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Your One-Stop Global Energy Supply Partner

ACTOM

SINCE 1903

ENGINEERING PROJECTS AND CONTRACTS

EPC

JOB DESCRIPTION
Legal Administrator
Function

We are seeking a detail-oriented and highly organized Legal Administrator to join our team. The successful
candidate will provide legal administrative support to our management team, ensuring the smooth and
efficient operation of all legal processes. This role requires excellent organizational skills, attention to detail,
and a solid understanding of legal procedures and terminology.

Tasks will include

e Processing of general legal queries in terms of contract, commercial, corporate, and statutory law and
ensuring compliance with all relevant laws and regulations.

¢ Reviewing, drafting, and negotiating a range of engineering and construction-related contracts such
as NEC, FIDIC, GCC, JBCC, and bespoke EPCM/EPC contracts.

e Understanding of turnkey projects and IPP Agreements / Project Documents associated with
renewable energy projects.

e Pre-contract review and qualification of tender vet and contractual terms and conditions.

e Post-contract claims and dispute management arising from time to time during project execution
involving, amongst others, extension of time, Force Majeure, and scope variation claims.

Qualifications and Experience

e LLB degree.

o A minimum of 5 years of work experience in a corporate construction/engineering environment.
In-depth understanding of construction contracts such as NEC, FIDIC, GCC, EPC/EPCM, and IPP
agreements.

o Exceptional communication skills, both written and verbal.

o High level of personal integrity, self-discipline, and a positive attitude.

o Ability to collaborate effectively with multifunctional departments/offices and diverse individuals.

o Deadline-driven, with meticulous attention to detail, and the capacity to excel under pressure.
Rewards

= Salary commensurate with ability to do the job
= Pension & Provident Fund
= Medical Aid (if selected)

Applications
Application letters accompanied by a current CV may be forwarded to Ferdi Swart per

email:ferdi.swart@actom.co.za.
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