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DATE OF ISSUE: 20 APRIL 2007

TO ALL HEADS OF NATIONAL DEPARTMENTS/PROVINCIAL ADMINISTRATIONS/ PROVINCIAL DEPARTMENTS/ORGANISATIONAL COMPONENTS

PUBLIC SERVICE VACANCY CIRCULAR NO 16 OF 2007

1.
Introduction

1.1 The aim of this Circular is not only to distribute advertisements of vacancies to departments and employees throughout the Public Service, but also to facilitate the redeployment of employees who have been declared in excess in terms of PSCBC resolution 7 of 2002.

1.2
As regards the latter issue, Departments/Provincial Administrations and Components are called upon to give preference to employees who have been declared in excess in the filling of vacancies, if they apply.

2.
Directions to candidates

2.2 Applications on form Z83 with full particulars of training, qualifications, skills, competencies, knowledge and experience (on a separate sheet if necessary or a CV) should be forwarded to the department/administration component in which the vacancy/vacancies exist(s).

2.3 Applicants must indicate the reference number of the vacancy in their applications.
2.4 Applicants requiring additional information regarding an advertised post, must direct their enquiries to the department/provincial administration / component where the vacancy exists.
2.5 Applications should be forwarded in time to the advertising department since applications received after the closing date referred below will not be accepted.
2.6 Considering the aim of this circular (see paragraph 1.1 above), advertisements contained herein are meant for the attention/perusal of serving employees only. Persons not employed in the Public Service may thus not apply for the vacancies advertised in this circular, except if the relevant department has extended the scope of its recruitment initiative to persons not employed in the Public Service, in which case a vacancy will have been advertised through other means such as the media. (Clarity in this regard can be obtained from the relevant advertising department provincial administration / component).

3. Directions to departments/provincial administrations/components
3.1 The contents of this Circular must be brought to the  attention of all employees.

3.2
Special attempts must be made to ensure that excess employees are informed of the advertised vacancies. Potential candidates from the excess group must be assisted in applying timeously for vacancies and attending where applicable, interviews.

4. Directions to departments provincial administrations/components in which vacancies exist
4.1 In respect of vacancies that have been identified to promote representativeness, the measures contained in Chapter 1, Part III. D2 of the Public Service Regulations, 2001 must be complied with. The advertisements of such vacancies should state that it is intended to promote representativeness through the filling of the vacancy and that the candidature of persons whose transfer/promotion/appointment will promote representativeness, will receive preference.
4.2 The selection of candidates should be done with due regard to the relevant measures contained in Chapter 1, Part VII. D of the Public Service Regulations, 2001

CLOSING DATE
:
Except where otherwise stated, the closing date for all the posts advertised in this Circular is 21 MAY 2007

AMENDMENT
:
Provincial Administration: Western Cape: Department of Health: Kindly note that post no 15/90 Medical Technologist, Division of Forensic Medicine, Tygerber Academic Complex, Faculty of Health Sciences, will be filled as a Chief Medical Technologist.
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ANNEXURE A

DEPARTMENT OF AGRICULTURE

APPLICATIONS
:
ITP Response Handling, P.O. Box 14587, Lyttleton, 0140.

CLOSING DATE
:
07 May 2007 (Unless otherwise stated).

NOTE
:
The Department of Agriculture is committed to providing equal opportunities and practicing affirmative action employment. It is the department’s intention to promote equity through the filling of all numeric targets as contained in the Employment Equity Plan. To facilitate this process successfully, an indication of race, gender and disability status is/are required. The department encourages persons with disabilities to apply. Applications must be accompanied by a signed Form Z83 and a recent updated comprehensive CV as well as: certified copies of all qualification(s), ID-document, driver’s license and certificate(s) where applicable �œ Please take note that no applications, received after the closing date of this advertisement, will be considered �œ Should you be in possession of a foreign qualification, your application must include an evaluation certificate from the South African Qualification Authority (SAQA) �œ Failure to submit the requested documents will result in your application not being considered �œ Please take note that all qualifications are subject to verification and reference checks may be carried out �œ Successful candidate/s will be appointed on a probationary period of 12 months �œ Correspondence will be limited to short-listed candidates only �œ If you have not been contacted within three (3) months from the closing date of this advertisement, please accept that your application was unsuccessful �œ The department reserves the right not to make any appointment in the above post(s) �œ Non-SA Citizens must attach a certified copy of proof of permanent residence in South Africa �œ Where applicable Candidates will be subjected to a skills/knowledge test.

OTHER POSTS

POST 16/01
:
CHIEF STATE VETERINARIAN (REF. 188/2007)
SALARY
:
All inclusive package of R289 635 - 292 500 - 295 389 - 298 311 - 301 263 - 304 245 - 307 254 - 310 293 - 313 365 - 310 464 - 319 593 - 322 755 - 325 953 - 329 181 - 332 439 - 335 730 per annum

CENTRE
:
Directorate: Animal Health, Bull Brand Abattoir

REQUIREMENTS
:
A BVSC/BVMCH Degree or equivalent qualification ● Registered with the Veterinarian Council as a Veterinarian ● Sufficient appropriate experience preferably in Abattoir Environments ● Sound knowledge of the Animal Disease Act, (Act 35 of 1984), the Meat Safety Act, (Act 40 of 2000) and the applicable regulations ● Knowledge on human resources and project management, monitoring and evaluation ● Knowledge of the export of meat and meat products ● A valid driver’s license.

DUTIES
:
Ante mortem inspection of animals presented for slaughter ● Post mortem inspection as per VPN ● Inspection of suspect carcasses/ meat products and laboratory examinations where applicable ● Microbial monitoring of meat and water ● Law enforcement ● Collection of samples for national residue monitoring programme and verification of HACCP/HAS and ISO systems as per VPN ● Record keeping and data processing ● Verification traceability and recall procedures ● Human resources management and general administration ● Liaison with the Director: Animal Health ● The Provincial Executive Officer and other role players in the export industry.

CLOSING DATE
:
28 May 2007

ENQUIRIES
:
Dr. S. Meyer, Tel. No. 012-319-7512

POST 16/02
:
LEGAL ADMINISTRATION OFFICER (REF. 179/2007)
Directorate: Legal Services

SALARY
:
R183 084 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
B. Proc or an LLB Degree. Admitted attorney with practical experience ● Good communication skills ● Computer skills ● Commercial experience and skills in the drafting of contracts and legislation, research abilities and broad knowledge of the constitution and Public Service transformation policies, Promotion of Access to Information Act 2 of 2000 and Promotion of Administrative Justice Act 3 of 2000, experience in arguing legal matters in various forums ● A valid Code EB driver’s license. 

DUTIES
:
Facilitating and co-ordinating the drafting and amendment of legislation and subordinate legislation that are administered by the department ● Draft legal documents including contracts and pleadings ● Provide legal training or make presentations on the Acts administered by or having a bearing on the department ● Assist in the application and interpretation of legislation administered by the department ● Provide ongoing legal advice/opinions to the department and Ministry to ensure that the goals of the department are met. Liaise with clients, Counsel, State Attorney, other organisations of state and the public ● Comment on or make recommendations on policies/strategies for the department and Public Service/proposal of this department or other departments ● Render support with regard to international trade negotiations and the drafting of international agreements ● Provide support on the institution of criminal proceedings ● Represent the department in hearings, including land claims and arbitrations.

ENQUIRIES
:
Ms. K. Nagiah, Tel. No. 012-319-7329

POST 16/03
:
ASSISTANT DIRECTOR: RESOURCE MOBILISATION (REF. 186/2007)
Directorate: Education, Training and Extension Services

SALARY
:
R146 685 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate three-years Degree or equivalent qualification or Grade 12 Certificate coupled with extensive relevant experience ● Development of business plans and fund raising proposals ● Valid driver’s license and computer skills.

DUTIES
:
Management of outputs with in the defined parameters ● International study programmes coordination system development and implementation ● Develop and implement an international study calendar ● Develop and implement an international study plan for the agricultural sector ● Provide auditing of international programmes ● Establish and Alumni association of beneficiaries of international study programmes ● Provide liaison with potential donors such as embassies, etc.

ENQUIRIES
:
Mr. J. Kgobokoe, Tel. No. 012-319-7028

POST 16/04
:
ASSISTANT DIRECTOR: FINANCIAL TRANSACTIONS AND LOSS CONTROL (REF. 174/2007)

Directorate: Finance

SALARY
:
R146 685 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Three-years Diploma with financial accounting as a major course or extensive practical experience in financial environment ● Thorough knowledge of the Public Finance Management Act, 1999, Treasury Regulations and prescripts with regards to financial procedures and transactions, transport and procurement ● Practical experience in the conducting of financial inspections ● Practical experience in the administration of losses, damages and claims against the State ● Experience in the verification of financial documentation for correctness ● Good supervisory, monitoring and organising skills ● Investigation-, problem solving-and communication skills ● Computer literacy (Word and Excel) ● Must be in possession of a valid Code B driver’s license.

DUTIES
:
Co-ordinate, monitor and ensure that the financial inspections are conducted in outside offices which are collecting/handling state monies ● Administer thefts, losses, damages and claims against the State ● Maintain a full effective internal control function that includes the auditing of financial documentation, verification of all payments processed within 24 hours of payment and the safeguarding of all financial documentation for audit purposes ● Conduct ad hoc financial investigations that relate to theft or fraud.

ENQUIRIES
:
Mr. D.K. Henrico, Tel. No. 012-319-7321

NOTE
:
CV’s must include and indication of the applicants’ experience in the supervision of employees ● This is a re-advertisement of Ref. 459/2006 and candidates who previously applied for this post are requested to re-apply.

