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VACANCY 
(Permanent) 

 
The National Museum, Bloemfontein invites applications for the following position: 

Switchboard Operator/Shop Assistant/Filing Clerk (x1) 

 
Salary level: DPSA salary scale (level 4) 
     
Key functions and responsibilities: 

1. Switchboard operator  

 Switchboard operators answer incoming phone calls and route them to the person or department needed to 
properly address the customer on the other end of the line. (Answer Incoming Call) 

 Switchboard operators perform various clerical tasks, such as filing, copying, and receiving incoming packages 
from the post office or private services. (Clerical Tasks) 

 Switchboard operators take detailed messages for individuals who are not available to accept phone 
calls. They also retrieve voice mail messages left. (Take Messages) 

 Switchboard operators direct visiting customers to areas within the property where they can have their 
needs, questions, or problems addressed.( Direct Incoming visitors) 

 Switchboard operators make outbound calls to various parties as requested, including international 
calls. They also contact multiple parties to arrange conference calls upon request.(Arrange Calls) 
 

2. Shop assistant  

 Overall management of the museum shop, restaurant and snoepie (kiosk) 

 Receiving, unpacking and arranging new stock from suppliers and vendors 

 Arranging and labeling goods in the display shelves 

 Processing customer payments at the checkout point/till 

 Check for breakages and expiry dates on perishable items. 

 Addressing customer complaints and inquiries 

 Providing shopping advice and recommendations to customers 

 Cleaning and rearranging the store after closure  

 Performing periodic price audits to resolve price discrepancies 

 Check for breakages and expiry dates on perishable items. 

 Collaborating with other cleaners to keep the shop floor area clean and organised at all times 
 
3. Filing  

 Assist the Financial manager in developing and organizing a filing system  

 On instruction of the FM file and retrieve documents for other personnel. 

 Prepare records for off-site storage. 

 Maintain file room logs to track the location of files. 
 Dispose of files according to established document-retention schedules on instruction 

Knowledge, Skills and abilities 

https://www.jobhero.com/job-description/examples/administrative/clerical-assistant


 

 A Grade 12 Certificate with relevant experience 
 Communication and customer service skills to deal with clients and keep them happy 

 Attention to details to display the products at their best and keep the shop floor clean and 
tidy. 

 Technical skills for operating point of sales systems and stock checking systems. 

 Numeracy skills for customer transactions. 

 Client Focus and Orientation 

 Sound Interpersonal skills (Conflict Management Skills) 

 Basic Computer literacy 

 Bilingual (Ability to communicate fluently in English and a second language inherent to the 
region/district) 

 Sound Telephone Etiquette 

 

 

 

 
Recruitment Details 

 Communication will be limited to the short-listed candidates only. 

 Short-listed candidates will be subjected to a comprehensive selection process 

 The National Museum is committed to Employment Equity and aims to attract and retain talented 
individuals to achieve its equity objectives. Therefore, people from designated groups, including those 
with disabilities, are urged to apply. 

 The National Museum reserves the right not to fill an advertised position. 

 If you meet ALL the stated requirements, kindly e-mail your application to hr@nasmus.co.za, 
accompanied by the following documents: cover letter, the National Museum job application form 
obtained from the Museum website or reception, certified copies of ID and qualifications, a 
comprehensive CV (including 3 contactable referees. Should you not hear from us within 1 month 
after the closing date, consider your application unsuccessful. 

 Applications not meeting the criteria will be disqualified. 

 Should you not hear from us within 21 days after the closing date, consider your application 
unsuccessful 

 
 
 

Enquiries: For further enquiries, contact HR department on 051 447 9609 or email:     

hr@nasmus.co.za. 

 

Closing date: 01 October 2021 
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