
MALAWI CONSULATE LOCAL STAFF JOB VACANCIES 

The Malawi Consulate in Johannesburg wishes to inform the general public that it 

is recruiting Local Staff in a bid to ensure effective service delivery and equitable 

access to Consular services. In this respect, the Consulate is inviting applications 

from suitable candidates for the following posts: 

A. ADMINISTRATIVE ASSISTANT/SECRETARY – Grade 2 

The candidate to the post should possess the following: 

Qualifications  
Matric Certificate / Malawi School Certificate of Education / O Levels plus a 
Certificate in Business Administration and Secretarial Certificates.  

Experience  

At least three years’ relevant experience in a similar field from a reputable 

organization, preferably on a Diplomatic Service. 

Skills and Attributes 

1. Knowledge in front office management of Call Centre; 

2. Knowledge of the computer and other office machines; 

3. Pleasing personality and highly organized; 

4. Excellent written and verbal communication skills. 

Duties and Responsibilities 

1. Managing the Consul General’s Diary; 

2. Screening incoming calls; 

3. Filling and sorting mails/documents; 

4. Drafting official letters and reports and typing them; 

5. Labelling, sorting and categorizing files for ease of use; 

6. Retrieving necessary documents upon request; 

7. Maintaining confidential information; 

8. Receiving and dispatching official mails/documents; 

9. Archiving files that are obsolete/closed; 

10. Any other duties as it may be assigned from time to time.   



 

B. RECEPTIONIST – Grade 3 

The candidate to the post should possess the following: 

Qualifications  

Matric Certificate / Malawi School Certificate of Education / O Levels plus a 

Certificate in Business Administration or Hospitality from a recognized institute. 

Experience 

At least three years’ experience in a similar position, in a reputable organization, 

preferably a Diplomatic or Consular Mission 

Skills and Attributes 

1. Knowledge in front office management of Call Centre; 

2. Excellent written and verbal communication skills; 

3. Ability to handle basic customer service problems; 

4. Written and verbal communication skills. 

Duties and Responsibilities 

1. Receiving and directing incoming calls and relaying telephone messages; 

2. Open and date stamp all general correspondences; 

3. Typing letters, reports and other documents; 

4. Record and handle all incoming and outgoing couriers; 

5. Welcoming visitors/guests and directing them appropriately; 

6. Responding to the general public inquiries 

7. Assisting in the preparation of meetings; 

8. Any other duties as it may be assigned from time to time.  

 

 

C. REGISTRY CLERK – Grade 3 

The candidate to the post should possess the following: 

Qualifications  



Matric Certificate / Malawi School Certificate of Education / O Levels plus a 

Certificate in Business Administration / Human Resources Management from a 

recognized institute. 

Experience 

At least three years’ experience in a similar position, in a reputable organization, 

preferably a Diplomatic or Consular Mission. 

Skills and Attributes 

1. Knowledge in Microsoft Office and asset registry upkeep; 

2. Excellent written and verbal communication skills; 

3. Ability to handle basic customer service problems; 

4. Knowledge in human resource management. 

Duties and Responsibilities 

1. Assisting Clients in completing the required forms; 

2. Photocopying and scanning all necessary Client documents; 

3. Record and handle all incoming and outgoing documents; 

4. Directing Clients who come to seek assistance from Vice Consul; 

5. Responding to the general public inquiries; 

6. Filling of all correspondences and other office documents; 

7. Labelling, sorting and categorizing files for ease of use;  

8. Maintaining confidential office records, managing files and archiving; 

9. Assist with provision of important Consular services; 

10. Retrieving and printing important documents and correspondences upon 

request;  

11. Any other duties as it may be assigned from time to time. 

 

D. SENIOR ACCOUNTS ASSISSTANT – Grade 2 

The candidate to the post should possess the following: 

Qualifications  



Matric Certificate / Malawi School Certificate of Education / O Levels plus a 

Diploma in Accounting from a recognized institute. 

Skills and Attributes 

1. Knowledge in Pastel accounting; 

2. Knowledge and conversant with VAT processing; 

3. Ability to handle basic accounting problems; 

4. Excellent written and verbal communication skills; 

5. Knowledge in computer skills. 

Duties and Responsibilities 

1. Preparing monthly accounts reports for submission to the Ministry; 

2. Preparing Diplomats and Staff salaries; 

3. Conducting bank transaction and Preparing bank reconciliation; 

4. Processing journals in pastel and Preparing reports in pastel for referred 

Patients; 

5. Preparing and Submitting VAT returns to SARS; 

6. Providing financial information of different accounts to Section Heads; 

7. Checking and Updating payment and receipt cash books; 

8. Attending to accounts queries from service providers; 

9. Processing and dispatching of cheques and EFT; 

10. Ensuring proper filing of all financial records; 

11. Any other duties as it may be assigned from time to time. 

 

 

E.  ACCOUNTS ASSISSTANT – Grade 3 

The candidate to the post should possess the following: 

Qualifications  

Matric Certificate or Malawi School Certificate of Education or O Levels plus a 

Certificate in Accounting from a recognized institute. 