POST 16/05
:
ASSISTANT DIRECTOR: INFORMATION MANAGEMENT (REF. 175/2007)
Directorate: Education, Training and Extension Services

SALARY
:
R146 685 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Degree or Diploma in Information Management, Human Resource Development, Youth Development, or equivalent qualification ● Appropriate work experience. Computer literacy ● Administration skills ● Report writing skills ● Presentation skills ● Good organisation skills ● A valid Code EB driver’s license ● Project management skills.

DUTIES
:
Manage the implementation of external bursary scheme policy ● Manage the recruitment and selection of bursars, using the 14 point system ● Liaise with the National Student Financial Aid Scheme (NSFAS) for the disbursement of funds to institutions of higher and further education and training in Agriculture ● Conduct bursary monitoring meetings to assess progress ● Provide agricultural human resources development and information management ● Provide general support to the DoA bursary holders ● Produce monthly, quarterly and the annual report for the external bursary scheme.

ENQUIRIES
:
Mr. J. Kgobokoe, Tel. No. 012-319-6810

POST 16/06
:
OCCUPATIONAL HEALTH AND SAFETY CO-ORDINATOR (REF.183/2007)
Directorate: Human Resources Management

SALARY
:
R146 685 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate three-year Diploma/Degree in Environmental Health and Safety followed by appropriate work experience in occupational health and safety ● Knowledge of OHSA, COIDA and other labour related legislations. A valid driver’s license.

DUTIES
:
Formulate and implement health and safety policy, guidelines and safe working procedures ● Co-ordinate health and safety awareness campaigns and induction programmes in the department ● Co-ordinate the function of reporting and recording of occupational injuries and diseases to the Compensation Commissioner ● Coordinate and facilitate activities of health and safety committee, including training ● Conduct health and safety inspections and recommend on appropriate remedial actions ● Investigate incidents/accidents and ensure prevention of reoccurrence.

ENQUIRIES
:
Ms. M. Sekgobela, Tel. No. 012-319-7326

POST 16/07
:
RESOURCE CONSERVATION OFFICER (LANDCARE PROJECTS) (REF. 185/2007)

Directorate: Land Use and Soil Management

SALARY
:
R122 841 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate B.Sc. (Agric) or B.Sc. Honours Degree in Agriculture and/or Natural Sciences, or equivalent four-years tertiary qualification ● Sufficient, appropriate experience in Agriculture with emphasis on project management and the promotion of the sustainable use of the natural resources ● Skilled in the gathering, analysing and interpretation of relevant information and data. Good verbal and written communication skills ● Full computer literacy ● A valid Code EB driver’s license ● The applicant must be prepared to travel within South Africa.

DUTIES
:
Undertaking assigned activities around the co-ordination of and reporting on Landcare projects implemented by provinces and other service providers as part of the National Landcare Programme. Undertaking the compilation of consolidated quarterly reports for submission to National Treasury as required by the annual Division of Revenue Act (DORA) ● Undertaking the compilation of a consolidated quarterly report on the outputs of the Expanded Public Works Programme ● Undertaking periodic visits to provinces and on-site monitoring Inspection of landcare projects to ensure that the goals, objectives and outputs of the National Landcare programme are met ● Through provincial visits and Inspections, Identifying training needs for provincial, municipal and other stakeholders, on project and business plan development, and the principles of good project management. Undertaking assigned duties ensuring the smooth management of the annual Landcare project cycle ● Promoting the objectives of the National Landcare Programme by participating in awareness activities, especially project launches and farmer days and obtaining the required Information on Landcare projects for populating the Landcare project database.

ENQUIRIES
:
Mr. K.P. Taylor, Tel. No. 012-319-7687

POST 16/08
:
RESOURCE CONSERVATION OFFICER (LANDCARE AWARENESS) (REF. 184/2007)

Directorate: Land Use and Soil Management

SALARY
:
R122 841 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate B.Sc. (Agric) or B.Sc. Honours Degree in Agriculture and/or Natural Sciences, or equivalent four-years tertiary qualification ● Sufficient appropriate experience in Agriculture with emphasis on community awareness raising and capacity building, and the promotion of the sustainable use of the natural resources ● Good verbal and written communication skills ● Full computer literacy ● A valid Code EB driver’s license ● The applicant must be prepared to travel within South Africa.

DUTIES
:
Undertaking assigned activities around the co-ordination, facilitation and implementation of a national Landcare Awareness Strategy as part of the National Landcare Programme, targeted at all stakeholders (national, provincial, municipal and community levels) in order to promote awareness about the current state of degradation of the natural resources in South Africa, and the objectives and achievements of the National Landcare Programme ● Undertaking the generation of written articles promoting awareness of Landcare and natural resource management for publication in departmental and other publications ● Undertaking assigned activities of a capacity building programme that provides training and skills development to ensure capacity in all relevant institutions to fully implement the National Landcare programme; and providing relevant and correct information for the population of the Landcare Information System and the Landcare Website.

ENQUIRIES
:
Mr. K.P. Taylor, Tel. No. 012-319-7687

POST 16/09
:
VETTING OFFICER (REF. 166/2007)
Directorate: Security Services

SALARY
:
R122 841 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate three-years Bachelor’s Degree/National Diploma in Humanities/ Behavioral Science or equivalent qualifications in the security vetting/screening field ● Security Vetting and investigation experience ● Good managerial and interpersonal skills ● Ability to communicate effectively at all levels, both verbal and written. Computer literate ● A valid Code EB driver’s license.

DUTIES
:
Manage the security vetting function in terms of the MISS ● Conduct security clearances guided by NIA and its statutory mandate ● Investigate non-compliance and to make recommendations to Director: Security Services regarding an employee’s integrity and security competence ● Support investigations in various cases of corruption and submit recommendation to law enforcement for prosecution. Interview references for collection of information for vetting purposes ● Collect and compile vetting reports and forward to NIA for evaluation and issuing of security clearances ● Conduct personnel vetting awareness programmes to officials ● Monitor personnel security of officials traveling abroad in terms of counter espionage/to protect personnel from being exposed to recruitment by foreign hostile intelligence organisations ● Attend security vetting workshops, seminars, conferences etc. to keep to date with new trends in the vetting field ● Liaise with relevant stakeholders/security organisations ● Identify personnel security risks and advise management ● Ensure safe custody and protection of departmental records through the MISS ● Manage and execute and effective administrative support service.

ENQUIRIES
:
Mr. M. Steffen, Tel. No. 012-319-7338

NOTE
:
Successful candidates will be subjected to a positive security clearance.

POST 16/10
:
PROJECT CO-ORDINATOR (REF. 129/2007)
Directorate: Land Settlement

SALARY
:
R122 841 per annum

CENTRE
:
Queenstown

REQUIREMENTS
:
An appropriate Bachelor’s Degree or equivalent qualification in Agricultural Sciences or related discipline plus appropriate experience ● A valid Code EB driver’s license and must be prepared to travel ● Must have a sound knowledge of project management and current land redistribution programmes and the ability to work under pressure ● Excellent writing and verbal communication skills ● Must be computer literate and good human relations.

DUTIES
:
Assist provinces and farmers with the planning and implementation of land settlement projects ● Assessment of the impact of Agrarian Reform Projects ● Rendering advisory services to clients and the management of the directorate and the National Department of Agriculture ● Ensuring that fair application of the land grant processes during committee meetings (from and agricultural point of view) ● Attending/presenting line function workshops, processes meetings and task teams regarding the impact of Agrarian Reform on the development of farmers ● Develop of Agrarian Reform Projects databases ● Keep track of information on LRAD projects ● Keep track of assistance rendered to LRAD projects.

ENQUIRIES
:
Ms. P.N.Z. Mpangane, Tel. No. 012-319-7136

POST 16/11
:
SENIOR PLANT HEALTH OFFICER (REF. 139/2007)
SALARY
:
R122 841 per annum

CENTRE
:
Directorate: Plant Health, Pretoria

REQUIREMENTS
:
An appropriate Science Degree (you are required to furnish a credit certificate and/or statement of results) and relevant experience in this field ● Experience with regard to the Communication of scientific information as well as Promotion and Awareness campaigns, or the promotion of scientific equipment ● Good Interpersonal relations as the applicant will be part of a team to manage knowledge and Information regarding phytosanitary matters, the training of personnel internally ● Good written and verbal communication skills to develop technical Information material and media relations ● Experience in Public relations will be an advantage ● Good knowledge and understanding to matters related to publication of scientific articles and manuals in leading magazines externally and internally ● Knowledge of the World Trade Organisation and the International Plant  Protection Convention and specific the application of Phytosanitary measures within world trade ● Web applications and web information management ● Good computer literacy in MS Outlook, MS Word, MS Power Point, MS Excel ● Good organisation skills and the ability to work under pressure ● Willingness to travel, often on short notice ● A valid Code EB driver’s license. 

DUTIES
:
Facilitate and co-ordinate plant health promotion ● Conduct pest awareness campaigns with regard to the prevention and control of plant pests to protect agriculture and the Biosecurity of the country ● Develop information and training material regarding plant health matters ● Maintain the plant health information material in the form of a library and develop access to scientific material like journals etc. ● Maintain the official website for the National Plant Protection Organisation ● Represent the Directorate on relative agricultural and scientific forums ● Facilitate the publication process of scientific articles and manuals relating to phytosanitary matters. 

ENQUIRIES
:
Mr. M.T. Hossain, Tel. No. 012-319-6295

POST 16/12
:
SENIOR AGRICULTURAL FOOD AND QUARANTINE TECHNICIAN (REF. 187/2007)

Directorate: Agricultural Product Inspection Services
SALARY
:
R122 841 per annum

CENTRE
:
Lebombo

REQUIREMENTS
:
An appropriate three-years Diploma in Agriculture or B.Sc. Degree in Agriculture and /or a three-years Diploma in Agriculture or B.Sc. Degree in Animal Health ● Relevant experience in one of the related fields is required ● A valid code EB driver’s license ● Good communication skills with special emphasis on conflict management Basic computer knowledge and experience ● Capable and willing to conduct inspections inter alia on trucks, in containers, etc. ● He/she must also be prepared to travel and work away from home/office on short notice, work overtime during the week and weekends and work irregular hours (shifts) ● Experience in supervision of human resources and law enforcement.

