
PROJECTS OFFICER
12 Months Fixed Contract

Salary: Market Related

The Luthuli Museum based in Groutville, KwaDukuza on the north coast of KwaZulu Natal hereby invites 
suitably qualified and professional applicants to provide essential projects technical and administrative 
support. The incumbent will be responsible for the following functions:

KEY PERFORMANCE AREAS:

   Provide support / assistance with the management and control of multiple projects through life cycles 
   Maintain projects calendar and milestones as per agreed projects implementation plan
   Development of project concept; plans and implementation within approved methodologies 
   Facilitate flow of essential information among team members and management 
   Maintain projects budget and cost control 
   Monitor and evaluate of projects progress  and reporting 
   Maintain projects filing; recording and reporting systems 
   Assist with Museum repair and maintenance programme 

REQUIREMENTS:

   3 year Diploma qualification or undergraduate degree in project management or related field of work
   Computer literacy (MS Word; PowerPoint; Excel; Projects scheduling applications)
   Sound technical knowledge in projects; repair and maintenance 
   Ability to work effectively in teams and independently 
   Ability to manage multiple priorities and maintain short and long term deadlines 
   Demonstrated ability on project budgeting; cashflow and cost control   
   Excellent  written and verbal communication skills 
   Creative thinking and analytical skills 
   Ethical practice 

The Luthuli Museum is an equal opportunity, affirmative action employer, whose aim is to promote 
representivity in all levels of occupational categories in the institution. 

Enquires:  Mr. T Nkosi Tel: 032 559 6822
Applications must be sent by registered mail for attention Delys Brouckaert, HR Torque, 
163 Umhlanga Rocks Drive, Durban North.  Alternatively applications can be sent via email to 
delys@hrtorque.co.za.  The Museum reserves the right not to make an appointment.

The closing date for submission of applications is 23 March 2018 by no later than 16h00.
No faxed applications will be accepted. Please send covering letter with your application stating position 
you are applying for, including a detailed resume with a list of traceable references and certified copies of 
all qualifications. Appointment is subject to the verification of educational qualifications, previous experience, 
reference checks and security vetting. Only shortlisted candidates will be contacted. If you have not heard 
from us by 30 March 2018, you consider your application unsuccessful. 


