
Bryanston, September 8th , 2014 
 

 
 JOB DESCRIPTION 

 

EXECUTIVE ASSISTANT 
 

French Development Agency (AFD) offices in Bryanston, Gauteng 

Permanent  

Competitive Package 
 
 
The French Development Agency (AFD) is the French government-owned development financial 
institution at the heart of France’s foreign aid. The main objective of the AFD is to contribute to 
economic and social progress through long-term financing. AFD’s headquarters are in Paris with more 
than 70 offices throughout the world. AFD has a strong historical presence in Africa. 
 
AFD has been operating in South Africa since 1994 providing financing both through the South African 
banking sector and providing financing to the infrastructure sector (energy, water, transport) as well as 
in support of municipalities and social sectors such as housing and public policies in favor of historically 
disadvantaged people (HDPs). The AFD regional office in SA covers 7 countries in the SADC region. 
Management and operational staff travel regularly in the region. 
 

Job Description: 
 
This position is based in Bryanston, Gauteng. 
 
The successful candidate will provide support to AFD Management at our offices in Johannesburg for 
primarily organizational matters, portfolio follow-up and general office administration to facilitate the 
work of professional staff, and contribute to the bureau’s overall efficiency.  
  
 

Key Responsibilities: 
 
The suitable candidate will be mandated to: 
 

1- Optimise time management for the Director and the Deputy Director: 
. Diary management: prioritization and consistency with overall commitments and missions,  
. Liaise with headquarters, Ministries, Protocol as needed. 

2- Responsibility for  all requests sent to the Director: 
. Filter and transfer calls and meeting requests,  
.Management of mail (paper and electronic), including filing. Prepare mail, reports, notes and 
presentations.  

3- Organize/prepare meetings and other events for the Directors/professional staff: 
.Logistics for meetings and missions (in or outside SA) incl. rooms, tickets bookings, meeting 
requests, scheduling of RdV, etc, 
.Prepare necessary documentation for meetings and/or missions incl. gather relevant 
information on projects/participants as well as required terms of reference, travel authorizations, 
etc., 

 



Bryanston, September 8th , 2014 
 

. Insure follow-up of meetings/missions: collect back-to-office report, update database of 
contacts, etc., 
. Place necessary orders for travels in agreement with internal proceedings and prepare 
expense reports, 
. Manage relations with support services (internal and external).  
. Organize various events: seminars; official signings, high level visits and other professional 
events. 

4- Office administration: 
. Responsible for AFD contact database, 
. Supervise the drivers’ planning to ensure consistency with staff requests and priorities,  
. Procurement of office supplies, 
. File update as needed all staff’s files in confidentiality (personnel information, holidays’ track 
record, etc), 
. Supervision of Facilities Management Agent (KAGISO), 
. Management and updating of office and house inventories. 
 

 

Requirements 
 
The ideal candidate will be at ease in French (complete fluency would be a plus), and be a South 

African citizen or a foreigner with authorization to work in South Africa - Candidates who do not hold 
work permits in order with regard to South African Legislation will not be interviewed- with a 3-
5 years’ experience in working with executives and/or in managing administrative tasks.   

 
Required skills and professional abilities: 
- Languages: in addition to English, a good knowledge of French is mandatory 
- Excellent written and oral skills, ability to synthesize 
- Capacity to prioritize and cope with multiple tasks at the same time  
- Method, organization, rigorousness and respect of confidentially 
- Ability to work within a team 
- Extensive knowledge of Office software 
- Ability to take notes   
- Knowledge of filing and archiving methods 
 
 

Additional information: 
 
Candidates are invited to send their resume and cover letter (in French and/or in English) to the 

following email address:  afd_job@afd.fr  by COB September 18th, 2014 the latest. 

 
Reception of the documents sent will be acknowledged. Candidates to be interviewed will be contacted. 
 
NB: resume or letter will specify the situation of the candidate with regard to South African labour law. 
 
 
 
 
 


