
DIRECTOR: PRESTIGE PROPERTY 

MANAGEMENT

Salary: All-inclusive salary package of R898 743 per annum (total package to 
be structured in accordance with the rules of the Senior Management Service) 

(Ref. 2017/02) Cape Town Regional Offi  ce

Note: All short-listed candidates will be subjected to a compulsory competency-based 

assessment as part of the interview process. It will be expected of the successful 

candidate to undergo a competency assessment and sign a performance agreement 

and be subjected to security clearance.

Requirements: • A three-year ter� ary qualifi ca� on in Property Management or other 
related fi eld • Extensive experience in the property environment of which 5 years 
should be at middle management• A driver’s licence. Knowledge of: • Public Finance 
Management Act • Property economics • Government Budget procedures/� me frames 
• (MTEF) • Construc� on regula� ons • Business, accoun� ng and fi nancial systems • 
Financial administra� on processes and systems • Work Control System (WCS) • Basic 
Accoun� ng System (BAS). Skills: • Eff ec� ve communica� on • Advanced report-wri� ng 
• Computer literacy • Planning and organising • Policy analysis and development • 
Problem-solving • Presenta� on • Advanced numeracy • Budge� ng. Personal a� ributes: • 
Innova� ve • Crea� ve • Hardworking • Self-mo� vated • The ability to work under pressure 
• The ability to communicate at all levels • Analy� cal thinking • Trustworthy • Willingness 

to adapt work schedule in accordance with professional requirements.

Du� es: • Verify the client’s request to make sure that it was forwarded via the 
Minister’s offi  ce • Ensure that an acknowledgment le� er is forwarded to the client 
informing them of the Project Manager assigned to the project, e.g. Interior, Technical 
• A� end client consulta� ons to establish the need requirements for clients and guide 
them according to the Ministerial Handbook • Provide a report to clients on progress 
regarding the project in execu� on and provide � me frames • Ensure a comple� on 
le� er is forwarded to the client informing them that the project is completed • Issue 
procurement instruc� on and pre-design informa� on to Project Managers • Interact 
with Project Managers regarding Pres� ge projects • Liaise with Interiors, Technical 
Maintenance and Inspector with regard to scheduling of appointments with clients 
• Liaise with Project Managers on progress per project • Schedule mee� ngs with 
all internal role-players, clients and consultants for a briefi ng mee� ng with Project 
Managers • Coordinate mee� ngs with execu� ng units and service providers within 
DPW • Liaise with Finance and Provisioning for issuing of orders and payments 
to service providers • Liaise with ECDP for contractors on the Pres� ge database • 
Op� mise Pres� ge helpdesk as a central point of lodging complaints • Ensure accurate 
updated Pres� ge Asset register and Spreadsheet for projects • Use Sub Bid Commi� ee 
to expedite furniture purchasing • Manage, coach and monitor performance of 
subordinates • Arrange bilateral mee� ngs with Pres� ge clients 

Enquiries: Mr M Sazona, tel. (012) 406-1963/1322
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