Government Employees Pension Fund

With more than 1.2 million active members and around 550 000 pensioners and beneficiaries
as well as assets worth more than R2.3 trillion, the Government Employees Pension Fund is
a defined benefit fund that manages pensions and related benefits on behalf of government
employees in South Africa. It is the largest pension fund in South Africa and Africa. The GEPF
is currently seeking to appoint a suitably qualified individual with the relevant experience to fill
the below role within Corporate Services Department, in Centurion.

RECEPTIONIST

Purpose of the Role: To perform professional and efficient front office duties of receiving
visitors to the Government Employees Pension Fund offices.

Key Responsibilities:
e Switchboard and Reception Management
e Administration and Clerical Support
e Assist with member inquiries such as system issues and escalate those that require
specialist support.
e Stakeholder Relationship Management

Qualifications, Experience, Knowledge and Skills:
e Grade 12 (NQF 4), Higher Certificate (NQF 5) in Management Sciences
e Up to 8 years’ experience in a Receptionist role
e (Client-facing experience in Financial Services
e Understanding of the Government Employee Pension Fund and/or Pension Fund Industry
e Administrative and clerical procedures.

The GEPF is an equal opportunity employer,
committed to employment equity in the organization.
The principles as set out in the GEPF’s employment equity policy will apply

To apply for the above vacancy, email your CV to: recruitmenti@fempower.co.za

The position will also be advertised on the following websites: www.gepf.co.za &
www.fempower.co.za

The closing date is: 15 July 2025

No late applications will be considered. It is the
applicant’s responsibility to have foreign qualifications
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(SAQA) prior to the selection process. Communication

will be with short-listed applicants only. your investment, your future
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