
PROGRESS. PASSION. POSSIBILITIES.
KPMG professionals are individuals who take deep personal accountability 
for their work, have a passion for excellence, remain driven to achieve their 
full potential and understand the value of building relationships with clients, 

professional has a strong work ethic, thrives on challenges, and is dedicated 

can help businesses address the most complex challenges by drawing on 

Client Service Administrator

client service excellence by delivering timely, high quality products, 
increasing time available for client service staff to focus on driving the 
business, and encouraging an environment that enhances both the staff 

team to deliver services and will be responsible for assisting with organising 
and providing support to both internal and external events, such as training 

Extensive experience in producing letters, presentations, reports and 

Experience with organising meetings/conference calls and taking 

Experience in making travel arrangements and completing expense 

Experience with organising all aspects of professional events such as 
training seminars, workshops, roundtables and business development 

Experience dealing with and/or directing client queries received by email 

 First class written and oral communication skills with solid proof reading 

excellent client service and a track record of taking the initiative to make 

as this is a highly demanding environment with very tight reporting 

Must be a mature, self-motivated individual who is well organised, hard 


