SAPA Administrative Structure

Consultants
Communication Reporting & Management
Strategy

Trade

Customs monitoring
Statistics

Office Manager Brand Manager Accountant Project Manager Training & Development Manager
(Ronel) (Masanda) (Miems) (David) (Christopher)
Functions: Functions: Functions: Functions: « Training policy & training
Company Secretarial Services Generic Egg marketing Management accounts Statutory Levy committee
Training Policy and Training Generic Broiler marketing Financials Management * Poultry Academy
Workgroup Quality mark Payroll Project Management
AGM's & Congress Galliova Asset management Research
Staff Management Communications campaign Property management Code of Practice
Records Management AVI Africa Budgets Constitutions
Payments (signatory) Marketing Statistics HR administration SADC Coordinator
Office Administration & Maintenance Bulletin Investments Management
Management Debtors/Creditors Work Groups

Bulletin

" Adverts

Statutory returns

Office Cleaner
(Mavis)

Functions:

Cleaning of office
Meeting preparation
Assist with buying of
office refreshments
General office duties
Congress assistance
Storeroom maintenance
Assist with training
manuals

Events Coordinator
(Hendrien)
Functions:
Conferences
Seminars

Training Sessions
PA to CEO

SAPA Calendar
Staff Travel

Administration Officer
(Cynthia)

Functions:

Database management
Mail (in & out)

Filing

Office Administration
Information dispersal
Congress registration
Website

Reception

(Louisa)

Functions:

Conference support
Reception

Meetings

Relief Typist

Database administration
Breed imports

Bulletin Advertisements

DPFO Assistant

Functions:

o Administrative support
 Arranging meetings/gatherings
« Detailed arrangements

» General office duties




