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Assets Clerk at South African Heritage Resources Agency (SAHRA)

· Permanent position
· Zonnebloem, Western Cape
· Undisclosed
· 
·  

About the Position
JOB TITLE: Assets Clerk.
DEPARTMENT: SCM in Finance Management.
LOCATION: Cape Town.
APPROVED GRADE: B3.
SALARY: R144 808.92 per annum (basic salary).
CLOSING DA TE: Thursday, 26 March 2026 at 5PM.

PRIMARY PURPOSE OF THE JOB:
Assist the Supply Chain Manager with the implementation of policies and administrative support.

KEY PERFORMANCE AREAS:
KPA 1: Asset Administration
KPA 2: Acquisition and disposal Management
KPA 3: Asset Verification & Physical counts
KPA 4: Compliance & Internal controls
KPA 5: Reporting
KPA 6: Safeguarding public assets

Key Performance Area (KPA):

Asset Administration:
· Maintain and update the Fixed Asset Register,
· Record new asset acquisitions accurately (cost, location, custodian, serial number, funding),
· Capture asset disposals, transfers, impairments, and write-offs.
· Ensure assets are correctly classified (e.g. land, buildings, vehicles, equipment, infrastructure).

Acquisitions and disposal Management:
· Process asset additions and ensure correct capitalisation according to the asset management policy.
· Calculate and post depreciation (monthly or annually).
· Assist in preparing asset-related journal entries.
· Reconcile the asset register to the general ledger.
· Ensure compliance with public sector accounting standards (GRAP) .
· Record approved purchases of capital assets.
· Process asset transfers between units/offices.
· Assist with disposal processes (auction, donation, write-off)
· Maintain documentation for disposals and obtain necessary approvals.

Asset Verification & Physical counts:
· Conduct or assist with annual physical asset verification,
· Tag and label assets with identification numbers/barcodes.
· Investigate discrepancies between physical assets and records.
· Prepare reports on missing, damaged, or obsolete assets.

Compliance & Internal Controls:
· Ensure adherence to asset management policy and PFMA,
· Maintain proper supporting documentation (invoices, delivery notes, approval forms).
· Support internal and external audits by providing required documentation.
· Monitor compliance with asset disposal procedures

Reporting:
· Prepare periodic asset reports for management,
· Compile schedules for annual financial statements.
· Provide asset information for budget planning and insurance purposes
· Assist in preparing audit working papers.

Safe-guarding Public Assets:
· Monitor asset movement between departments,
· Ensure assets are assigned to responsible custodians.
· Report misuse, loss, or theft of government assets.


JOB REQUIREMENTS:
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

EDUCATION and/or EXPERIENCE:
National Diploma in supply chain management or bachelor’s degree or related.
Atleast 2 years of experience handling movable or immovable assets, or with asset verification is required.

LANGUAGE SKILLS:
Ability to read, analyse, and interpret general business periodicals, professional journals, technical procedures, or governmental regulations. Ability to write reports, business correspondence, and procedure manuals. Ability to effectively present information to top management, public groups, and/or boards of directors.

NUMERICALSKILLS:
Ability to interpret complex numerical information and perform high level calculations which involve discounts, interest, commissions, proportions, percentages and volume by using figures and financial information.

REASONING ABILITY:
Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists. Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form.

LICENSES:
A valid code EB (08) driver's license

Computer Skill:
Computer literacy with regard to the use of Excel, Word and Power Point

PHYSICAL DEMANDS:
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this Job, the employee is:
· Occasionally required to stand.
· Regularly required to sit.
· Often to talk and hear.
Specific vision abilities required by this job include close vision.

WORK ENVIRONMENT:
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
The noise level in the work environment is usually moderate.
Desired Skills
· Asset Administration
· Quotation Management
· Acquisition and disposal Management
· Reporting
Desired Education Level
· National Diploma