Skills and Attributes 

1. Knowledge in pastel accounting; 



2. Knowledge and conversant with VAT processing; 

3. Excellent written and verbal communication and computer skills. 

Duties and Responsibilities 

1. Collecting revenue and issuing general receipts for all accounts 

transactions; 

2. Compiling cash controls and reports for immigration accounts; 

3. Updating health and miscellaneous ledgers; 

4. Processing and dispatching payment vouchers; 

5. Maintaining petty cash for all three (3) accounts; 

6. Proper filing of all financial records; 

7. Updating utility bills and city rates; 

8. Assisting in compilation of VAT returns for SARS; 

9. Assisting in updating payment and receipt cash books and bank 

transactions; 

10. Maintaining stores ledger; 

11. Any other duties as it may be assigned from time to time. 

 

 

F. OFFICE ASSISTANT – Grade 4 

The candidate to the post should possess the following: 

Qualifications  

Matric Certificate / Malawi School Certificate of Education / O Levels from a 

recognized institute.  

Experience 

At least three years’ experience in a similar position, in a reputable 

organization, preferably a Diplomatic or Consular Mission. 

Skills and Attributes 

1. Knowledge in office management;  

2. Ability to undertake a variety of office support tasks; 

3. Ability to work diligently under pressure. 



 

Duties and Responsibilities 

1. Organizing Offices by cleaning and arranging furniture and other necessary 

items in an orderly manner; 

2. Sorting and distributing office files and other materials in a timely manner; 

3. Assisting in welcoming visitors/guests and directing them appropriately; 

4. Assisting in filing, copying and scanning of office documents; 

5. Passing and collecting paper documents between offices; 

6. Checking mails at the Post Office; 

7. Assist in delivering of payment of services the office has used; 

8. Assist in distributing confidential documents to other Diplomatic Offices; 

9. Any other duties as it may be assigned from time to time.  

 

 

G. DRIVER – Grade 4 

The candidate to the post should possess the following: 

Qualifications  

Matric Certificate or Malawi School Certificate of Education or O Levels; 

Valid RSA or SADC driving License. 

Skills and Attributes 

1. Knowledge in defensive driving; 

2. Knowledge in fleet/vehicle management; 

3. Excellent written and verbal communication skills; 

4. Ability to work after working hours. 

Duties and Responsibilities 

1. Driving diplomats and members of staff to and from places of work; 

2. Welcoming and escorting VIP visitors and patients from and to the airport; 

3. Escorting Patients to hospitals; 

4. Daily updating of the fuel and lubricant details and trips taken in the log 

book; 



5. Ensuring that the Officer authorizing the movement of the vehicle has 

checked and signed the log book; 

6. Fueling vehicles and recording the closing mileage; 

7. Ensuring that all equipment and accessories in vehicles are handed over to 

another driver and signed for when exchanging vehicles; 

8. Calculating kilometers per litre at the end of each month; 

9. Carrying out daily eleven (11) maintenance tasks as shown on Page 4 of the 

log book; 

10. Carrying out thirteen (13) weekly maintenance tasks as per Page 5 of the 

log book; 

11. Any other duties as it may be assigned from time to time. 

 

  

H. GROUNDS WORKER – Grade 5 

The candidate to the post should possess the following: 

Qualifications  

Matric Certificate / Malawi School Certificate of Education / O Levels from a 

recognized institute. 

Experience 

At least three years’ experience in a similar position. 

Skills and Attributes 

1. Knowledge in gardening management; 

2. Knowledge in the use of lawn mower and other garden equipment. 

Duties and Responsibilities 

1. Sweeping and removing dead leaves; 

2. Clearing and cleaning the surroundings; 

3. Planting flowers, grass, shrubs and trees; 

4. Trimming shrubs and trees; 

5. Cutting and watering lawns; 

6. Picking up litter and empty trash; 



7. Any other duties as it may be assigned from time to time. 

 

 

● Applications to be addressed to The Consul General, Malawi Consulate 

General, P.O. Box 3881, Rivonia 2128, Johannesburg. 

● Applications should be either hand delivered to the Malawi Consulate General 

at 4 Dodge Street, Woodmead Ext 4 or emailed to 

info@malawiconsulate.co.za  or labour@malawiconsulate.co.za  not later than 

Tuesday 20th July 2021. 

● For complete job descriptions please email info@malawiconsulate.co.za or 

visit our website at www.malawiconsulate.co.za.  

● Successful candidates will be vetted by SAPS and DIRCO.  

● Proof of South African citizenship or valid work permit is mandatory for 

consideration of applications. 
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