DUTIES
:
Conduct inspections, sampling and other necessary functions, including punitive measures and administration to exercise import and export control over agricultural products regulated by the Agricultural Pests Act, 1983 (Act. 36 of 1983), Animal Diseases Act, 1984, (Act 35 of 1984), Meat Safety Act, 2000 (Act 40 of 2000), Plant Improvement Act, 1976 (Act 53 of 1976), Liquor Products Act, 1989 (Act 60 of 1989), Genetically Modified Organisms Act, 1997 (Act 15 of 1997), Agricultural Product Standards Act, 1990 (Act 119 of 1990), Fertilizers, Farm Feeds, Agricultural Remedies and Stock Remedies Act, 1947 (Act 36 of 1947), and various relevant international guidelines and rules ● Training of and liaison with Customs and Excise, Home Affairs, SAPS, Importers/Exporters and their agents etc. ● Import and export control and the detection of unauthorised regulated goods imported by passengers and cargo ● Supervise human resources, compiling personnel and financial reports and control inventory ● Detecting unauthorised regulated goods by means of x-ray machines and safekeeping of detector dogs where applicable.

ENQUIRIES
:
Mr. R.E. Maisha, Tel. No. 012-319-6451

POST 16/13
:
CHIEF AGRICULTURAL LEGISLATION INSPECTOR (REF. 123/2007)
Directorate: Food Safety and Quality Assurance

SALARY
:
R122 841 per annum

CENTRE
:
Pietermaritzburg

REQUIREMENTS
:
National Diploma in Agriculture or Bachelor Degree, specialising in either Animal Nutrition, Animal Health, Plant Pathology and Crop Production, or equivalent qualifications as well as sufficient appropriate experience in inspections ● Valid driver’s license ● Sound knowledge of good manufacturing practices and the application of the Criminal Procedure Act, 1977 (Act 51 of 1977) ● Willing to travel and be away from home in the execution of duties ● Able to participate in team projects and have a positive attitude towards the inspection and application of the legislation ● Able to perform factory inspections ● Good written and verbal communication skills in English and Afrikaans.

DUTIES
:
Interpret and execute the requirements of the Fertilizers, Farm Feeds, Agricultural Remedies and Stock Remedies Act, 1947 (Act 36 of 1947), relevant regulations and prescripts ● Conduct regular inspections and sampling exercise, gather evidence regarding alleged offences of the Act ● Attend court cases, give evidence, update and maintain records as well as compile inspection reports.

ENQUIRIES
:
Mr. M. Masenya, Tel. No. 012-319-7226

POST 16/14
:
COMMUNICATION OFFICER (REF. 167/2007)
Directorate: Agricultural Information Services

SALARY
:
R79 407 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
A Grade 12 Certificate and a Degree/National Diploma in Information Technology. Knowledge/experience in web development and information management ● Excellent experience in HTML and FrontPage ● Good interpersonal and communication skills.

DUTIES
:
Gather, publish and manage information on the websites ● Create/revamp the design and layout of web pages ● Collect information for departmental publication material ● Publish new information on the websites by obtaining inputs from various directorates ● Perform other duties as assigned.

ENQUIRIES
:
Ms. M. Sekhukhune, Tel. No. 012-319-6625

POST 16/15
:
SENIOR ACCOUNTING CLERK (REF. 171/2007)
Directorate: Finance

SALARY
:
R79 407 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Grade 12 Certificate with Accounting as a subject or equivalent qualification plus relevant experience in Governmental Financial environment.  Knowledge of Public Finance Management Act (Act 2 of 1999) and Treasury Regulations.  Practical experience in the handling of subsistence, advances and claims.  Computer literacy (Excel and Word).  Knowledge and practical experience of PERSAL/PERSOL. It will be to the advantage of the candidate to: Have knowledge and experience in BAS (Basic Accounting System), good verbal and wiring skills to communicate with clients, Problem solving skills, able to work under pressure and meet deadlines, able to accept responsibility.

DUTIES
:
Verify advances and claims for subsistence and transport purposes.  Capture subsistence and transport transactions on PERSAL and BAS.  Handle subsistence and transport enquiries.  Keep records up to date.  Filing of financial documentation.

ENQUIRIES 
:
Ms. V.S. Mbanjwa, Tel. No. 012-319-7125

POST 16/16
:
SENIOR ACCOUNTING CLERK (REF. 170/2007)
Directorate: Finance

SALARY
:
R79 407 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Grade 12 or equivalent Certificate with Accounting as a subject.  Experience in a government financial environment.  Experience in the handling of interdepartmental claims.  Computer literacy (MS Excel, Word).  Good knowledge of the PFMA and Treasury Regulations.  It will be an advantage of the candidate if he/she has: Knowledge and experience in BAS (Basic Accounting Systems), good verbal and written communication skills, problem solving skills, able to meet deadlines and accepts responsibility.

DUTIES
:
Capturing of BAS transactions.  Administrate, reconcile and maintain ledger accounts of inter-departmental claims and accounts such as: Government Transport, Telkom, SITA, Government Printing Works and Subsidised Motor Vehicle Insurance.  Handling and payment of inter-departmental claims with regard to animal disease outbreaks, for example the Foot and Mouth disease, Swine Fever and Birds Flu.  Handling of enquiries.

ENQUIRIES 
:
Ms. A. Hattingh/Ms. P. Mogotshane, Tel. No. 012-319-7118/012-319-7255

POST 16/17
:
DOG HANDLER ASSISTANT (REF. 177/2007)
Directorate: Agricultural Product Inspection Services

SALARY
:
R64 143 per annum

CENTRE
:
Beitbridge

REQUIREMENTS
:
A Grade 12 Certificate. Good communication skills ● Basic computer knowledge and experience ● A valid Code EB driver’s license ● Capable and willing to assist inspectors while conducting inspections inter alia on trucks, in containers, in the field etc. ● He/she must also be prepared to travel and work away from home/office on short notice, work overtime during the week and weekends and work irregular hours (shifts).

DUTIES
:
Assist inspectors with inspections, sampling and other necessary functions, including punitive measures and administration to exercise import and export control over agricultural products ● Incumbents will also be required to search passengers and compile reports as required by the inspectors ● Dispose of detained materials and help keep the office in a good state ● Inventory control ● Import and export control and the detection of unauthorised regulated goods imported by passengers and cargo ● Detecting unauthorised regulated goods by means of x-ray machines and safekeeping of detector dogs where applicable.

ENQUIRIES
:
Mr. R.E. Maisha, Tel. No. 012-319-6451

POST 16/18
:
ADMINISTRATION CLERK (REF. 178/2007)
Directorate: Security Services

SALARY
:
R54 222 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
A Grade 12 Certificate. Government administration experience.  Computer literacy in word processing. Knowledge of the Public Financial Management Act and Treasury Regulations. Good communication skills, verbally and in writing.  Good interpersonal relation.

DUTIES
:
Execute an effective Administrative Support, Provisioning, Budget and Financial matters for the directorate. Assist in the preparation of reports and submissions to management and relevant stakeholders. Coordinate matters on administration with other units. Assist with the control of monthly expenditure reports and other relevant budget matters. Assist with the management of procurement matters in terms of the departmental procurement regulations and other financial legislation for the unit. Assist in the preparation of relevant documentation for workshops, meetings, conferences and seminars including the taking of minutes. Manage and maintain electronic and paper based information systems with regard to administrative matters. Give guidance and advice to personnel in the unit on the interpretation and application of directives and policies with regard to financial and administration matters. Identify training measures for administrative personnel.  Handle internal and external enquiries.  Assist with the management and control of departmental assets.

ENQUIRIES
:
Mr. M. Steffen, Tel. No. 012-319-7338

NOTE
:
The successful candidate will be subjected to a positive security clearance.

ANNEXURE B
DEPARTMENT OF ENVIRONMENTAL AFFAIRS AND TOURISM

The National Department of Environmental Affairs and Tourism is an equal opportunity, affirmative action employer. It is our intention to promote representivity (race, gender and disability) in the Department through the filling of this post and candidates whose appointment /promotion/transfer will promote representivity will receive preference

APPLICATIONS
:
Applications must be submitted on form Z83 and should be accompanied by certified copies of qualifications as well as a comprehensive CV in order to be considered, to the Director-General, Department of Environmental Affairs and Tourism, Private Bag x 447, Pretoria, 0001.

FOR ATTENTION
:
Ms Tumi Sithole

CLOSING DATE
:
30 April 2007

NOTE
:
It is the applicant’s responsibility to have foreign qualifications evaluated by the South African Qualification Authority (SAQA). Correspondence will be limited to successful candidates only. If you have not been contacted within 3 months after the closing date of this advertisement, please accept that your application was unsuccessful

OTHER POST

POST 16/19
:
SENIOR ADMINISTRATIVE OFFICER REF AP 516/2007


Chief Directorate: Social Responsibility Policy And Projects: Directorate: Project Implementation 

SALARY
:
R122 841 per annum (Total package of R 177 019 per annum, conditions apply) 
CENTRE
:
Pretoria

REQUIREMENTS
:
A grade 12 certificate and an appropriate three year qualification in Public Administration; appropriate and proven experience in administration,  general knowledge of the administration procedures and systems, working knowledge of project management cycle and processes; numerical and analytical skills, knowledge of procurement procedures, Good communication skills (writing and verbal),Organizational skills, Interpersonal skills, Good computer skills; Ability to work individually and in a team, Ability to work under pressure, multi- tasking, self supervision. 

