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Duties Include, amongst others:
• Management of Branch Debtors & 

Creditors as well as petty cash.
• Telephonic orders & Buy Outs.
• Drawing up of quotations &general 

invoices.
• 
• 
• Establish and maintain relationships 

with individual or business customers 
and provide assistance with problems 
these customers may encounter.

• Internal sales support.
• Prepare reports required by head 

• Adhere to procedures for custody or 

• Review collection reports to determine 
the status of collections and the 
amounts of outstanding balances.

• 
administrative or customer service 

employees to ensure adherence 

reporting errors or problems.
• 

branch personnel to identify causes 

problems.
• Review records or reports pertaining 

Minimum Requirements
• 

recognised Administration
• Diploma
• A minimum of 5years experience in a 

Financial and Administrative
• environment.
• Knowledge of SYSPRO is essential
• Must have excellent communication 

VACANCIES
Branch Administrator (EE Position)

Urgently needed…

Please forward your applications to: jobs@elco.co.za
For more info, please visit our careers page: www.elco.co.za

Closing Date: 31st July 2017
Please n

Duties Include, amongst others:
• Responsible for inspect and compiling 

failures.
• Reporting to mine management on 

• Responsible for resolving of all queries 

leave bonuses.
• 

levels at various sites.
• Will do daily capturing of requisitions 

underground.
• Manage all existing and new 

training.
• 

assessments at all sites

• 
• Manage ISO standards and ordering 

and issuing of PPE.
• Responsible for attending site 

meetings at mines and liaise with mine 
management.

• Technical recommendations regarding 
routing of hoses on machines 
underground.

Minimum Requirements:
• 
• 

converse in English.
• 

• 4year experience in hydraulic hose 

• 

VACANCIES
Contract Supervisor (EE Position)

Urgently needed…

Please forward your applications to: jobs@elco.co.za
For more info, please visit our careers page: www.elco.co.za

Closing Date: 31st July 2017
Please n

Duties Include, amongst others:
• 

• Assemble hoses in accordance with 

• 

Minimum Requirements
• 
• 

converse in English.
• 

• 1 year experience in hydraulic hose 
assembler preferable.

VACANCIES
Hydraulic Hose Assembler (EE Position)

Urgently needed…

Please forward your applications to: jobs@elco.co.za
For more info, please visit our careers page: www.elco.co.za

Closing Date: 31st July 2017
Please n

Duties Include, amongst others:
• 

• Responsible for the time and 
attendance registers for all employees 

• Responsible for the planning of 

Management about absenteeism of 
staff at the mine.

• Will be responsible for issuing PPE as 
well as controlling all processes.

• Will have to enforce good 

• Responsible for the training of hose 

assessments.
• 

hose failures and do reports on it.
• Will report and assist to mine 

personnel on correct routing of hose 
installations.

• Will do presentations on hose failure 
analyses to mine management and 
give proposals on how to prevent 
failures.

Minimum Requirements:
• 
• 

converse in English.
• 

• Must have one to two year experience 
in similar role.

• 
transport.

VACANCIES
Site Supervisor / Foreman (EE Position)

Urgently needed…

Please forward your applications to: jobs@elco.co.za
For more info, please visit our careers page: www.elco.co.za

Closing Date: 31st July 2017
Please n

Ledig/ Sun City

and dance.

The Moses Kotane Sub-District serves the entire Moses Kotane 
Municipality area. The Moses Kotane Sub-District was pronounced 
as the best performing Sub-district in the Bojanala District.

commitment of my staff in delivering services to our patients is 
amazing. They go out of their way to ensure quality- even with 

Moses Kotane wins gold


