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Management Assistant Certificate (NQF 5)

What is a Management Assistant? 

Management Assistants complete various 

administrative support and organizational tasks 

to maintain the ongoing requirements of the 

office. They assist management in all tasks and 

may have the following responsibilities: 

 Coordinate schedules among executive 

team members and plan the logistics of 

each meeting 

 Recruit, interview, hire and train office 

support staff 

 Prepare important documents for reports, 

meetings and memos 

 Assist with research and writing reports, or 

independently writing reports on behalf of 

upper-level management 

 Organize and plan all company outings and 

events 

 Manage all administrative staff members, 

including onboarding and training new 

team members 

 

According to the SA Department of Labour 

employment opportunities for management 

assistants are expected to grow by 8% over the 

next decade, far faster than average for all 

occupations. 

With an additional 327,400 jobs expected to be 

added to the market by 2029, there is no about 

that management assistants are in high demand 

The Management Assistant 

Certificate Solution by Quality 

Council for Trades & Occupations 

(QCTO) 

The QCTO is responsible for overseeing the 

development, implementation and 

maintenance of qualifications within the South 

African National Qualifications Framework 

(NQF).  

 

As an integral part of South Africa’s education 

and training system, the QCTO is responsible for 

ensuring that the skills development 

programmes meet the required standards and 

are in line with South Africa’s economic and 

social goals. By setting and maintaining high 

standards, the QCTO contributes to the overall 

improvement of skill development and 

workforce quality. 

Is a Management Assistant Career 

for me? 

Management assistant careers have the 

following characteristics; technical proficiency, 

resourcefulness, and the ability to troubleshoot 

and problem-solve in high-pressure situations. 

They also have good communication and 

teamwork skills. 
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Management Assistant Certificate (NQF 5)

Management Assistant (NQF 5) 

certification at Careers Business 

Institute 

The goal of the Management Assistant (NQF 5) 

certification is to equip students to work as 

Management Assistants. The certification allows 

the student to gain a variety of skills that will 

enable them to organize the operations of the 

organization and offer professional 

administrative and secretarial assistance to 

managers, either as part of a team or 

independently. They also organize the 

operations of assigned people and offer the 

manager with current and up-to-date necessary 

information as support for forthcoming 

meetings 

 

The Management Assistant can also act as a 

Senior or Executive secretary, depending on 

experience, and is the gatekeeper who 

promotes the manager’s and the organization’s 

professional image. The management assistant 

must also be capable of managing special 

projects using resources provided in accordance 

with good governance standards. 

The qualified student will be actively involved in 

becoming a well-rounded, multi-skilled 

individual, ready for additional, more focused 

study and a variety of different job options in 

the secretarial or personal assistant area. 

Careers Business Institute have been producing 

professional graduates for over 30 years, being 

Nationally & Internationally accredited has 

assisted our alumni in finding employment 

sooner! 

I’m a Certified Management 

Assistant, What now? 

Certified Management Assistants have a wide 

range of Career Opportunities available. We 

have listed some of the more widely available 

careers for certified Management assistants;   

 Management Assistant 

 Office Manager 

 Office Administrator 

 Administrative Supervisor 

 

Students have the option of specialization 

through Management, HR or IT programs 

offered at Careers Business Institute. Are you 

looking to become a Computer Technician or a 

Cyber Security Specialist? Maybe you’d like to 

become a Human Resource Practitioner? 

Contact a Careers Business Institute Campus to 

find more about these courses and their 

requirements! 
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Management Assistant Certificate (NQF 5)

Course Breakdown: Knowledge 

Modules 

 Document management and record-keeping 

 Computerized Information Processing 

 Resource and procurement management 

 Social media and digital literacy 

 Office protocol, deportment and etiquette 

 Business communication and customer 

services 

 Ready for work standards 

 Basic business calculations 

 Apply End User Computing 

 Business documentation and design 

 Meeting administration 

 Introductory project management 

Course Breakdown: Practical 

Modules 

 Create a trip itinerary 

 Address protocol requirements 

 Determine, acquire and allocate resources for 

the secretarial unit 

 Design and develop complex text documents 

 Manage a small project 

 Support the recruitment, selection and 

induction of secretarial staff 

 Apply communication and effective customer 

relationships 

 Organize meetings 

Course Breakdown: Work 

Experience Modules 

 Perform administrative and meeting support 

functions to support management 

 Apply ready for work standards to everyday work 

activities 

 Handle customer and client's queries and liaison in an 

office 

 Assist in planning and coordinating at least two 

special events/conferences 

 Procure and allocate resources 

 Manage a paperless office 

 Apply supervisory skills to coordinate and direct 

clerical staff activities 

 Prepare a trip itinerary 

Minimum Requirements & Details 

Minimum Requirements: Grade 12 (English) or any 

NQF 4 Qualification  

Full - Time: 2 Years (Part time also available) 

SAQA ID: 101876 Credits: 316 

Assessment method: External Integrated Summative 

Assessment (EISA).  

Includes FREE Learning Materials – No hidden costs! 

Course Fees 

Careers Business Institute has developed easy payment 

options for all courses. Please enquire for a full fee 

schedule

 