DUTIES
:
The successful applicant will be responsible for the following key performance areas: Provide administrative support to the Directorate: Project Implementation, Provide procurement and logistical support to both National and Regional Offices, client and stakeholder liaison, develop and maintain an effective and efficient document management system for the Directorate.

ENQUIRIES
:
Mr A Moloto Tel (012) 310 3332.

ANNEXURE C
DEPARTMENT OF HEALTH

The Department of Health is registered with the Department of Labour as a designated Employer and the filling of the following posts will be in line with the Employment Equity Act (including people with disabilities).

APPLICATIONS
:
Direct your application quoting the above relevant reference number to: The Director-General, Department of Health, Private Bag X828, Pretoria, 0001 

FOR ATTENTION
:
Mrs Elsabe Visser. 

NOTE
:
Applications should be submitted on form Z83 obtainable from any Public Service Department and should be accompanied by a CV (previous experience must be comprehensively detailed) and certified copies of qualification certificates. No faxed applications will be considered. Sections E and F of the application for (Z83) must be completed in full and not “refer to CV”. Applications received after the closing date and those that do not comply with the requirements, will not be considered.  It is the applicant’s responsibility to have foreign qualifications evaluated by the South African Qualification Authority (SAQA). The department reserves the right not to fill the post. The successful candidate will be subjected to security clearance procedures. Applicants are respectfully informed that correspondence will be limited to short-listed candidates only. If notification of an interview is not received within three (3) months after the closing date, candidates may regard their application as unsuccessful. The Department will not be liable where applicants use incorrect/no reference numbers on their applications.

OTHER POSTS

POST 16/20
:
ASSISTANT DIRECTOR: DISTRICT HEALTH INFORMATION SYSTEM


(This is a re-advertisement, which was previously advertised in the Sunday Times/City Press/Sowetan, Ref No. 88322/1-closing date was 18 September 2006).

SALARY
:
R183 084  per annum (plus competitive benefits).

Cluster: Health Information, Evaluation and Research: Directorate: National Health Information System

CENTRE
:
Pretoria.

REQUIREMENTS
:
An appropriate three-year degree/diploma or equivalent qualification. Formal training in District Health Information Systems (DHIS) applications. Three to five years management experience in the health sector and familiarity with the public sector environment. Database Administration and Statistical Packages. Good organisational, interpersonal and communicational skills (written and verbal). Knowledge of the Public Finance Management Act, Information systems and Information and Communication Technologies (ICTs) Project management, policy development and strategic planning. A valid code 08 (Code B) driver’s licence.

DUTIES
:
Coordinate and maintain the District Health Information System database *Support provinces and programmes with DHIS development and training *Produce Public Health Care (PHC) reports, hospital and adhoc *Monitor data flow, data submission and policy implementation *Assist provinces with provincial National Health Information System of South Africa (NHIS/SA) committee functions and management of the unit.

ENQUIRIES
:
For further information regarding the post, please contact Dr SH Khotu at tel.  (012) 312 0791.

CLOSING DATE
:
7 April 2007 (Applications received after the closing date will not be considered).

POST 16/21
:
RADIATION CONTROL OFFICER
Cluster: Office of Standards Compliance: Directorate: Radiation Control

SALARY
:
R146 685 per annum (plus competitive benefits) 

CENTRE
:
Durban.

REQUIREMENTS
:
A recognised degree/diploma in Diagnostic Radiography and one of the following: Nuclear Medicine or Radiotherapy. Extensive experience as a Diagnostic Radiographer. Knowledge and experience in handling of radionuclides will be an added advantage. Good communication (written and verbal) and interpersonal skills. A valid code 08 (Code B) driver’s licence.

DUTIES
:
Primary duty is to carry out inspections to ensure that safety standards and regulations concerning radiation sources are adhered to *Technical support to users and distributors of radiation sources *In-service training of radiation workers where specific needs are identified *Investigation of radiation incidents *Inspections to be carried out in remote areas requiring officials to be away from home for extended periods (up to 2 weeks). 

ENQUIRIES
:
For further information regarding the post, please contact  Ms S Nel tel. (021) 957 7453. 

CLOSING DATE
:
21 May 2007 (Applications received after the closing date will not be considered).

POST 16/22
:
LOGISTICS OFFICER


(This post is advertised in the Public Service only. Applicants who are not employed in the Public Service will not be considered for the post).

Cluster: Office of the Chief Financial Officer. Directorate: Supply Chain Management

SALARY
:
R98 916 per annum (plus competitive benefits)

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate three-year Bachelor’s degree or National Diploma or equivalent qualification OR a Senior Certificate (Grade 12) plus six years relevant and sufficient experience in LOGIS, Procurement Integration and Supply Chain Management *Knowledge and experience in PPPFA, PFMA, BAS, Supply Chain Management and the Batho Pele Principles *Appropriate understanding and knowledge of LOGIS (LOGIS I and/or LOGIS II) as well as PAS I and/or PAS II will be added advantages *Computer literacy *Good interpersonal relations *Good communication skills (written and verbal) *Good organisational and problem solving skills. 

DUTIES
:
Supervise the payment unit *Process and maintain all payments on the LOGIS and LOGIS *Receive captured and processed payments from the payment clerks *Verify supplier and payment details including banking details, contact details, company registration numbers and VAT registration, BAS allocations, invoice numbers and invoice dates *Verify that all supporting documents are attached *Pre-authorise or final authorise the payment on LOGIS Procurement Integration *Assist  with the handling of day-to-day payment enquiries *Request and print reports on the BAS system *Reconcile supplier accounts *Authorise  journals on the BAS system *Print payment stubs on a daily basis *Write reports to managers in respect of information required for the Year End Financial Statements *Utilise the Performance Management System for assessment purposes.

ENQUIRIES
:
For further information regarding the post, please contact  Mr Hlomelang Hlelesi at tel no (012) 312-3348 

CLOSING DATE
:
14 May 2007 (Applications received after the closing date will not be considered).

POST 16/23
:
ADMINISTRATIVE OFFICER
Cluster: Office of the Standards Compliance: Directorate: Radiation Control

SALARY
:
R98 916 per annum (plus competitive benefits).

CENTRE
:
Cape Town.

REQUIREMENTS
:
Three-year Bachelor’s degree  or equivalent qualification. Computer literacy (e.g. MS Word, Excel, Database and other applications). Good communication skills (written and verbal). Good planning and organisational skills. Knowledge and experience of financial management, LOGIS, provisioning administration and systems controller. Experience in general office administration. Supervisory experience. The ability to handle multiple tasks at a time and to perform under pressure. The understanding of the departmental policy and procedures will be an added advantage. A valid code 08 driver’s licence. 

DUTIES
:
Assist in finance, human resources and administrative functions *Writing of minutes and other correspondence *Arrangement of meetings, workshops and seminars *Arrange for subsistence and travel allowances for the unit *Assist in the budgeting process Assist with any other administrative duty as may be required *Ensure the smooth running of the Radiation Control Directorate *Management of the filing system.

ENQUIRIES
:
For further information regarding the post, please contact Mr JHI Olivier  tel.  (021) 948 6162.

CLOSING DATE
:
21 May 2007 (Applications received after the closing date will not be considered).

ANNEXURE D
DEPARTMENT OF HOUSING

The Department of Housing is an equal opportunity, affirmative action employer. It is our intention to promote representivity (race, gender & disability). The candidature of persons whose transfer/promotion/appointment will promote representivity will receive preference.

APPLICATIONS
:
The Director-General, Department of Housing, Private Bag X644, Pretoria, 0001

FOR ATTENTION
:
Mr M Makhubele

CLOSING DATE
:
26 April 2007

OTHER POST

POST 16/24
:
PERSONAL ASSISTANT TO THE DEPUTY DIRECTOR-GENERAL: STRATEGIC SUPPORT (AT THE LEVEL OF DEPUTY DIRECTOR) (REF. NO: DOH/29/2007)

SALARY
:
R289 635 (all inclusive salary package)

CENTRE
:
Pretoria

REQUIREMENTS
:
Applicants must have an appropriate three-year degree/ diploma or equivalent qualification or grade 12 with proven relevant high level office secretarial support and management experience. Good communication skills (verbal and written), and computer literacy are essential requirements. Proven administrative and organisational skills will be a strong recommendation. In addition, applicants must have:• The ability to maintain sound interpersonal relations • Knowledge of administrative procedures applicable to the Public Service • Be prepared to travel and work long and overtime hours when required to do so.

DUTIES
:
The successful candidate will provide administrative, secretarial, office organisational and logistical support to the office of the Deputy Director-General (linked to strategic planning and MTEF and budgetary processes)( Maintain and establish efficient administrative systems for co-ordinating work including all information interfaces ( Manage the Office of the Deputy Director-General ( Organise and plan meetings, record and action the proceedings of strategic tasks into line responsibilities, interface with other branch heads and with other government Departments and agencies and in line with government cluster requirements.( Co-ordinate and expedite follow-up work as may be required ( Advise the Deputy Director-General on pertinent organisational and administrative issues ( Draft and or co-ordinate responses to some of the correspondence addressed to the Deputy Director-General as directed ( Handle the budget by monitoring and comparing the expenditure planned in the budget, submitting monthly reports and extracting statistics for management information. (Advise the managers in the Departion on correct and timely responses to any matters expected to be actioned ( He/she will also be required to conduct follow-ups of work for the office of the DDG (The preparation of presentations and in specific cases report compilation for the Deputy Director-General and the processing of memoranda and submissions. ( Support the Deputy Director-General with regard to Human Resource Management and Transformation issues (co-ordinating performance agreements, evaluations and reviews) Other key performance areas: Knowledge of financial Administration Manage the office of the Deputy Director-General Secretariat in strategic meeting HR management and Transformation issues
 

ENQUIRIES
:
Mr M Dlabantu tel (012)421-1607

NOTE
:
If you apply for more than one position in the Department, please submit Separate application forms for each post. Applications must be submitted on form Z83, obtainable from any Public Service department, and must be accompanied by a detailed CV, together with certified copies of your qualification certificates and your ID/Passport. Failure to submit the required documents will result in your application not being considered. Correspondence will be limited to short-listed candidates only. If you have not been contacted within 4 months after the closing date of this advertisement, please accept that your application was unsuccessful. No faxed or e-mailed applications will be accepted.

