
  

 

 

ADMINISTRATION MANAGER 
  

Background: SAMRA’s mission is to inform, develop, monitor and grow the data, research and insights industry. SAMRA is a non-profit, voluntary 

membership, professional body (association) for the insights industry, which consists of organisations and individuals involved in market 

research, social research, opinion polling, data analytics and advisory services, both as suppliers and users of research-based insights. The 

organisation is managed by a Board of Directors in representative seats, all of whom are volunteers elected by the members at the Annual 

General Meeting.  
  

Work Type: Full-time full day position upon successful completion of a three-month probation period. Reports to the SAMRA Board. 
  

Work Location: Mostly working from home, and from a serviced co-working space in Sunninghill, for meetings. 
  

Job Description: The SAMRA Administration Manager is responsible for the following key performance areas: 

 

1. Financial Administration  

- Implement and enforce SAMRA’s financial policies and procedures 

- Issue invoices and statements and maintain the general ledger (payments and receipts) using Pastel Partner, under the 

supervision of the SAMRA bookkeeper 

- Debtor control and follow up on outstanding accounts 

- Manage petty cash  

- Report to the SAMRA Board on key financial metrics 

 

2. Membership Administration 

- Process membership and professional recognition applications in consultation with the SAMRA Board and SAMRA members 

- Manage membership and professional recognition renewal processes  

- Process membership terminations 

- Update and maintain membership and professional recognition data 

- Comply with legal requirements related to SAMRA recognition as a professional body and designation of members by the South 

African Qualifications Authority on the National Qualifications Framework 

- Process Code of Conduct queries and complaints for consideration by the SAMRA Ethics Committee and Board 

- Report to the SAMRA Board on key membership metrics 

 

3. Marketing, Sales and Publishing 

- Solicit and obtain content and materials for SAMRA industry content and governance publications  

- Solicit and manage participation in SAMRA industry research  

- Upload SAMRA website content, and moderate submitted content 

- Compile and distribute SAMRA newsletters and other stakeholder communications 

- Sell advertising space in SAMRA print and online publications and the SAMRA website 

- Sell sponsorships for SAMRA events, and manage advertising and sponsorship bookings 

- Identify potential members and sell memberships 

- Maintain the website (uploading content, managing subscriptions - this is something she may need to learn?), fielding phone 

calls and emails, selling advertising in SAMRA print and online publications and on the website and managing advertising 

bookings and materials, selling sponsorships 

- Answer membership queries, field phone calls and emails and receive visitors who make appointments 

- Report to the SAMRA Board on key marketing, sales and publications metrics 

 

4. Event Management 

- Identify and solicit event ideas from the SAMRA Board and SAMRA members 

- Arrange SAMRA events, Board meetings, AGM and other SAMRA meetings, incl. logistics, venue, catering, gifts etc. 

- Manage event bookings incl. online booking form design and bookings database management 

- Report to the SAMRA Board on key event metrics 

 

5. General Administration 

- Take minutes of all SAMRA meetings 

- Obtain quotes from potential suppliers, and procure approved products and services, including approved hardware and 

software licenses 

- Maintain supplier data, manage supplier contracts and ensure supplier payments 

- Ensure website hosting, telephone, fax and printer/copier maintenance 

- Manage storage of equipment, furniture, documents and materials  

- Manage stock levels, printing and stationary  

- Process postal services mail items  

- Report to the SAMRA Board on the status of general administration 
  

Key Skills Non-negotiables: In addition to the skills required to do the above, the applicant must: 

- Excel at in-person, telephonic, and electronic communication, word processing, the use of spreadsheets, and email and internet 

usage, preferably using Microsoft software products (MS Word, MS Excel, MS Outlook, and Internet Explorer).  

- Excel at self-management, paying attention to detail, being super organised and professional, and having unquestionable integrity 

and business ethics, are non-negotiables.  

- Have excellent English proficiency (reading, writing and speaking). 

 

Advantageous:  

- Understanding of the research industry  

- Using Pastel accounting software  

- Fluency in at least one African language 
  

Qualifications & 

Experience: 

The applicant must have successfully completed a relevant post matric higher certificate/diploma/degree (or the equivalent experiential 

learning) and must have 5 years+ relevant experience.  
  

Other The applicant must have a valid driver’s license and own transport. This is an Employment Equity position. 
  

Application: Please submit the online application form here https://www.samra.co.za/careers/positions-available/samraadminmanapp/  
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