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Position Particulars

Status: Filled

Cost Centre: 

Position Type: Operations

Position Level: 0

Numbers Managed: 0

Reporting To: General Manager (T&D)

Reporting Levels: 

Date Created: 2017-10-12

Qualification: 
A recognised degree in Electrical Engineering or equivalent. Membership of a professional 
engineering institution will be an added advantage

Experience: 
A minimum of at least five (5) years post qualification experience, three (3) of which should have 
been served at management level in the electricity sector.

Knowledge: 

Sound understanding of Corporate Governance; Knowledge of principles and practices of 
organising, planning, records management and general administration; Good oral, writing, 
Analytical and Problem Solving Skills; Ability to communicate and negotiate effectively; Results 
Oriented; Proficiency with Computers and software packages.

Purpose of Position: 

To provide high-level specialist support, coordinating functional reports by managers and 
stakeholder interface such as government, its agencies (e.g. regulator) for the office of the 
General Manager (T&D). The incumbent will ensure provision of technical support mainly on 
customer supply and service issues, electrification levels, compliance to customer charter etc. 

Decision Making Powers: 

Planning Complexity: 
Ensuring alignment with key business/ strategic issues; managing effective governance protocols 
of BPC; provide best practice executive coordination advice to the GM (T&D) and key 
stakeholders.
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Key Performance Areas

Integrity Weighting 4 Proficiency 3

The ability to create a climate and platform to support integrity. The ability to build trust and confidence through consistency in behaviour, respect, fairness, 
honesty and authenticity. The ability to give credit to others. Not sacrifice integrity for convenience, confront negative behaviours in others and make fair 
judgements even if they may be unpopular. Implement morals and ethics regulations, standards and framework, provide advice to others on ethical dilemmas 
and reward and encourage ethical behavior.

Execution, Implementation and Follow Through Weighting 4 Proficiency 1

As a Supervisor, the demonstrated ability to progress position outputs and tasks in a disciplined, focussed and goal directed way, achieving defined 
deliverables within agreed time frames

Administration Weighting 4 Proficiency 3

As an Administration Team Leader advanced knowledge of administrative and clerical procedures and systems. The ability to manage a team to ensure and 
maintain quality; monitor data and trends; design reports and forms; use advanced systems capabilities. Deal with internal and external business partners. 

Business Reporting Weighting 4 Proficiency 3

The ability to analyse, identify and integrate sourced data and trends into basic position papers, proposals, recommendations and plans with concise and 
focussed communication in order to inform strategic direction. 

Execution and Delivery Weighting 3 Proficiency 1

The ability to deliver on own job's targets and outputs, on time, and in an efficient manner. Can set personal goals, prioritize, maintain performance levels 
aligned to business objectives and respond to feedback. Ensure that own workspace is properly resourced and stocked to deliver tasks and outputs. 
Communicate to management what other resources are needed. Measure, review and benchmark own productivity and output. Work in a productive and 
efficient manner. Deliver high quality work. 

Building Relationships Weighting 3 Proficiency 3

The ability to build relationships with senior management in own organisation and with external parties within a dynamic context. Perceive and interpret own 
and others' emotions and feelings, engage and manage conflict. Show tact, be attentive to emotional cues, use emotions for effect and prioritize emotions 
when making decisions. The ability to be composed and manage reactions in relation to the situation. Maintain and create solid relationships, collaborate 
and integrate, manage conflict, cooperate, share knowledge, information and expertise. The ability to welcome feedback and work with different 
personalities. Achieve diverse, balanced and productive outcomes by effectively managing the way in which diverse people work together. 

Business Acumen Weighting 3 Proficiency 2

Understand the nature and interdependency of organisational strategy, business model, revenue and profit drivers, the market and competitors. The ability to 
differentiate between value adding and non-value adding initiatives. The ability to identify opportunities for value creation, react to these and adapt tactics 
accordingly. Use available resources to extract the greatest value. The ability to align and prioritize initiatives to the strategy, benchmark externally, modify 
current methods, and remove non-value adding practices.

