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	VACANT CLERK ADMIN - LICHTENBURG


If you consider yourself to be a talented marketer this unique opportunity is for you.

Westvaal Motor Group is a dynamic motor dealership group with 38 Dealerships in 6 Provinces and has this vacancy in our Lichtenburg Dealer – North West Province.
	Duties / Responsibilities


· Maintain necessary files and records

· Co-ordinate all applicable business areas of the Dealer Principal
· Capture information on in-house system and keep proper records

· Manage the tracing of information and handling of queries

· Ensure compliance with various accounting /other regulations and guidelines

· Assist with keeping HR documentation up to date providing solutions to those needs;

· Receipt of vehicles from carrier with strict control of new vehicle stock and keys;

· Conducting stock audits;

· Administer internal orders for Pre Delivery Inspections;

· Administer invoicing process
	Requirements


· Grade 12 with Maths and Accounting as subjects. 

· Relevant experience of at least 2 years in administration. 

· Communicate fluently in Afrikaans & English. 

· Computer & Business system knowledge and product knowledge would be an advantage. 

· Work independently & be self disciplined.

· Good communication and people skills.

· Application of Policies & Procedures, computer literate. 

· Drivers Licence.
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 Market related salary
Medical Aid



Profit sharing
Provident Fund





To become a part of Westvaal Lichtenburg e-mail a comprehensive CV to the Dealer Principal Fanie van der Merwe at fanie@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: 12th of November 2025
(





(





In return for your expertise the successful candidate will be offered:
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