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wishes to appoint a 

 

Receptionist 
 
 

CSA (Cricket South Africa/Company) is the national governing body for the sport of cricket in South Africa 

and administers all aspects of South African cricket. 

A position for a Receptionist has become available. The successful candidate will be responsible for 

providing manning CSA’s front desk on a daily basis by being the first point of contact of all CSA visitors and 

callers, projecting a positive image of CSA and performing a variety of administrative and clerical tasks. 

The more important criteria for the appointment is set out below and although not exhaustive, would serve as 

a guideline in assessing prospective candidates. 

Key job duties/responsibilities: 

Key performance areas include but are not limited to the following: 

 

a) Greet and welcome all CSA guests as soon as they arrive at the office and immediately notifies relevant 

CSA employee of visitor arrival. 

b) Direct all visitors to the appropriate person and office. 

c) Coordinate all visitors’ refreshments requests. 

d) Coordinate and serve visitors with refreshments and make them comfortable. 

e) Maintains a neat and tidy reception and visitor receiving area in the office to project a positive image of 

CSA. 

f) Maintains office security by following safety procedures and controlling access via the reception desk. 

g) Mans the switchboard in a professional manner to project a positive image of CSA. 

h) Answer, screen and forward incoming phone calls. 

i) Routes all calls and records messages correctly and relays them to the relevant employee(s). 

j) Handle and direct queries, requests and complaints to the relevant people and departments. 

k) Provide basic and accurate information in-person and via phone/email to queries in relation to CSA. 

l) Ensure that the switchboard is in good working order at all times. 

m) Coordinate (receive, sort, and distribute) daily outgoing and incoming mail/deliveries and courier 

packages for CSA. 

n) Order front office supplies and keep inventory of stock. 

o) Prepare purchase orders, arrange travel and accommodations, and prepare vouchers. 

p) Keep updated records of office expenses and costs. 

q) Coordinates catering for meetings efficiently and timeously. 

r) Update CSA telephone directory, calendars and schedule meetings. 

s) Perform other clerical receptionist duties such as filing, photocopying, transcribing and faxing. 

t) Offer administrative support across the organization. 

u) Performs such additional functions as may be instructed by the HR Manager from time to time. 
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v) Perform ad hoc projects or tasks as and when required. 

 

Essential requirements pertaining to the candidate’s qualifications and experience: 

a) A Certificate in Office Management / Office Administration (NQF 5) or equivalent qualification. 

b) At least 5 years related working experience as a Receptionist / Front Office Representative or similar 

role. 

 

In addition, the following competencies (skills and behavioural attributes) would be important: 

a) Procurement and Financial management systems (Fraxion and Pastel Evolution knowledge would be a 

distinct advantage). 

b) Computer literacy (Microsoft Suite). 

c) Professional attitude and appearance. 

d) Solid written and verbal communication skills. 

e) Ability to be resourceful and proactive when issues arise. 

f) Excellent organisational skills. 

g) Multitasking and time-management skills, with the ability to prioritise tasks. 

h) Customer service attitude. 

 

The role with report to the Human Resources Manager. The role requires the ability and willingness to 

travel, work long hours, over weekends and public holidays where necessary. 

The successful candidate will be based at the CSA Head Office, 86 5th Street, Melrose Estate, 

Johannesburg. Qualifying candidates can apply to careers@cricket.co.za with a comprehensive CV, copy 

of SA ID, copies of qualifications and at least two contactable references. 

All applications will be treated in strict confidence. Short listed candidates will undergo interviews and 

possible additional assessments. 

In making the final selection, consideration will be given to the employment equity objectives of CSA. A 

performance agreement shall be entered into with the successful applicant. CSA reserves the right not to 

make an appointment. 

The closing date for all applications is 2 December 2022. Only shortlisted candidates will be contacted. 

Should you not receive a response to your application within 14 days after the closing date, please consider 

it as being unsuccessful. 

CSA is an equal opportunity, affirmative employer. It is our intention to promote and broaden the diversity of 

our workforce ensuring South Africans of all races, gender, disability can be involved in the administration of 

cricket. The appointments are made in line with CSA’s employment equity commitments. 
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