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	VACANT ADMIN CLERK – MOKOPANE 


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 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 Mokopane Dealership – Limpopo Province. We are searching for candidates who meet the following criteria:

	Duties / Responsibilities


· Answer incoming calls (Filtering and transferring calls)

· Meet and greet clients and visitors.

· Manage the tracing of information and handling of queries

· Ensure compliance with various accounting /other regulations and guidelines

· Posting of transactions, create Purchase orders and assist with vehicle invoicing

· Assist with keeping HR documentation up to date at dealership level.

· Receptionist duties, assisting clients with service bookings

	Requirements


· Grade 12 with Maths and Accounting as subjects

· Relevant experience of at least 2 years in administration. 

· Application of Policies & Procedures, computer literate. 

· Strong communication. 

· Communication, Customer Handling, Computer Knowledge.

· Drivers Licence.

	
 


                                                                             Market related salary                       Medical Aid                            
                                                                                    

                                                                              Pension Fund                                         



To become a part of Westvaal White River e-mail a comprehensive CV to the Dealer Principal at Dana Schamrel dana@westvaal.co.za 
If you have not been contacted within two weeks of the closing date, please consider your application as unsuccessful.
Closing date: 16 April 2026
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In return for your expertise the successful candidate will be offered:
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