Personal Assistance Weighting 3 Proficiency 4

As an Executive Personal Assistant to an executive team member, in addition to level 3 the ability to manage small projects, prepare Board packs, take 
minutes at a Divisional Board level and develop presentations. Give input into budgets. The ability to speed-write.
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Accountability & Responsibility

ELF Customer

Customer Focus Weighting 2 Proficiency 1

The ability to resolve queries and issues for internal and external clients in defined interactions. The ability to listen to the client, actively understand the 
client's perspective, clarify and summarize client needs and expectations, provide accurate information and communicate in a sincere and courteous manner. 
Take personal responsibility for client satisfaction. Delight the client by exceeding their needs, expectations and current standards, resolving the matter 
promptly and efficiently; generate mutually beneficial solutions. The ability to keep the client up to date, commit until completion and ensure that customer 
needs have been met. 

Networking and Partnering Weighting 1 Proficiency 3

The ability to build networks across the organisation. Seek out and cultivate a network to improve divisional/functional performance. The ability to identify 
networking opportunities, explore opportunities, relate to different types of people, encourage collaboration and establish relationships. Seek and develop 
mutually beneficial partnering opportunities. The ability to monitor and assess partnership value add. 

ELF Delivery

Execution and Delivery Weighting 3 Proficiency 1

The ability to deliver on own job's targets and outputs, on time, and in an efficient manner. Can set personal goals, prioritize, maintain performance levels 
aligned to business objectives and respond to feedback. Ensure that own workspace is properly resourced and stocked to deliver tasks and outputs. 
Communicate to management what other resources are needed. Measure, review and benchmark own productivity and output. Work in a productive and 
efficient manner. Deliver high quality work. 

Risk Management Weighting 1 Proficiency 2

The ability to understand, assess and manage risk within an area. Identify and assess risks in terms of likelihood, severity and magnitude of impact. Contribute 
to the development of risk management solution, processes, models and frameworks. Ability to pro-actively reduce risk/exposure and minimize losses by 
monitoring the adherence to risk controls and measures. The ability to use and adapt risk management tools.

Financial Management. Weighting 1 Proficiency 2

The ability to develop and manage a small budget (cost or revenue) to ensure execution of goals. Interpret financial statements and understand the 
relationships between certain elements like revenue, profit, cost, loss, cash-flow, debt etc. The ability to identify errors or gaps in financial information. 
Understand financial risks and exposure, fiduciary requirements and reporting standards. The ability to understand the accounting cycle and one or two key 
financial processes like Account Receivable, Accounts Payable, Audit, Treasury, General Ledger etc. 

Technical Expertise Weighting 2 Proficiency 3

Possesses a broad overall understanding of the discipline and depth of specialization in own field; is consulted internally. The ability to do research to stay 
abreast with the latest developments and benchmark current practices. Perform complex tasks and identify new applications from current processes and 
understanding. The ability to apply expertise to situations, problems and queries. The ability to use best practice to develop unique applications and 
enhance performance. Recognised internally for expertise and possesses extensive experience in the area.

ELF People

Leading Change. Weighting 1 Proficiency 3

The ability to lead change initiatives at a functional level. Manage the change process by translating change imperatives into projects/programs, goals, 
priorities and contingencies as well as redesign structures, systems and processes for change. Explain the link between the strategy and the need for change, 
clarify direction and talk enthusiastically about the future. Nurture the process of change by identifying and nullifying barriers to change, minimizing 
complexity and eliminating contradiction. Inspire others, deal with ambiguity and adapt to changing demands and priorities. 
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ELF Personal

Building Relationships Weighting 3 Proficiency 3

The ability to build relationships with senior management in own organisation and with external parties within a dynamic context. Perceive and interpret own 
and others' emotions and feelings, engage and manage conflict. Show tact, be attentive to emotional cues, use emotions for effect and prioritize emotions 
when making decisions. The ability to be composed and manage reactions in relation to the situation. Maintain and create solid relationships, collaborate 
and integrate, manage conflict, cooperate, share knowledge, information and expertise. The ability to welcome feedback and work with different 
personalities. Achieve diverse, balanced and productive outcomes by effectively managing the way in which diverse people work together. 

