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	VACANT HR ADMIN CLERK 


If you consider yourself to be a very organized and deadline driven individual that thrives on detail and compliance this unique opportunity is for you. 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. We currently have these new vacancies in our HR department in our Klerksdorp Corporate Office, based in North West Province.
	Duties / Responsibilities


Rendering a supporting role to the Human Resources Department in various administrative aspects including but not limited to:
· Assist with clothing account reconciliations.
· Update of the Isuzu UON system and various other related networks.
· Email grouping and email reports.
· SARS IT88 reconciliations.
· Maintaining employees files and general other filing for the HR Manager and Payroll Head.
· Ordering of stationary.
· General office duties, including answering of landline calls.
	Requirements

	


· Min Matric qualification with maths
· 3 years work experience, preferably in a HR related environment is non-negotiable
· Advance Computer MS Word literacy, especially in Excel
· Excellent communication skills both in speaking and writing.
· Strong organizing and time-management skills and able to work under pressure.
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 Market related salary
Medical Aid



Profit sharing
Provident Fund





To become a part of Westvaal Klerksdorp Corporate e-mail a comprehensive CV to the Group HR Manager Suzette Maass at suzettem@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: 27th of April 2026
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In return for your expertise the successful candidate will be offered:
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