
uMgungundlovu Economic Development Agency, the entity of uMgungundlovu District hereby invites 

applications from committed and innovative individuals for the following vacancy. 

VACANCY - PROJECT ASSISTANT X 2 (TASK 6) R13 876.62 P.M. EXCLUSIVE BENEFITS 
(REF. UMEDA 10/06/25) 

POSITION REPORTS TO: GENERAL MANAGER: PROJECT DEVELOPMENT 

Requirements: 

• A Diploma/ Degree in Public Relations, Project Management, Public Administration and Business 
Administration or a related field is preferred.

• Minimum of 2 years’ experience in project coordination, public relations or communication is desirable.

• Knowledge of project management principles, methodologies and tools.

• Proficiency in using project management software and other relevant tools (e.g. Microsoft Office Suite, 
project management software.)

• Strong organizational skills with the ability to multitask and prioritize tasks effectively.

• Excellent written and verbal communication skills, including report writing and editing abilities.

• Knowledge of public relations strategies and practices.

• Ability to build and maintain positive relationships with diverse stakeholders.

• Attention to detail and commitment to producing high quality work.

• Ability to work both independently and collaboratively in a team environment.

• Knowledge of municipal operations and South African local government systems is advantageous.

• Ability to work under pressure and meet tight deadlines.

Job Summary: 

The Project Assistant will support the Project Officer and General Manager: Projects Development in ensuring 

the smooth implementation of UMEDA’s project activities. This role will provide administrative, logistical, and 

coordination support across multiple development projects. The ideal candidate will be detail-oriented, organised, 

and have strong interpersonal and multitasking skills. 

Key Responsibilities 

Project Coordination Support 

• Assist with organising project meetings, compiling agendas, and recording minutes.

• Support the preparation of project documentation including reports, presentations, and schedules.

• Track progress on assigned tasks and update project records accordingly.

Communication and Public Relations 

• Develop and implement communication strategies to effectively convey project information to internal and

external stakeholders.

• Maintain regular communication channels to ensure timely dissemination of project updates and key

messages.

• Assist in drafting press releases, articles and other communication materials related to the projects.



• Monitor media coverage and public sentiment related to the projects and provide recommendations for

proactive communication.

• Stakeholder Engagement

• Establish and maintain positive relationships with project stakeholders, including community members,

government officials and partner organizations.

• Organize and facilitate stakeholder engagement activities such as public consultations and community

meetings.

• Respond to stakeholder inquiries and concerns promptly and professionally.

• Collaborate with project teams to address stakeholder feedback and incorporate it into project plans as

appropriate.

Project Monitoring and Reporting 

• Track project progress milestones and deliverables ensuring adherence to established timelines.

• Monitor project budgets and expenditures in coordination with the Finance Department.

• Prepare regular project status reports highlighting key achievements, challenges and risks.

• Identify and escalate any deviations or potential issues that may impact project outcomes.

• Administrative Support

• Provide administrative assistance to Project Manager, including scheduling meetings, managing calendars

and organizing travel arrangements.

• Maintain project files, records and databases ensuring accuracy and accessibility of project related

information.

• Assist in procurement processes, including vendor selection, procurement requests and contract

administration.

COMPETENCIES, KNOWLEDGE, AND SKILLS 

1. Basic understanding of project management principles and administration.
2. Strong organisational and time-management skills.
3. Competent in Microsoft Office Suite and digital tools.
4. Good verbal and written communication skills.
5. Ability to manage competing priorities in a dynamic environment.
6. A positive, solution-oriented attitude with high attention to detail.
7. Ability to work effectively both independently and within a team

UMEDA is committed to the provisions of the Employment Equity Act No.: 55 of 1998 and reserves the 

right not to make any appointment. Any appointment that promotes representation in all categories and 

levels within the workforce will gain preference. 

No Faxed or emailed applications will be accepted. If you don’t hear from us within 21 working days after the 

closing date, regard your application as unsuccessful. 

Closing Date: 01 July 2025 at 16h30 

Submit application and CV’s together with certified copies of qualifications, driver’s license and ID to Sharne 
Rothwell hand delivered to UMEDA Show Grounds, Chief Albert Luthuli St, Town Hill, Pietermaritzburg. 

Enquiries directed to Sharne Rothwell, Tel: +27 (0)33 342 3396 or Email: career@umeda.co.za 

Mr. Michael Newton – Chief Executive Officer 

mailto:career@umeda.co.za