Influencing Through Communication. Weighting 1 Proficiency 3

The ability to communicate in the context of presentations and meetings using advanced media in a convincing manner. Use logical argument in discussions 
and written communication to influence others' thinking. Convey ideas and present information of moderate level of complexity. The ability contextualise, 
illustrate and logically present information in different ways, communicate with excitement, maintain pace and timing, and paraphrase effectively. 

Drive Weighting 2 Proficiency 3

The ability to pro-actively anticipate threats and capitalise on opportunities; act on these in a decisive manner. Add value beyond the obvious. Believe in 
own capabilities, inspire success, push to the limits and accept consequences of failure. Take accountability and ownership for delivering results of an area, 
confess to own failures and commit to an outcome. Create frameworks conducive to execution and motivate and influence peers to strive for excellence. Work 
tenaciously, remain self-disciplined and composed, ignore distractions and stay focused on medium-term goals. 

Integrity Weighting 4 Proficiency 3

The ability to create a climate and platform to support integrity. The ability to build trust and confidence through consistency in behaviour, respect, fairness, 
honesty and authenticity. The ability to give credit to others. Not sacrifice integrity for convenience, confront negative behaviours in others and make fair 
judgements even if they may be unpopular. Implement morals and ethics regulations, standards and framework, provide advice to others on ethical dilemmas 
and reward and encourage ethical behavior.

ELF Thought

Strategy Creation Weighting 1 Proficiency 2

The ability to stay abreast with economic, business, social, political, and technological trends. The ability to explore and explain trends. The ability to 
benchmark and identify relationships that are relevant to achieving business goals. Furthermore the ability to stay abreast with changes, interdependencies 
and decisions in other areas of the organisation. Develop 1-3 year department strategies to gain maximum effectiveness. Consider different options in terms 
of opportunities, threats, timing, buy-in and resource availability. The ability to take decisions to enhance the effectiveness of a department. Furthermore the 
ability to create new ways of sustaining efficiency and effectiveness. 

Strategy Translation Weighting 1 Proficiency 2

The ability to offer an opinion on the business model, strategy and value propositions. Implement the strategy by translating goals into plans, integrating, and 
operationalizing resources, systems and processes. The ability to monitor the results and make adjustments if needed. Communicate the strategy and vision 
with excitement. The ability to describe the strategy and gain commitment. 

Business Acumen Weighting 3 Proficiency 2

Understand the nature and interdependency of organisational strategy, business model, revenue and profit drivers, the market and competitors. The ability to 
differentiate between value adding and non-value adding initiatives. The ability to identify opportunities for value creation, react to these and adapt tactics 
accordingly. Use available resources to extract the greatest value. The ability to align and prioritize initiatives to the strategy, benchmark externally, modify 
current methods, and remove non-value adding practices.

Managing Complexity Weighting 2 Proficiency 2

The ability to deal with one or two large-scale projects or initiatives over the medium term; managing personal stress, conflicting priorities, 
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interdependencies, resource allocation, hidden assumptions, and trade-offs. The ability to isolate common themes in information, translates complex 
concepts into simple terms, and create simple solutions. The ability to balance short and long-term goals, and to utilise available resources to the full. 

Innovation Weighting 1 Proficiency 3

The ability to create an awareness of creativity and innovation. The ability to challenge traditions and encourage out-of-the-box thinking. Think creatively 
and resourcefully by brainstorming, exploring lines of thought, connecting different concepts and thoughts to create and generate a range of innovative 
solutions. Combine ideas and approaches in unique ways, creatively implement new ideas and solutions, and allow others to make mistakes. Continuously re-
engineer and improve processes, methods, practices and systems. 

