
Australian High Commission Pretoria 

Vacancy – Consular Services and Property Manager 

 

The Australian High Commission in Pretoria invites applicants to apply for a locally engaged Consular 
Services and Property Manager for the Department of Foreign Affairs and Trade. 

The role of the Department of Foreign Affairs and Trade (DFAT) is to advance the interests of 
Australia and Australians internationally. This involves strengthening Australia’s security, enhancing 
Australia’s prosperity, delivering an effective and high quality overseas aid program and helping 
Australian travellers and Australians overseas.  

The department provides foreign, trade and development policy advice to the Australian 
Government. DFAT also works with other Australian government agencies to drive coordination of 
Australia’s pursuit of global, regional and bilateral interests. 

About the position 

Under limited direction, the Consular Services & Property Manager manages a small team to ensure 
the effective management of the property, consular services and passport services functions within 
the Australian High Commission (AHC) in Pretoria. This position will involve the requirement to be 
available outside of business hours, and will have occasional overtime duties. 

The key responsibilities of the position include but are not limited to: 

 Manage and undertake the provision of consular, passport and notarial services to Australian 
Citizens in South Africa and the six countries of accreditation in accordance with departmental 
guidelines. 

 Manage complex consular enquiries and provide on the ground assistance to consular clients, 
including, but not limited to prison/hospital visits. 

 Develop and maintain a strong network of key contacts with local authorities and emergency 
services organisations relating to consular and passports work. 

 Implement changes based on feedback to maintain and improve client service standards.  
 Develop and maintain the Consulates emergency management, consular contingency and drafting 

travel advisory updates.  
 Supervise and lead a small team, establish work priorities, monitor performance, provide regular 

feedback and identify learning opportunities for team members. 
 Provide oversight of the four Honorary Consuls the High Commission manages in neighbouring 

countries.  
 Manage Post’s owned and leased property portfolio, in consultation with the regional JLL 

Manager. 
 Provide assistance in the management of all aspects of post physical security including security 

of the AHC and residences.  
 In consultation with relevant A-based officers, manage Post’s Work, Health and Safety 

responsibilities including completing and maintaining risk registers. 
 Exercise delegated financial authority in accordance with the departmental policies, and back-up 

bank reconciliation officer. 
 Manage the High Commissions guarding and cleaning contracts.  
 Provide high level assistance for Ministerial and Parliamentary visits 
 Perform general administration including responding to general correspondence as required 
 



Qualifications/Experience 

 Demonstrated tertiary qualifications, experience or knowledge in management, client services 
and managing teams. 

 Demonstrated knowledge, skills or experience in consular and passport services. 
 High-level written and oral English communication skills. 
 Demonstrated ability to prioritise, think strategically, apply judgement and innovation to achieve 

results 
 Well-developed interpersonal skills; flexibility; and adaptability 
 An understanding and knowledge of the security and property environment in Pretoria. 
 Experience managing and leading small teams. 
 

Package and remuneration 

The successful applicant will be employed in an on-going position at the LE5 salary level range of ZAR 
496,394 – 591,958 per annum and in accordance with the LES Terms and Conditions 2017-2020. 

Application Guidelines 

To apply for the position of the Consular Services and Property Manager, you will need to address 
the selection criteria below. Drawing on your prior experience, please provide examples of where 
you have demonstrated the required competencies or transferable skills. 

The word limit for each selection criteria is strictly 200 words. The panel will not assess responses 
that exceed the word limit.  

Applications that do not address the selection criteria will not be considered. 

Selection Criteria 

 Excellent written and spoken English skills and the ability to communicate effectively and 
persuasively. 

 Experience supervising staff, setting appropriate priorities and encouraging a positive 
working environment. 

 Strong client services skills, with relevant experience dealing with members of the public. 
 Demonstrated understanding and knowledge of the security and property environment in 

Pretoria. 
 Ability to perform in unpredictable/highly pressurised situations with keen attention to 

detail, often managing multiple conflicting priorities 
 
 

You will also need to send us your curriculum vitae (no more than two pages) outlining your 
professional and academic background.  Your CV should include the names and contact details of 
two professional referees who can validate and support your application.  

Applicants are required to hold South African citizenship, permanent residency or the requisite work 
permit for South Africa. 

Only shortlisted candidates will be contacted for an interview. If you have not received any 
communication from the Human Resources Section of the Australian High Commission within four 
weeks after the close of applications, please consider your application unsuccessful. Thank you for 
your understanding and interest in working at the Australian High Commission in Pretoria. 



Applications must be submitted by e-mail to hr.pretoria@dfat.gov.au with ‘Application for Consular 
Services and Property Manager’ as the subject line by 5.00 pm Pretoria time on 8 October 2019. 

 