ANNEXURE E
DEPARTMENT OF LAND AFFAIRS

The suitable candidate will be selected with the intention of promoting representivity and achieving affirmative action targets as contemplated in the relevant component’s Employ​ment Equity Plan. The Department reserves the right not to appoint any applicant to these positions. Persons with disabilities are encouraged to apply.

NOTE
:
Applications must be submitted on form Z83, obtainable from any Public Service Department and should be accompanied by a comprehensive Curriculum Vitae. If you apply for more than one post in the Department, please submit separate application forms for each post. Applicants will be expected to be available for selection interviews and assessment at a time, date and place as determined by the department. Former employees who have taken voluntary severance packages are not allowed to apply for this position. Applications will not be considered after the closing date.

POST 16/25
:
PRINCIPAL DEEDS CONTROLLER (REF: S8/3/2007/385)
SALARY
:
R79 407 per annum 

CENTRE
:
Kimberley (Office Of The Registrar Of Deeds: Northern Cape)

REQUIREMENTS
:
Senior (or equivalent) certificate or an appropriate qualification (non legal). *Extensive knowledge and proven ability in the interpretation of Deeds Registries Act, Sectional Titles Act, other Acts, Ordinances, Case Law and directives pertaining to registration of Deeds. *Experience in a deeds registry and specifically the registration and data section will be an added advantage.

DUTIES
:
Examining of deeds and documents for validity and registrability in accordance with Common, Statutory and Case Law, as well as accepted practice and procedure in the deeds registration system in order to secure legal title. *Supervisory duties in the registration/data section.

CLOSING DATE
:
29 April 2007
APPLICATIONS
:
Please forward your application, quoting the relevant reference number and the name of the publication in which you saw this advertisement, to: Quest, Private Bag X5, EAST RAND, 1462, fax: 086 516 5793 or e-mail rhten@adcorp.co.za. Enquiries: Tel (011) 306 5202.

POST 16/26
:
SENIOR PROVISIONING ADMINISTRATION CLERK (REF: S8/3/2007/383)
SALARY
:
R64 183 per annum 

CENTRE
:
Kimberley (Office Of The Registrar Of Deeds: Northern Cape)

REQUIREMENTS
:
Grade 12 Certificate. * Good numerical, written and verbal communication skills. * Computer skills. * Extensive knowledge of Supply Chain Management. * Asset and Travel Management will be a recommendation. * Extensive experience in respect of AccPac, Purchase Orders and D-Bit is highly recommended.

DUTIES
:
Procurement of assets, goods and services. * Dispose of assets. * Verify assets. * Arrange accommodation and travelling. * Administer maintenance of building, maintenance of furniture and equipment. * Control assets. * Assist with drawing up of budget in respect of provisioning and procurement. * Maintain inventories and asset register on D Bit.

POST 16/27
:
SENIOR SECRETARY (REF: S8/3/2007/384)
SALARY
:
R64 143 per annum 

CENTRE
:
Kimberley (Office Of The Registrar Of Deeds: Northern Cape)

REQUIREMENTS
:
A Senior Certificate with typing as a subject or any other training course/qualification that will enable the person to perform the work satisfactory. * Appropriate secretarial plus minus 2 – 3 years experience. * Computer literacy (MS Word, MS Excel, Power Point). * Good written and verbal communication skills. * Excellent administrative, organisational and general office management skills. * Excellent inter​personal relations at all levels. * Good telephone etiquette* Ability to manage and arrange meetings/functions. * Ability to maintain a high level of confidentiality. * High level of reliability. * Trust​worthy individual with integrity. * Must be prepared to work overtime when required. * Ability to act with tact and discretion. * Good grooming and presentation.

DUTIES
:
Perform a variety of tasks for the Registrar of Deeds and Deputy Registrar of Deeds. * Compilation and typing of letters, reports, submissions and to accept address or decline invitations. * Arrange engagements and meetings. * Keep minutes of meetings. * Keep diary of the Registrar of Deeds and remind him/her of engagement. * Make engagements for the Registrar’s journeys and accommodation. * Request advances and submit claims for Expenditure. * Book venues for meetings and arrange for refreshments at meetings. * Render general receptionist and office auxiliary services to the Registrar. * Attend to claims in respect of Senior Management Transport. * Receive and despatch faxes. * Keep e-mail and fax registers. * Any other tasks as requested by Registrar of Deeds. 

POST 16/28
:
SENIOR DEEDS CONTROLLER (REF S8/3/2007/382
SALARY
:
R54 222 per annum

CENTRE
:
Kimberley (Office Of The Registrar Of Deeds: Northern Cape)

REQUIREMENTS
:
Senior (or equivalent) certificate or an appropriate qualification (non legal). * At least 1 year experience in the Deeds Office will be an added advantage.

DUTIES
:
Examining of deeds and documents for validity and registrability in accordance with Common, Statutory and Case Law, as well as accepted practice and procedure in the deeds registration system in order to secure legal title. * Endorse deeds as prescribed. * Ensuring that transfer duty, property tax and office fees have been levied according to prescribed tariffs and procedures. *Raise the necessary notes and remove notes where it has been compiled with. * Prepare deeds for execution. * Perform duties at lodgement counter. * Complete lodgement list for statistics and control purposes. * Register deeds and note transfers, bonds and other documents in prescribed registers. * Furnish information regarding deeds and deeds registration. * Scanning of deeds.

ANNEXURE F
DEPARTMENT OF MINERALS AND ENERGY

APPLICATIONS
:
The Director-General, Department of Minerals and Energy, Private Bag X59, Pretoria,0001

FOR ATTENTION
:
Mr P Sekgobela/Ms M Nchabeleng
CLOSING DATE
:
04 May 2007

NOTE
:
Applications should be on Z83, signed and dated and must be accompanied by a comprehensive CV, and certified copies of qualifications as well as ID. Confirmation of final appointment will be subject to a positive security clearance. Due to the large number of responses anticipated, correspondence will be limited to short listed candidates only. Short listed candidates will be contacted within three weeks after the closing date. All applications must be sent to the address provided above, and Not to the specific region(s)

OTHER POSTS

POST 16/29
:
MANAGER: ELECTRIFICATION PLANNING
SALARY
:
R343 257 per annum (inclusive package)

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A Bachelors degree in Electrical Engineering (heavy current) or equivalent qualification with an extensive experience in the Electricity distribution industry. Knowledge of Electrical network planning (including sub transmission network) and the Integrated National Electrification Programme (INEP) PLUS the following key competencies: (Knowledge of:(Integrated National Electrification Programme policies guidelines and objectives(Electricity infrastructure planning and implementation(South African Electricity industry(Electricity industry restructuring efforts and objectives(Division of Revenue Act (DoRA) and the Public Finance Management Act (PFMA)(Skills:(Good interpersonal (Organisational(Managerial(Computer literacy(Advance Electrical Engineering application skills(Medium and High voltage Network Planning skills(Ability to work independently and as a member of a team(Advance project and programme management skills(Willingness to work under pressure(Willingness to work and travel outside working office hours(Communication:(Advance written and verbal communication skills(Ability to communicate and negotiate clearly at different levels with stakeholders in the public and private sector(Creativity:(Creative and innovative thinking abilities

DUTIES
:
KRAs: In addition to developing a comprehensive electrification plan in line with the Government‘s policies, guidelines and objectives(Manage the co-ordination of the planning function for all provinces and integrate with the Integrated sustainable rural development programme (ISRDP) and urban renewal programme (URP)(Monitor the complete electrification planning process in line with a master plan

ENQUIRIES
:
Mr Martin Masemola ( (012) 317 8026

POST 16/30
:
SENIOR INSPECTOR OF MINES: MINE EQUIPMENT 

SALARY
:
R343 257 per annum (inclusive package)

CENTRE
:
Free State (Welkom)

REQUIREMENTS
:
Applicant must have a Government Certificate of Competency (Electrical and/or Mechanical) with extensive mining experience in deep-level gold and/or coal mining up to supervisory level PLUS the following key competencies(Knowledge of:(Mining methods – surface and underground(Inherent hazards in mining(Intimate knowledge of the Mine Health and Safety Act(Understanding of the Department’s policies aimed at optimal utilisation of mineral resources(Basic knowledge of labour relations and human resources management(SANS standards applicable to the mining industry(Skills:(Negotiation(High-level management(Conflict resolution(Planning and organising(Budget control(Problem solving(Communication:(Ability to communicate verbally and in writing in such a way that the image and professionalism of the department is enhanced(Creativity:(Ability to analyse workload and work-related problems   and draft and implement a strategy to ensure an improvement.

DUTIES
:
KRA’s The appointees’ primary responsibility will be the enforcement of the Mine Health and Safety Act, 1996 (Act No 29 of 1996). In addition, he/she will conduct inspections and audits (surface and underground)(Conduct inquiries and investigation into accidents and incidents(Make inputs on regional action plans to develop strategies required to monitor mines in respect of legal compliance(Give support and assistance in the promotion of health and safety in the mining industry(Play a role in the formulation of health and safety legislation, guidelines and various regulatory mechanisms(Participate in tripartite structures and develop strategies towards the promotion tripartism within the mining industry(Manage information systems(Support and develop a transformation process within the regional office.

NOTE
:
These appointments will be subject to a pre-medical examination of fitness. Candidates must be in a possession of a valid Code 08 driver’s license.