Legal

Application of the Legislation Weighting 2 Proficiency 3

In-depth knowledge and systemic understanding of relevant laws impacting on the Business Unit and engaging industry bodies proactively through respective 
organisation in order to build a good reputation. Keeping abreast of legislation & adapting Business Unit to legislation.

Marketing and Sales

Client servicing Weighting 1 Proficiency 3

In addition to Proficiency Level Two, deal with problems arising from execution of transactions and resolve problems and complaints of a moderate level of 
difficulty.

Portfolio Management Weighting 1 Proficiency 2

In addition to Proficiency Level One, Respond to client requests, concerns, complaints and resolve, suggest changes, identify, analyse and gather relevant 
client information. 

Complaint Resolution Weighting 1 Proficiency 3

Deal with escalated, ambiguous and complex complaints by means of a more in depth analysis. Experiential knowledge and insight of the legislation, 
philosophy, process and policy and the ability to analyse data and identify trends, engage with other stakeholders to resolve underlying systems, process and 
product dynamics. Ensure implementation of process improvements. Use discretion when making goodwill payments/ reversals within a higher limit.

Customer interface management Weighting 2 Proficiency 3

Expert understanding of the customer solution and the oversee/execution of 3 to 5 of the following 8 tasks/activities: Record and resolve customer queries, 
Escalate complaints, Inspect facilities for functionality and cleanliness, Report faulty aspects, Record solution performance data, Ensure compliance with 
legislation, Ensure compliance with safety and environmental acts, Recommend changes to interface process to improve customer experience

Operations: Electricity Generation

Technical risk management Weighting 1 Proficiency 2

Basic overall understanding of the company integrated risk management process.

Operations: Engineering

Distribution system operation and maintenance Weighting 2 Proficiency 1

Working knowledge of power distribution systems.
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Operations: General

Safety health and environment Weighting 1 Proficiency 2

Operational understanding and working knowledge of either statutory or operational requirements as applied to own field of operation, and ability to execute 
a range of basic tasks regarding health, safety and the environment.

Negotiation and conflict resolution Weighting 1 Proficiency 3

In addition to Proficiency Level Two, experiential understanding and ability to negotiate or resolve conflict and differences, agree upon courses of action, 
bargain for advantage to satisfy various needs at an organisational level. Deals with underlying dynamics and systems. Two or three party negotiation. 

Quality Management Weighting 2 Proficiency 1

A basic understanding of Quality Management philosophy, methodology (e.g. ISO) and techniques as well as participation in elementary procedures like 
listening, checklists, data capturing and gathering. Ability to identify and report on basic process/technical problems.

Continuous process improvement Weighting 1 Proficiency 3

At a division level, maintain a culture of re-design, through the re-engineering of a core processess at an inter-functional context; across multiple processes. 
Systemic appreciation of how processes interrelate and the interventions required, scanning market for best practice and benchmarking.

Execution, Implementation and Follow Through Weighting 4 Proficiency 1

As a Supervisor, the demonstrated ability to progress position outputs and tasks in a disciplined, focussed and goal directed way, achieving defined 
deliverables within agreed time frames

Forum and meeting management Weighting 1 Proficiency 2

As member of a forum or meeting, owns or represents a particular theme/process, assimilate members views, contribute ideas, action points arising.

Personal Assistance Weighting 3 Proficiency 4

As an Executive Personal Assistant to an executive team member, in addition to level 3 the ability to manage small projects, prepare Board packs, take 
minutes at a Divisional Board level and develop presentations. Give input into budgets. The ability to speed-write.

Administration Weighting 4 Proficiency 3

As an Administration Team Leader advanced knowledge of administrative and clerical procedures and systems. The ability to manage a team to ensure and 
maintain quality; monitor data and trends; design reports and forms; use advanced systems capabilities. Deal with internal and external business partners. 

Business Reporting Weighting 4 Proficiency 3

The ability to analyse, identify and integrate sourced data and trends into basic position papers, proposals, recommendations and plans with concise and 
focussed communication in order to inform strategic direction. 
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