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	VACANT ADMIN CLERK


The Westvaal Motor Group is a fast-growing and dynamic motor dealership group with 38 Dealerships in 6 Provinces, and we are currently expanding our business footprint all across South Africa already hosting 16 different brands. If you consider yourself to be an attention-to-detail individual this unique opportunity is for you. We currently have this new vacancy in our admin department at our VW Mbombela Dealership – Mpumalanga Province. We are searching for candidates who meet the following criteria:

	Duties / Responsibilities


Assisting the Financial Manager in the day-to-day operations not limited to: 
· Processing of Accounts Receivable & Accounts Payable 
· Accounts Receivable & Accounts Payable 
· Petty Cash
· Banking Admin 
· Accurately prepare monthly 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

· Minimum 5 years relevant experience

· Advanced Computer Literacy 
· MS Excel, MS Word and MS Outlook 
· Accuracy and attention to detail 
· Candidate must be willing to learn and develop new skills 
· Ability to work productively in a high pressure environment 
· Manages time effectively and sets clearly defined objectives
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 Market related salary
Medical Aid
Pension Fund
Profit sharing




To become a part of Westvaal VW Mbombela e-mail a comprehensive CV to the Financial Manager Adriët Alexander AdrietA@westvaal.co.za  and/or the Regional HR Manager Adele Sebastian at adeles@westvaal.co.za 
If you have not been contacted within two weeks of the closing date, please consider your application as unsuccessful.

Closing date: 18 December 2025
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In return for your expertise the successful candidate will be offered:
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