ENQUIRIES
:
Mr PT Bezuidenhout( 057 352 8235 Fax : 057 352 2270
POST 16/31
:
INSPECTOR OF MINES (MINE EQUIPMENT) (8 POSTS)
SALARY
:
R289 685 per annum (inclusive package)

CENTRE
:
Braamfontein 2, Welkom 3 and Rustenburg/Klerksdorp 3

REQUIREMENTS
:
The successful candidate must be in possession of Government Certificate of Competency (Mechanical and/or Electrical) PLUS the following key competencies:(Knowledge of: Extensive mining experience in deep-level gold and or coal up to supervisory level with knowledge of and the application, design, use and maintenance of mining equipment –surface and underground(Knowledge of , inherent hazards in mining and intimate(knowledge of the Mine Health and safety Act (Understanding of the Department’s policies, aimed at optimal utilisation of mineral resources( basic knowledge of labour relations and human resources management(Skills:(Negotiation(High-level Management skills(Conflict resolution(Planning and organising(Budget control(Problem solving(The ability to evaluate engineering practices(Communication:(Ability to communicate verbally and in writing in such a way that the image and professionalism of the Department is enhanced(Creativity:(Ability to analyze workload and work related problems and to draft and implement a strategy to ensure an improvement.

DUTIES
:
KRA’s The appointee’s primary responsibility will be monitoring of compliance with the provisions of the Mine Health and Safety Act 1996 (Act No 29 of 1996) In addition he/she will: Conduct inspections and audits (surface and underground)(Conduct inquiries and investigations into accidents and incidents(Make inputs to develop strategies required to monitor mines in respect of legal compliance(Give support and assistance in the promotion of health and safety in the mining industry(Play a role in the formulation for health and safety legislation, guidelines and various regulatory mechanisms(Participate in tripartism structures and develop strategies towards the promotion of tripartism in the mining industry(Manage information systems(Support and develop a transformation process within the regional office. 

ENQUIRIES
:
Mr TW Sepetla (012 317 8169/082 461 5528   fax no 012 317 8966

NOTE
:
Should the candidates not be in the possession of the required qualifications/certificate of competency, such applicants could be placed at a lower salary level at the sole discretion of the DME. Persons in possession of BSc degrees in Mechanical/Electrical Engineering will also be considered for appointment, but on a lower salary level. These appointments will be subject to a pre-medical examination of fitness. Candidates must be in a possession of a valid Code 08 driver’s license.  

POST 16/32
:
INSPECTOR: MINE HEALTH AND SAFETY (6 POSTS)
SALARY
:
R289 685 per annum (inclusive package)

CENTRE
:
Braamfontein (4), Welkom (1) and Klerksdorp (2)

REQUIREMENTS
:
The successful candidate must be in possession of Mine Manager’s Certificate of Competency (Metalliferous and/or Coal), or be registered as a Professional Engineer with experience with deep-level gold or platinum mining PLUS the following key competencies(Knowledge of:(Extensive knowledge of the Mine Health and Safety Act(Extensive knowledge and experience of both underground and surface mining(Understanding of the Department’s policies aimed at optimal utilisation of mineral resources(Basic knowledge of labour relations and human resources management(Skills:(High-level management(Risk assessment techniques(Conflict resolution(Negotiation(Planning and organising(Budget control(Computer literacy(Communication:(Ability to communicate verbally and in writing in such a way that the image and professionalism of the department is enhanced.
DUTIES
:
KRA’s The appointees’ primary responsibility will be the enforcement of the Mine Health and Safety Act, 1996 (Act No 29 of 1996). In addition, they will(Conduct inspections and audit(Conduct inquiries and investigation into accidents and incidents(Make inputs on regional action plans to develop strategies required to monitor mines in respect of legal compliance(Give support and assistance in the promotion of health and safety in the mining industry(Play a role in the formulation of health and safety legislation, guidelines and various regulatory mechanisms(Participate in tripartite structures and develop strategies towards the promotion tripartism within the mining industry(Manage information systems(Support and develop a transformation process within the regional office.

ENQUIRIES
:
Mr TW Sepetla( 012 317 8169/082 461 5528 Fax : 012 317 8966

NOTE
:
Should the candidates not be in the possession of the required qualifications/certificate of competency, such applicants could be placed at a lower salary level at the sole discretion of the DME. Persons in possession of BSc degrees in Mining Engineering will also be considered for appointment, but on a lower salary level. These appointments will be subject to a pre-medical examination of fitness. Candidates must be in a possession of a valid Code 08 driver’s license.

POST 16/33
:
INSPECTOR: MINE HEALTH AND SAFETY (3 POSTS)
SALARY
:
R289 685 per annum (inclusive package)

CENTRE
:
Limpopo (Polokwane)

REQUIREMENTS
:
The successful candidate must be in possession of Mine Manager’s Certificate of Competency (Metalliferous and/or Coal), or be registered as a Professional Engineer with experience with deep-level gold or platinum mining PLUS the following key competencies(Knowledge of:(Extensive knowledge of the Mine Health and Safety Act(Extensive knowledge and experience of both underground and surface mining(Understanding of the Department’s policies aimed at optimal utilisation of mineral resources(Basic knowledge of labour relations and human resources management(Skills:(High-level management(Risk assessment techniques(Conflict resolution(Negotiation(Planning and organising(Budget control(Computer literacy (Communication:(Ability to communicate verbally and in writing in such a way that the image and professionalism of the department is enhanced.
DUTIES
:
KRA’s The appointees’ primary responsibility will be the enforcement of the Mine Health and Safety Act, 1996 (Act No 29 of 1996). In addition, they will(Conduct inspections and audit(Conduct inquiries and investigation into accidents and incidents(Make inputs on regional action plans to develop strategies required to monitor mines in respect of legal compliance(Give support and assistance in the promotion of health and safety in the mining industry(Play a role in the formulation of health and safety legislation, guidelines and various regulatory mechanisms(Participate in tripartite structures and develop strategies towards the promotion tripartism within the mining industry(Manage information systems(Support and develop a transformation process within the regional office.

ENQUIRIES
:
Mr M Kent ( 015 287 4700

NOTE
:
Should the candidates not be in the possession of the required qualifications/certificate of competency, such applicants could be placed at a lower salary level at the sole discretion of the DME. Persons in possession of BSc degrees in Mining Engineering will also be considered for appointment, but on a lower salary level. These appointments will be subject to a pre-medical examination of fitness. Candidates must be in a possession of a valid Code 08 driver’s license.  

POST 16/34
:
ASSISTANT DIRECTOR: SMALL-SCALE MINING
SALARY
:
R183 084 per annum,

CENTRE
:
Free State (Welkom)

REQUIREMENTS
:
A. BSc in Geology or equivalent qualification coupled with knowledge of the mining industry and a valid driver’s licence PLUS the following key competencies(Knowledge of:(Government policy and procedures(South African Mining Industry Legislation and Economics(Mining technical knowledge(Budget control(Project management(Skills:(Negotiation skills(Report writing and formulation(Ability to recognize and evaluate viable mining business opportunities(Computer literacy(Communication:(Ability to communicate at all levels (verbally and in writing)(Creativity:(Innovative thinker(Ability to lobby support and motivate role-players

DUTIES
:
KRA’s: Plan the deliverable, required results and timeframes for the provision services to small-scale mining sector in the region concerned(Compile technical applications to secure institutional support services and resources to implement small-scale mining projects.(Identify and co-ordinate regulatory role player and requirements(Negotiate with regional regulatory authorities to identify regulatory requirements pertaining to small-scale mining projects and provide regulatory guidance and advice to small-scale miners(Apply project management to directly manage the budget and provision of services by 12 people per project to ensure technical annum. (Budgets in the integration of small-scale mining project)(Directly manage the integration of small-scale mining projects with rural development initiatives, through the provision of services by up to 5 external personnel per project(Conduct site inspections and assume accountability in the region for project  compliance with regulatory requirements, including health and safety and  environmental regulations(Compile a database of small-scale mining in the region and provide comprehensive data and project information services to the Small-Scale Mining Directorate.

ENQUIRIES
:
Mr. PG Kwata  (  (012)  317-8672 or 317-8772

POST 16/35
:
ASSISTANT DIRECTOR: ENVIRONMENT
SALARY
:
R183 084 per annum

CENTRE
:
Witbank (Mpumalanga)

REQUIREMENTS
:
A recognised appropriate National Diploma or Bachelors Degree in Natural Sciences, Environmental Management or Environmental Engineering PLUS the following key competencies(Knowledge of:(Environmental management and the function of Ecological process; Earth Sciences; Various mining and mineral processing methods and environmental impact Thereof; Mitigation methods, goals, standards and actions including rehabilitation and pollution control measures; Understanding of relevant legislations and public service delivery documents; Balanced understandings of environmental management and conversation; Ability to interpret and apply provision of Mineral and Petroleum Resources Development Act of 2002 and related legislations against the practical observations made during field investigations and inspections(Skills:(Ability to interpret and analyse legislations requirements(Computer literacy(Negotiation and conflict resolution(Presentation (Communication:(Ability to interact with persons on various levels(Sound written and verbal communication(Ability to analyse problems(Creativity:(A creative, assertive and confident approach

DUTIES
:
KRA’s: Evaluate environmental Management Programmes (EMPs); Monitor compliance with Environmental provisions of the Minerals and Petroleum Resources Development Act and approved EMPs; Assess and manage environmental degradation and controlled mine closure; Handle and address complaints, enquiries and requests; Perform a mediation role where conflicts exists between mines and interested and affected parties; Ensure adequate record keeping with regards to Environmental Management Programmes, Standard Environmental Management Programmes and financial provisions; Liaise with other departments and interested and affected parties on environmental issues; Ensure that adequate financial provision exist for all mining operations; Supervise and develop subordinates to ensure the execution of daily activities

ENQUIRIES
:
Ms M. Mokonyane ( (013) 656 1448

NOTE
:
A person must be in possession of a valid drivers licence 

POST 16/36
:
PRINCIPAL ENERGY OFFICER
SALARY
:
R146, 685 per annum,

CENTRE
:
Head Office (Pretoria) 

REQUIREMENTS
:
A bachelor’s degree/ National Diploma or equivalent in energy studies or in statistics with appropriate experience in data collection and analysis and building models PLUS the following key competencies(Knowledge of:(Energy modelling, planning and economics(The energy sector in general(Data collection and analysis(Energy policies and legislation(Skills:(Project management(Energy modelling(Complex data analysis(Advanced computer skills(Report writing(Problem solving(Presentation(Basic driving skills(Ability to work under pressure(Communication:(Communication skills (Verbal and Written)(Creativity:(The ability to find creative solutions to problems Recommendation: Experience in the energy sector, especially energy planning/ a practical test may be set

DUTIES
:
KRA’s: Collect, update and analyse energy specific data(Input data into Software models, run the system and interpret the results(Participate in the drafting and presenting of Integrated Energy Plan reports(Research, analyse and advise on trends and developments in the energy sector and assist in identifying future energy problems (Provide administrative support services to the sub-directorate.

