HIGH COMMISSION OF MALAYSIA
1007, Francis Baard Street
Arcadia, Pretoria 0083
Tel: +27 12 342 5990
Email: mwpretoria@kin.gov.my

VACANCY NOTICE NO.02/2023

DATE 20 August 2023

POST TITLE : Receptionist/Telephone Operator
ORGANISATION ; High Commission of Malaysia in Pretoria
TYPE OF APPOINTMENT Full Time

CLOSING DATE : 07 September 2023 (Thursday) at 4.30 pm

Job Description:
General Administration

To screen all visitors before entering the office and to ensure that the visitor's
book is signed.

To record all outgoing telephone calls in the telephone call register.

To receive all incoming calls and note messages for officers in their absence.

To maintain the daily incoming mails and bill registers.

V. To assist in any typing work

Vi. To maintain the record of the annual leave and sick leave of the Locally
Recruited Staff.

Vii. To distribute the daily newspapers, magazines and publications

viii. To record the daily newspapers, magazines and publications on news about
Malaysia.

iX. To assist with enquiries pertaining to consular services such as renewal of
passport, visa application, attestation of documents and certificate of good
conduct etc

X. To assist Malaysian students in university/college matters as well Malaysian
citizens.

Xi. To maintain stock book.

Protocol

To assist to inquire/make hotel reservations
To assist to inquire/reserve transportation reservations



iii. To arrange appointments with the local entities/authorities
iv. To update the Registration of Malaysians citizens

Others

i. To assist in consular matters and general inquiries of the High Commission
ii. To order the courier and to prepare the air way bill.

Educational Qualification/Experience:
i) Below 50 years of age at the time of application

i) Minimum Grade 12 (Matric) Level or higher with good knowledge in both spoken and
written English. Certificate in Secretarial or any other courses related with the position
would be an added advantage

iif) Must have good knowledge/experience in handling telephone calls, dealing with the public,
good communication skills and basic IT/computer literacy (MS Word/Excel/Email)

iv) Good interpersonal skills
Application Procedure:

Interested applicants may apply by filing up the Application of Employment Form
(Appendix A) that can be obtained from the High Commission of Malaysia at the above
address from 9.00 am-3.00 pm (Mon-Fri) except for public holidays.

Completed application form (handwritten), together with most recent passport size
photo (color) and all other supporting documents/testimonials/resumes should be
submitted to the High Commission no later than 7 September 2023 (Thursday) at 4.30
pm. Please indicate “Receptionist Job Application” on the top left of the envelope.

Only shortlisted candidates will be contacted for the interview.

High Commission of Malaysia
Pretoria
20 August 2023



