
 

 

 

 
Durban ICC (SOC) Ltd is the managing company of the Inkosi Albert Luthuli 
ICC Complex, which includes the International Convention Centre Durban (ICC), 
the Durban Exhibition Centre and the Durban ICC Arena.  The Durban ICC is one 
of the most advanced conferencing facilities in the world, having been voted 
Africa’s Leading Conference Centre at the World Travel Awards 17 times. 

 
 
                    EXECUTIVE ASSISTANT (TG 12) 

 
Internal/External 

 
TCTC PER ANNUM: MIN R369 892.38- MAX R480 119.77 

 
The Durban ICC is searching for suitable candidates to apply for the Executive Assistant position. The 
successful incumbent is required to provide efficient administrative support to the Chief Executive Officer. 
 
QUALIFICATIONS 
 

 Matric  

 Secretarial Diploma/ Office Administration Qualification 
 
EXPERIENCE  
 

 10 years’ experience providing administrative support at an executive level in an executive 
assistant/secretary position. 

 Solid experience in office administration 

 EBMS experience will be advantageous  

 Computer literacy in Microsoft Office 
 
COMPETENCIES 
 

 Excellent organizational skills with the ability to think proactively 

 Strong communication skills (verbal and written) 

 Ability to build strong relationship  

 Problem solving skills 

 Effective Time Management 

 Flexibility and a team player 



 

 Enthusiastic, self-motivated  and a willingness to take initiative 

 Experience with exercising discretion and confidentiality with sensitive company information 
 
 
KEY PERFORMANCE AREAS/MAIN ACTIVITIES OF THIS ROLE  
 

 Providing efficient and timeous administrative support to the Office of the CEO  

 Performing duties associated with the Board of Directors of the Durban ICC and Committee 
members 

 Diary management and meeting coordination  

 Assist in the preparation of reports and presentations 

 Provide administrative support for all travel arrangements for the CEO 

 Maintain good communication- including routine secretarial correspondence and confidential 
correspondence 

 General office administration 
 
 
APPLICATIONS  
 
The Durban ICC is committed to Employment Equity and particularly welcomes applications from 
suitably qualified Historically Disadvantaged Individuals (HDI).  Preference will be given to suitable 
candidates who will best assist the ICC in addressing its current transformation needs. Persons 
with disabilities are encouraged to apply 
 
Applications must reach the Human Resources Department, via e-mail: recruitment@icc.co.za 
 
Closing date for the CV submissions is: 12 August 2020. 
 
Applicants who do not meet the minimum requirements will automatically be disqualified for consideration. 
 
Applicants who have not been contacted 30 days after the closing date should consider themselves 
unsuccessful.  
 

    
                                                             29 July 2020_______ 
Carol Nxumalo     DATE  
ACTING SENIOR HR MANAGER     
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