ENQUIRIES
:
Ms J Weidema (012 317-8023
POST 16/37
:
SENIOR ADMINISTRATION OFFICER
SALARY
:
R122 841 per annum,

CENTRE
:
Northern Cape (Kimberley)

REQUIREMENTS
:
An appropriate recognised Bachelor’s degree or equivalent qualification or relevant experience plus the following key competencies(Knowledge of:(Government’s financial prescripts and policies(Applications of administrative systems and controls(Revenue management (which includes financial provisions for environment , royalties and prospecting fees)(Budgeting and procurement(Client services(Accounting principles(Skills:(Numerical(Organising(Supervisory(Computer(Interpretation of legislation(Communication:(Written and verbal communication(Creativity:(Analytical thinking(Innovative

DUTIES
:
KRAs: Responsible for client services to public and management(Ensure the alignment of cash office activities with PFMA and Departmental provisions and prescripts(Supervise registry(MPRDA applications and Access to information requests(Calculate and administrative control royalty and prospecting fee collections(Administer financial provision control systems(Supervise and develop staff

ENQUIRIES
:
Mrs Jerry Mndaweni ((053) 830 0800
POST 16/38
:
CHIEF INDUSTRIAL TECHNICIAN
SALARY
:
R122 841 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A Mine Surveying Draughting Certificate or an equivalent qualification in Draughting and appropriate experience in the Mining industry (Draughting Department) PLUS the following key competencies(Knowledge of: (In depth knowledge of Mine plans, Map projections Coordinate Systems (Lo., WGS 84), CAD(Knowledge of data capturing (manual, scanning& digitising), Editing and manipulation of spatial data(Specialised software MicroStation V8, GeoMedia, Surpac(Knowledge Health and Safety Act(Understanding public service regulations(Skills/Experience: (Extensive overall experience in Mine Survey Draughting will serve as a recommendation(Effective communication skills(Good computer literacy(Ability to effectively manage information administration. Recommendation: Extensive experience in a Mine Drawing Office/ Draughting Office would be beneficial.

DUTIES
:
KRAs: To capture Spatial Data using latest technologies(To update Mine boundaries on Cadastral maps(Gathering , processing and interpreting mine survey data(To produce mine plans using Microstation and CAD(To ensure effective management and safekeeping of defunct mine plans(Provide service to all users of defunct mines’ spatial information.

ENQUIRIES
:
012 317 8110 ( Mr NG GOXO
POST 16/39
:
INDUSTRIAL TECHNICIAN
SALARY
:
R79 407 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A Chamber of Mine Certificate in Mine Survey Draughting / Complete S4 with Technical Drawing and appropriate experience PLUS the following key competencies(Knowledge of:(Technical Drawing, MicroStation V8(Coordinate Systems (Lo. WGS 84)(Mine plans and Map projections(Skills/Experience( Effective communication skills(Drawing Office skills(Filing and indexing skills(Data capturing /scanning of spatial data.

DUTIES
:
KRAs Data capturing on defunct mine plans and updating mine boundaries(Process technical drawings/ maps(Provide up to date indexing and safekeeping of defunct mine plans(Assist in providing spatial information to the clients.

ENQUIRIES
:
012-317 8110( Ms NG GOXO
NOTE
:
Mathematics/Technical drawing would be beneficial 

POST 16/40
:
SENIOR SECRETARY: DIRECTOR: MINERAL ECONOMICS
SALARY
:
R64 143 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A National Higher Diploma in Office Assistant OR Senior Certificate with typing as a fully passed subject or alternatively any typing qualification/typing training with extensive experience that will enable the relevant person to perform the functions prescribed in the post PLUS the following key competencies(Knowledge of:(
Windows Micro Software packages e.g. Word, Excel, PowerPoint & Email, Internet etc(Public Relations, Office/Telephone etiquette, document tracking, administrative practice, conference and meeting procedures(Skills:(Computer literacy(Good organisational Skills(Communication:(Good interpersonal relations and be able to communicate at all levels(Good communication Skills (verbal & written)(Ability to maintain a high level of confidentiality(Creativity:(Innovative and creative thinking abilities(Able to work under pressure.

DUTIES
:
KRAs: Perform a variety miscellaneous tasks for the Director such as compiling and typing of letters, reports, submissions and to accept, address or decline invitations; and to take minutes at meetings(Arrange engagements/meetings, keeping the Director’s diary and remind her of engagements(Make arrangements for the Director’s journeys, accommodation and submit claims for expenditures(Book venue for meetings and arrange for refreshments at meetings(Render general receptionist and office auxiliary services to the Director.

ENQUIRIES
:
Ms L Hlangane ( (012) 317 8000
NOTE
:
Shortlisted candidates will be subjected to a typing test.

ANNEXURE G
THE PRESIDENCY

APPLICATIONS
:
The Presidency, Private Bag x 1000, Pretoria, 0001.

CLOSING DATE
:
04 May 2007

NOTE
:
Applications must be submitted on form Z83 and should be   accompanied by certified copies of qualifications as well as a comprehensive CV as well as ID Copy in order to be considered, marked to the attention of Mr Sello Moila, tel 012 300 5687, It is the responsibility of the applicants to have his/ her foreign qualifications evaluated by South African Qualification Authority (SAQA). Confirmation of final appointment will be subject to a positive security clearance. Due to the large number of responses anticipated, correspondence will be limited to shortlisted candidates only. People with disability are encouraged to apply. Applicants should be South African citizens. Failure to submit the requested documents will result in your application not being considered, No faxed or e-mailed applications will be considered.  

OTHER POST

POST 16/41
:
PERSONNEL PRACTITIONER
SALARY
:
R98 916 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
A Degree/ Diploma in Human Resource Management or equivalent qualifications coupled with experience in recruitment and selection. Plus the following key competencies: Knowledge of HR Legislation (with an emphasis on those applicable to recruitment, selection and placement), basic knowledge of persal system, knowledge of recruitment and selection processes; knowledge of processes involved in advertising of posts, Understanding policy research, analysis and development processes; knowledge of financial implications involved in  recruitment and selection; Ability to interpret and apply policy; Research; Report writing and formulation; Analytical; Computer literacy; Sound interpersonal skills ♦Communication: Good verbal and minute taking, written communications skills ♦Creativity: must be an innovative thinker and be able to express the creativity.

DUTIES
:
KRA’s Develop, implement and maintain Human Resources Provisioning policies and practices; administer the recruitment and selection of human resources Liaise with Employment Relations Management with a view to resolve grievances relating to recruitment, selection and placement; render professional advise and guidance to line managers in Human Resources Provisioning issues; Administer the payment of claims and invoices relating to recruitment and selection, write submissions,

ENQUIRIES
:
Mr. MCD Lerungoane/ Ms K Mashiane 012 300 5569/ 012 300 5585

NOTE
:
Candidates will be required to write a test

ANNEXURE H
DEPARTMENT OF PROVINCIAL AND LOCAL GOVERNMENT

The vision of the Department of Provincial and Local Government (the dplg) is one of having a well co-ordinated system of government consisting of National, Provincial and Local spheres working together to achieve sustainable development and service delivery.

APPLICATIONS
:
Please forward your application, quoting the relevant reference number, to: The Personnel Administrator, Human Communications, tel. (011) 807-3260, PO Box 1305, Rivonia 2128 or fax: 086 619 7693 or e-mail: humancv@humancommunications.co.za (MS Word).

NOTE
:
Applications must be submitted on form Z83 (application form) obtainable from any Public Service department, and should be accompanied by a comprehensive CV and certified copies of qualifications. Incomplete applications or applications received after the closing date will not be considered. Due to the large number of responses anticipated, correspondence will be limited to short-listed candidates only. If you have not been contacted within three months after the closing date of the advertisement, please accept that your application has been unsuccessful and we thank you for the interest shown in our Department.

OTHER POST

POST 16/42
:
ADMINISTRATIVE ASSISTANT
Branch: Governance, Policy And Research

Chief Directorate: Inter-Governmental Relations

SALARY
:
R79 407 per annum 
CENTRE
:
Pretoria
REQUIREMENTS
:
A Senior Certificate coupled with typing competency. A certificate or three-year Secretarial Diploma in Office Administration will be an advantage. Functional PC skills in MS Office including Word, Excel, PowerPoint, as well as GroupWise. Effective administrative, organizational, and communication skills at all levels. Assertive, trustworthy, professional with integrity. Good interpersonal relations. Creative, motivated, self-driven, results oriented and have initiative. Ability to work both independently and as part of a team. Commitment to transformation.

