
Our client is a Namibian Asset Management Company that operates as an independent investment management company 
with the aim of identifying domestic investment opportunities on behalf of its client base in Namibia. In addition, our client 
aims to build wealth over the long term for its client base through its vision of developing investment skills in Namibia and 
to contribute in the expansion of the country’s investment industry. The company’s exceptional and consistent performance 
necessitates the appointment of the following position. If you are a dynamic individual who copes well managing multiple 
tasks / demands, is coupled with the ability to work well under pressure, this position will be ideal for you. 

The Position 
The incumbent will be primarily responsible to act as an 
assistant to the Managing Director by providing proficient 
confidential administrative support on a one-to-one basis 
to ensure optimal use of time in dealing with secretarial 
and administrative tasks, including diary and logistical 
management.  Furthermore, you will be responsible for the 
screening of phone calls, adequately managing enquiries/
requests, formulating correspondence, taking dictation and 
minutes during meetings as well as manning the reception 
function for the entire office. 
Key Areas of Focus 

General Administration and ad hoc functions: Handling •	
administrative matters in general to assist management 
in obtaining files; information and to arrange meetings/
appointments; screening telephone calls, enquiries and 
requests and handling them when appropriate; meeting 
and greeting visitors at all levels of seniority; dealing with 
incoming emails, faxes and post, formulating correspon-
dence; recording dictation and minutes; devising and 
maintaining office systems, including data management 
and filing. 

Liaison: Effectively establish personal contacts and act •	
as the official channel for contact with relevant stakehold-
ers; liaising with internal and external clients, suppliers 
and other staff and establish strong working relationships 
with colleagues from different functions and of diverse 
backgrounds. 

Filling: Handling all filing, establish and maintain a frame-•	
work for systematic retrieval of data and ensuring a well 
structured and organized administrative makeup of the 
office in general.

Planning and Organizing: Organize and plan in a manner •	
that adequately allocates and divides time between vari-
ous aspects of the work to ensure that sufficient support 
is given to both the MD’s office and the general office; or-
ganizing and maintaining diaries / itineraries and schedul-
ing appointments; orchestrating and attending meetings 
and ensuring managers/staff are timely informed and be 
well organized. 

Efficiency: Requires a great deal of efficiency in adminis-•	
trating and orchestrating tasks ensuring that standards of 
excellence underpin the execution of these.  In addition 
control access to the MD, thus becoming an influential 
and trusted aide.

General: Undertake other tasks reasonably requested by •	
the MD and or support staff.

The Person  
Minimum requirements 

A Diploma in Business Administration/Administration or a •	
Secretarial qualification.

A minimum of 3-5 years executive secretarial and or •	
relevant secretarial administrative experience.

Good computer literacy, speed and accuracy is essential •	
(can demonstrate the ability to use Microsoft word, excel 
and PowerPoint).

Knowledge of administrative and clerical procedures and •	
systems such as word processing, managing files and 
records, designing forms, and other office procedures 
and terminology.

Knowledge of principles and processes for providing •	
customer and personal services. This includes customer 
needs assessment, meeting quality standards for ser-
vices, and evaluation of customer satisfaction.

Namibian citizenship.•	

Competency requirements 
Initiates methods in executing daily tasks more efficiently •	
and adopts a pro-active approach to work in general.

Able to emulate the style, corporate philosophy, and •	
corporate persona of the organization.

Active in looking for ways to help people.•	

Able to give full attention to what other people are say-•	
ing, taking time to understand the points being made, 
asking questions as appropriate, and not interrupting at 
inappropriate times.

Proven written English to be able to take and write min-•	
utes, draft routine business correspondence, backed by 
good spoken English. 

Demonstrates good verbal and presentation skills. •	

When called on to do a variety of tasks, is flexible and •	
willing in each new situation. 

Maintain confidentiality and displays sound work ethic •	
and integrity.

Strong organizational skills with excellent attention to •	
detail.

Is reliable and accommodating.•	

Confident, good communication skills and professionally •	
presentable.

Use logic and reasoning to identify the strengths and •	
weaknesses of alternative solutions, conclusions or ap-
proaches to problems.

Able to work with routine and sometimes mundane •	
tasks.

Demonstrate excellent time management skills in order •	
to cope with multiple demands coupled with proven 
administrative skills.

Amiable and confident personality that is particularly •	
sensitive to client (both internal and external) needs.

Interested ? 
Our client offers an attractive package commensurate with qualifications and experience.  The 
closing date is 28 May 2010 and suitably qualified Namibians are encouraged to apply.  We 
request that you forward your CV for the attention Zayanih Dennis zayanih@potentia.com.na.  
Only electronic CV’s will be accepted.  All applications will be handled exclusively by Potentia 

and all selected candidates will be required to undertake an assessment test.  
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