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DATA CATURER 
3x DURBAN & 1X POLOKWANE 

Childline South Africa is a non-profit organisation that works collectively to protect children from all 
forms of violence and to create a culture of children's rights in South Africa.

Childline South Africa seeks to appoint a Data Capturer- based in Durban, KwaZulu-Natal and 
Polokwane, Limpopo.

Under the supervision of the Monitoring and Evaluation Officer, the incumbent will be responsible for 
update and maintain information on our company databases and computer systems.

KEY RESPONSIBILITIES:

 Transfer data from the source document into computer files or database systems, files and 
forms 

 Respond to queries for information by retrieve data from the database or electronic files as 
requested

 Perform regular backups to ensure data preservation
 Sort, organize and save keeping of source documents after entering data to ensure it is not 

lost
 Compiling, verifying accuracy and sorting information to prepare source data for computer 

entry
 Reviewing data for deficiencies or errors, correcting any incompatibilities and checking output
 Make sure that accurate data has been entered into the database by comparing it to source 

documents
 Confer with supervisor regarding incomplete information
 Perform document scanning work and link all scams with appropriate entries
 Obtain further information for incomplete documents and update existing data
 Generate statistical reports based on maintained data on a regular basis

MINIMUM QUALIFICATION REQUIRED FOR THIS POSITION 

 Grade 12 certificate (Matric) or a higher educational level
 Valid driver’s licence will be an added advantage
 Formal Computer qualification (Microsoft Word, Excel, Powerpoint, Email, Internet and 

Access);

http://www.childlinesa.org.za/


MINIMUM EXPERIENCE REQUIRED FOR THIS POSITION: 
 Data capturing and database management experience;
 Good typing speed and accuracy

KNOWLEDGE
 Working knowledge of office equipment and computer hardware 
 Good understanding of databases
 Ability and willingness to travel within South Africa.
 Great attention to detail and accuracy
 Flexibility to assist with other projects as reasonably determined by supervisor

CLOSING DATE: 24th February 2017 at 16:00
Suitably qualified applicants, to apply: email CV’s with traceable and contactable references and

certified copies of qualifications to: officemanager@childlinesa.org.za (KwaZulu Natal)
or 17 Hans van Rensburg Street (Polokwane)

Only short-listed applicants will be contacted.
NB: Non-South African applicants must be in possession of a valid work permit

If you have not heard from us within 30 days, please consider your application unsuccessful


