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WE ARE HIRING: 
 

FUND SECRETARY X2 
Reference: PSSPF – FS-2026  
 
 

Loca�on Menlyn, Pretoria 
Employment Type Permanent 
Salary Market Related  
Industry Re�rement Fund / Financial Services 

 
ABOUT OUR CLIENT: 
 
Our client is Re�rement Fund based in Menlyn, Pretoria. The Fund is commited to sound 
governance, regulatory compliance and service excellence, and is seeking to appoint a suitably 
qualified and experienced professional to join the team. 
 
PURPOSE OF THE ROLE: 
 
To provide efficient administra�ve, governance, and compliance support to the Company 
Secretariat by ensuring accurate record-keeping, �mely prepara�on and circula�on of 
governance documents, general administra�ve support to the Principal Execu�ve Officer and 
other stakeholders and smooth coordina�on of mee�ngs, stakeholders and service providers to 
enable effec�ve board and commitee opera�ons. The role further reinforces the Fund’s 
governance, compliance and regulatory obliga�ons by suppor�ng the Principal Execu�ve Officer 
in preparing compliant governance records, facilita�ng adherence to statutory �melines, 
ensuring audit-ready documenta�on, and coordina�ng stakeholder communica�ons in 
alignment with FSCA expecta�ons and Board governance standards. 
 
competencies required: 
 

• Knowledge of governance processes, mee�ng protocols, regulatory compliance basics, 
and board governance frameworks, with intermediate to advanced proficiency.  

• Strong document and records management skills are essen�al, including version control, 
reten�on rules, and accurate archives.  
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• Opera�onal policy awareness and effec�ve internal communica�on with Trustees, and 
stakeholders support Secretariat opera�ons.  

• Key skills include administra�ve coordina�on, governance document quality control, 
pack prepara�on, stakeholder communica�on, and accurate recordkeeping.  

• Professionalism, confiden�ality, reliability, aten�on to detail and accountability are 
cri�cal for success.  

• Overall, the role demands a governance mindset, procedural discipline, and a service-
oriented approach to support compliant and efficient opera�ons. 
 

DUTIES: 
 

• Opera�onal Coordina�on: Assist with scheduling and coordina�ng opera�onal 
mee�ngs and sub-commitee mee�ngs. Track deadlines and follow up on ac�on items 
from opera�onal mee�ngs.  

• Governance Compliance & Regulatory Support: Support the Board of Fund in tracking 
and coordina�ng governance-related statutory and regulatory deadlines (FSCA filings, 
mee�ng cycles, trustee declara�ons, etc.) Assist in maintaining governance registers, 
compliance logs, and statutory submission evidence.  

• Board & Commitee Governance Document Quality Assurance: Review dra�s of 
mee�ng packs, agendas and minutes for completeness, forma�ng consistency, accuracy 
and alignment with governance standards. Perform version control and valida�on checks 
before distribu�on to trustees and commitees.  

• Record Keeping and Filing: Maintain accurate records and filing systems for opera�onal 
policies, procedures and correspondence. Track updates to documents and ensure 
proper version control. Support consistent applica�on of record-keeping standards 
across the department.  

• Mee�ng and Event Coordina�on: Coordinate logis�cs for trustee and board mee�ngs, 
including scheduling and venue arrangements. Help organise annual general mee�ngs 
and other governance-related events. Confirm atendance, prepare mee�ng rooms and 
ensure all materials are available ahead of �me. 

 
REQUIREMENTS: 
 

• Matric/Grade 12 
• Diploma or cer�ficate in Business Administra�on or Office Management.   
• Basic Governance or Secretarial short course (advantageous).   
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• 2-3 years of Experience as a Fund Secretary, Personal Assistant, Execu�ve Secretary or 
relevant previous experience, preferably within a Pension Fund or Finance environment.  

 
 For applica�ons and enquiries:  
 
Please submit your CV, leter of mo�va�on together with cer�fied copies of ID and Qualifica�ons 
to faith@lenohlahla.co.za. Please state the name of the posi�on you are applying for in the 
subject line of your email.  
 
Should you not receive a response within four weeks of the closing date, please consider your 
applica�on unsuccessful.  
 
Closing date: 10 August 2026 
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