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Westfalia Fruit Products situated in Midrand, has a vacancy for a suitably qualified and experienced 

Admin Coordinator  

Reporting to the Operations Manager, the incumbent will be responsible to contribute to making the 
Executive Team successful in a high performance and driven environment through providing high level, 
proactive administrative services.  
 
Qualifications and Expertise 

 Qualification /Certificate in relent area 

 2 years plus experience in the FMCG industry (working for Woolworths’s supplier would be an 
added advantage) 

 Experience in stock control on packaging and fruit items  

 Experience in communicating reports 

 Valid driver’s license and own transport  
 

Knowledge  

 Knowledge on Microsoft D365 and understanding journal reconciliation  

 Computer literate-Excel, and Word is a must  

 Knowledge in quality of Avocado and Mango  

 Must be able to manage and implement systems  

 Must be able to manage stock and stock systems 
 
Skills   

 Good Communication skills  

 Report writing skill 
 
Attitude/Behaviour 

 Ability to work effectively as part of a larger team 

 Attention to detail 

 Reliable and trustworthy  

 High level of commitment accuracy and quality  

 Service oriented  

 High level of integrity  
 

The Company offers a Total Guaranteed Remuneration Package which comprises provident fund, insured 
benefits, and an option to structure an annual bonus. 

Interested and qualified applicants should forward their applications (including a detailed copy of the CV) 
to Human Resources, Westfalia Limited, PO Box 1103, Tzaneen, 0850 or fax to 086 675 4097 or email 
recruitment@westfaliafruit.co.za for the attention of Lucia Mafa  

 

Closing date for applications will be 25th March 2022. 

NB: Should you not receive correspondence 1st April 2022, please regard your application as being 
unsuccessful. 
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