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The National Heritage Council (NHC): The purpose of the NHC is to develop, promote and
protect the national heritage for present and future generations.

Information Technology Administrator: Finance Unit

About the job:

The NHC has a vacancy for an IT Administrator will be responsible for the effective
management, maintenance, and security of the organisation’s IT infrastructure, systems, and
networks. The incumbent will ensure smooth daily operations of all IT systems, provide user
support, and contribute to the strategic development of the NHC’s information technology
environment.

This is a Permanent position, based at Menlyn, Pretoria.

= Key responsibilities:

* Monitoring and maintaining networks and servers.

* Upgrading, installing and configuring new hardware and software to
meet company objectives.

* Implementing security protocols and procedures to prevent potential
threats.

* Creating user accounts and performing access control.

* Performing diagnostic tests and debugging procedures to optimize
computer systems.

* Documenting processes, as well as backing up and archiving data.

* Developing data retrieval and recovery procedures.

+ Designing and implementing efficient end-user feedback and error
reporting systems.

+ Supervising and mentoring IT department employees, as well as
providing IT support.
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* Keeping up to date with advancements and best practices in IT
administration.

* Monitoring and maintaining networks and servers.

» Upgrading, installing and configuring new hardware and software to

meet company objectives.

* Implementing security protocols and procedures to prevent potential
threats.
» Creating user accounts and performing access control. ‘
+ Performing diagnostic tests and debugging procedures to optimize
computer systems.
* Documenting processes, as well as backing up and archiving data.
» Developing data retrieval and recovery procedures.
» Designing and implementing efficient end-user feedback and error
reporting systems.
» Supervising and mentoring IT department employees, as well as
providing IT support.
* Keeping up to date with advancements and best practices in IT

administration.

= Continuous improvement:

» Participate in continuous improvement of self and role outputs/services.
* Continuously learn and keep up to date with new developments and
changes within own role, the department, organisation and industry.
» Actively share the workload and responsibilities of the team when
required, working collaboratively and supporting team members.

* Maintain ownership for own work, performance management and
development.

* Maintain optimum quality of work outputs.

* Maintain open and honest communication.

+ Engage in problem solving and continuous improvement. processes
that optimise role outputs and services.

» Efficiently utilise the NHC resources.

+ Comply to NHC policies and procedures.
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* Qualifications, skills and experience:

* A national diploma or bachelor's degree in information technology,

Computer Science, or related field.

» 3-5years’ experience in IT administration, systems support, or network
management. ‘

* Experience with server maintenance, network infrastructure, and
cybersecurity.

* Knowledge of Microsoft 365, hardware and software troubleshooting,
and data backup systems.

» Experience working in a public sector or heritage environment will be an
added advantage.

* Monitoring and maintaining networks and servers.

* Monitoring and maintaining networks and servers.

» Upgrading, installing and configuring new hardware and software to
meet company objectives.

* Implementing security protocols and procedures to prevent potential
threats.

+ Creating user accounts and performing access control.

+ Performing diagnostic tests and debugging procedures to optimize
computer systems.

* Documenting processes, as well as backing up and archiving data.

* Developing data retrieval and recovery procedures.

« Designing and implementing efficient end-user feedback and error
reporting systems.

» Supervising and mentoring IT department employees, as well as
providing IT support.

* Keeping up to date with advancements and best practices in IT

administration.

Closing date: 24 October 2025

PLEASE NOTE THAT FEEDBACK WILL BE GIVEN TO SHORTLISTED CANDIDATES
ONLY.
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Please email your cv at r.itadmin@nhc.org.za

The NHC is an equal opportunity employer. As such, it is committed to the employment
Equity Act and will through the filling of this vacancy, give preference to candidates from
designated groups in terms of the Employment Equity Act. By applying for this position at
the NHC, the applicant understands, and agrees that the NHC may solicit a credit and
criminal report from registered credit bureau and/or South African Police Services (in
relation to positions that requires trust and honesty and/or entail the handling of cash or
finances) and may also verify the applicant’s educational qualification and employment ‘
history. The NHC reserves the right to remove the advertisement at any time before the

stated closing date, and it further reserves the right not to appoint if a suitable candidate

is not identified.

People with disabilities are encouraged to apply.
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