studies towards a diploma/degree in business management/accounting will be an advantage
· Ability to work productively in a high-pressure environment
· Manages time effectively and sets clearly defined objectives
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 Market related salary


Profit sharing
Pension Fund                      
 



To become a part of Westvaal Motor Group Corporate e-mail a comprehensive CV to the Financial Manager Zandré Smit ZandreS@westvaal.co.za and/or Joanie de Wet JoanieDW@westvaal.co.za 
If you have not been contacted within two weeks of the closing date, please consider your application as unsuccessful.

Closing date: 14 October 2026
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In return for your expertise the successful candidate will be offered:
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