[image: image1.png]N

>

WESTVAAL

MOTOR GROUP





	HRA18
	
	VACANT RECEPTIONIST BRITS 


If you consider yourself a talented problem solver with a strong dedication to detail, this unique opportunity is for you. Westvaal Motor Group is a dynamic motor dealership group with 40 Dealerships in 6 Provinces and has this vacancy in our Brits Dealership – North West Province.
	Duties / Responsibilities


· Assisting Customers in the reception area courteously

· Answering of the switchboard according to company standard and promptly

· Capture information on in-house system and keep proper records

· Identify discrepancies and report to manager

· Manage the tracing of information and handling of queries

· Ensure compliance with various accounting /other regulations and guidelines

	Requirements


· Matric / Grade 12

· Relevant experience of at least 2 years in administration. 

· Application of Policies & Procedures, computer literate. 

· Communication, Customer Handling, Computer Knowledge.
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 Market related salary
Medical Aid



Profit sharing
Provident Fund





To become a part of Westvaal Brits e-mail a comprehensive CV to the Dealer Principal Charl Duvenage at charld@westvaal.co.za and/or HR Manager Karen du Toit at karendt@westvaal.co.za 
If you have not been contacted within two weeks of the closing date, please consider your application as unsuccessful.
Closing date: 17th of May 2026
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In return for your expertise the successful candidate will be offered:
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