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NASHO

National Association of Social Housing Organisations registration no. 025-976-NPO
tel +27 11 492 1237 web nasho.org.za

JOB DESCRIPTION

Job Title: Office Manager

Location: Johannesburg, Braamfontein
Job Type: Full-time

About NASHO:

NASHO is a member-based association and representative body of social housing institutions,
other delivery agents, and stakeholders responsible for the development and management of
social housing properties in South Africa.

Job Summary:

We are seeking a dynamic and highly organised Office Manager to oversee the day-to-day
operations and provide vital support to our General Manager and team. This role offers
opportunities to contribute to various projects and programmes beyond office administration.

Key Responsibilities:

e Coordinate meetings, travel arrangements, and schedules

e Support project and financial processes

e Ensure the smooth operation of the office

e Provide administrative support to the General Manager and team

Requirements:

e Diploma in Office Administration, Finance, or a related field

e Minimum 3 years’ experience in administrative management

e Experience in real estate is essential; experience in the housing sector is desirable
e Strong MS Office skills (Word, Excel, PowerPoint)

e Excellent communication, organisational, planning, and problem-solving skills



Ideal Candidate:

You are a hands-on multitasker who thrives in a collaborative, fast-paced environment. You are
eager to contribute to organisational projects and programmes whilst managing office operations.

Application deadline: 5 May 2025

How to Apply: Email CV to: info@nasho.org.za
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