
 

 
             JOB TITLE  :   Conveyancing Assistant- Assignments (X2) 
 
             JOB GRADE  :   ZH5 
 
             DIRECTORATE  :   Legal 
 
             STATION  :   Kitwe 
_______________________________________________________________________________________ 

 
JOB PURPOSE 

 
To provide legal services to the Company in the area of conveyancing, with particular focus on preparation of 
Assignments. 

 
 
KEY RESULT AREAS AND PRINCIPAL ACCOUNTABILITIES 
 

 
KEY RESULT AREAS 

 
PRINCIPAL ACCOUNTABILITIES (MAIN DUTIES) 

 
Assignments 

 
 Issues Call Outs to purchasers for purposes of causing the 

same to attend on the Company to execute Assignment. 
 Prepares Assignments upon being attended on by the 

purchasers. 
 Ensures that the relevant documentation is provided by 

Purchasers 
 Ensures that Property Transfer Tax is paid on all Third Party 

Transactions. 
 Facilitates execution of Assignment by the purchasers. 

 
 
Certificates of Title 

 
 Reviews Certificates of Title to ensure accuracy in content. 
 Issues Certificates of Titles to purchasers. 

 
 

 
 
    ESSENTIAL/DESIRABLE EXPERIENCE/QUALIFICATIONS 
 

a) Qualifications: 
 

 Grade 12 Certificate 

 Diploma in law or Real Estate 

b) Minimum Relevant Pre-Job Experience: 
  
 2 years 
 

c) Skill Specifications: 
  

 Analytical skills 
 Computer Skills 

 

            d) Other Attributes (Personality Traits) 
 

 Integrity 
 Organised 
 Diligent 

 
 

  