DUTIES
:
Researching, abstracting and preparing information and supporting data for meetings, projects, presentations and reports. Administering office correspondence/documents/reports and ensuring the efficient flow of information. Administering office expenditure including submission of claims for subsistence and travel. Drafting and typing correspondence/documents including PowerPoint presentations. Maintaining and managing the filing system for the Executive Manager. Organising meetings/workshops and taking minutes during the meetings. Render secretarial support to the Executive Manager: i.e. typing, co-ordination of daily activities, management of electronic diary, proper preparation and recording of all meetings and appointments. Organising office logistical matters including travel arrangements for the Executive Manager. Liaising with internal and external stakeholders.

ENQUIRIES
:
Ms N Malepe (012 334 0915)
CLOSING DATE
:
11 May 2007

ANNEXURE I
OFFICE OF THE PUBLIC SERVICE COMMISSION

The Office of the Public Service Commission is an equal opportunity, representative employer. It is the intention to promote representivity (race, gender and disability) in the Public Service through the filling of positions. Candidates whose appointment/transfer/promotion will promote representivity will therefore receive preference. An indication by applicants in this regard will expedite the processing of applications.

APPLICATIONS
:
Forward your application, stating the relevant reference number, to: The Director-General, Office of the Public Service Commission, Private Bag X121, Pretoria, 0001.

FOR ATTENTION
:
Ms A Steenkamp

CLOSING DATE
 
8 May 2007

NOTE
:
Applications must be submitted, on form Z83, obtainable from any Public Service department, and should be accompanied by a comprehensive CV and certified copies of qualifications. Correspondence will be limited to successful candidates only. If you have not been contacted within 3 months of the closing date of this advertisement, please accept that your application was unsuccessful.

OTHER POST

POST 16/43
:
HANDYMAN 

SALARY
:
R54 222 per annum (plus benefits)

CENTRE
:
Office of the Public Service Commission

REQUIREMENTS
:
ABET Certificate. And or ability to read and write. Experience in general maintenance will be an advantage. Knowledge of building and or ability to read and write electrical, plumbing and mechanical activities. Knowledge of procurement procedures. Good written and verbal communication skills. Position of a valid driver’s license will be an advantage. 

DUTIES
:
Manage the general maintenance of the Office. Repair equipments and carry out day to day maintenance of buildings. Adhere to building norms and standards. Adhere to occupational health and Safety Act. Ensure compliance to regulations. Do the physical work such as painting, unblocking of toilets, baths, basins, plastering etc. Perform Messenger Services to the Office. Assist with the physical movement of Assets within the Department.  Perform any other work given by supervisor.

ENQUIRIES
:
Mr Janus Joubert Tel: (012) 352-1056

ANNEXURE J
DEPARTMENT OF PUBLIC SERVICE AND ADMINISTRATION

The Public Service education and Training Authority (PSETA) was listed as Public Entity and is functioning within the Department of Public Service and Administration for an interim period, for it is in the process of establishment itself. It is the intention to promote representivity in the Department through the filling of this position. The candidature of applicants from designated groups especially in respect of people with disabilities will receive preference.

APPLICATIONS
:
Forward applications, to Human Communications, P O Box  1305, Rivonia 2128 or e-mail to: Response@humancommunications.co.za,alternatively applications may be faxed to 086 510 4804. 

CLOSING DATE
:
Monday,30 April 2007

NOTE
:
Applications must be submitted on form Z.83 accompanied by copies of qualification(s), Identity Document (certified in the past 12 months.) Proof of citizenship if not RSA citizen, a comprehensive CV, indicating three reference persons with the following information: name and contact numbers ( an indication of the capacity in which the reference is known to the candidate. Reference checks will be done during the selection process. Failure to submit these copies will result in the application not being considered. The Department of Public Service and Administration will not be handling any responses. Candidates must apply directly to Human Communication. The Successful candidates will have to sign an annual Performance Agreement, complete Financial Disclosure and be required to obtain a Security Clearance. To verify that your application has been received, please contact Shu’Aib at (011) 807-3260. Please note that this number is not for general enquiries.

MANAGEMENT ECHELON

Post 16/44
:
Chief FINANCIAL OFFICER
PURPOSE: The incumbent will advise the CEO, Management and PSETA Board on best practices regarding financial issues and ensure that PSETA complies with the provisions of the PFMA and any other applicable regulations and standards. Furthermore, he/she will assist in the development and implementation of the financial strategy supporting the PSETA Objectives.

Salary
:
An all-inclusive remuneration package of R502 725 per annum Annual Progression up to a maximum salary of R541 284 per annum is possible subject to performance. The all-inclusive remuneration package consists of Basic Salary, the State’s contribution to the Government Employees Pension Fund and a flexible portion that may be structured according to personal needs within a framework.

Requirements
:
An appropriate 3-year Bcom degree with Accounting as a major. Thorough understanding and knowledge of the SETA, with experience in this environment. Understanding of the following legislation: Skills Development Act/Levies Act, PFMA, Supply Chain Management and Procurements; Grant Regulation and SAQA Act. Sound technical knowledge of General Recognised Accounting Practices (GRAP) and Generally Accepted Accounting Practices (GAAP). Strong strategic and leadership capability in ensuring that there is adequate financial resources and capacity to promote the realisation of the organisational strategic objectives. Excellent managerial and organistional skills. Excellent verbal communication and report writing skills. Good interpersonal skills. Ability to work under pressure. In addition, he/she should be equipped with sound planning, communication, negotiation, decision-making, financial management and administration skills

Duties
:
Develop and monitor the implementation of an effective internal audit and risk management strategy. Ensure adequate financial control arrangements and systems for the accountable delegation of financial powers, asset management, monitoring, evaluation, early warning and timeous corrective action. Develop and facilitate the implementation of the Supply Chain Management System consistent with legislative and other good governance arrangements. Assume responsibility for the activities related to grants. Ensure compliance with the provisions of the PFMA and financial prescripts. Manage the daily financial and administrative functions. Prepare monthly management reports for the Finance Committee, Audit Committee and Board. Oversee the budgetary process within PSETA, exercise budgetary control and, at a strategic level, provide early warning arrangements. Oversee the preparation and submission of the annual financial statements and liaison with the Office of the Auditor-General. Provide technical advice to the CEO on all matters that have strategic and financial implications. Manage and develop staff.

Enquiries
:
Mr C Mtshisa, tel (012) 314 7015

OTHER POST

Post 16/45
:
PERSONAL ASSISTANT TO THE DIRECTOR-GENERAL
SALARY
:
R146 685 per annum Annual progression up to maximum salary of R170 295 per annum is possible subject to performance

Requirements
:
A Senior Certificate or equivalent qualification. Applicable experience in a related environment. Secretarial experience. Computer literacy. Ability to work under pressure. Good communication skills (written and verbal). Good interpersonal skills. Good organising skills. A valid Code 08 (Code B) driver’s licence. Willingness to work irregular and long hours. 

Duties
:
The DPSA is looking for a Personal Assistant to assist in managing the day-to-day activities of the Office of the Director-General, which include the following:. Managing the diary. Preparing documentation for meetings. Handling the budget of the Director-General and the Office. Being responsible for the cabinet memorandum filing and upkeeping. Read and present submissions to the Director-General. Supervise the Chief Administrative Officer and the Administrator in the Office of the Director-General. Being responsible for the Director-General’s traveling arrangements, nationally as well as internationally. Processing claims for national and international trips. Top-level liaison within as well as outside the Department on behalf of the Director-General. Providing an administrative support service to the Director-General. Arranging meetings and performing secretarial duties during these meetings as required by the Director-General.

Enquiries
:
Mr R Shaw, tel (012) 336 1146

ANNEXURE K
DEPARTMENT OF PUBLIC WORKS

[image: image1.jpg]



The Department of Public Works is an equal opportunity, affirmative action employer. The intention is to promote representativity in the Public Service through the filling of these posts and with persons whose appointment will promote representativity, will receive preference. An indication by candidates in this regard will facilitate the processing of applications
CLOSING DATE

26 April 2007

NOTE
:
If not suitable candidate from the unrepresented groups can be recruited, candidates from the represented groups will be considered. People with disabilities are encouraged to apply. Applications should be submitted on Form Z83, obtainable from any Public Service Department and must be accompanied by a comprehensive CV, certified copies of qualifications and identification document. Should you not hear from us within the next two months, please regard your application as unsuccessful. Please forward your application, quoting the relevant reference number, to the address mentioned at each post. Note: It is the responsibility of all applicants to ensure that foreign and other qualifications are evaluated by SAQA. Recognition of prior learning will only be considered on submission of proof by candidates. Kindly note that your appointment is subjected to verification of qualifications and a security clearance. NB: no faxed or e-mailed applications will be accepted.

MANAGEMENT ECHELON

POST 16/46
:
Director: ANALYST EPWP REF 2007/344
JOB PURPOSE: To effectively manage the analyses of EPWP Programme reports. Effective research and drafting of EPWP speeches. To manage media and parliament responses and enquiries.

SALARY
:
All inclusive salary package of R502 725 per annum. (Total package to be structured in accordance with the rules of the senior Management service)

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
Tertiary qualification in Social Sciences or related qualification. (A post graduate will be an added advantage) Extensive relevant years of experience in research environment or related field. Knowledge in Promotion of Access to Information Act, minimum Information Security Standard. Understanding of Research Methodologies/Framework, Construction Industry and PFMA. He/She must have the following skills: Research, Investigative, Project Management, Financial Administration and database administration. Ability to operate research tools and to interpret data. Be willing to travel extensively. 

DUTIES
:
The effective management of analysed reports of EPWP programmes. Translate reports into useful and appropriate media outputs. Analyse researched data. Make recommendations analyses of researched data. Compile database for recordkeeping of researched data. Research, prepare and draft relevant media speeches articles and presentations, Manage the preparation of presentation material to support the DDG and Public relations and communications functions within the unity. Research on the best practise of research tools and methodologies. Manage the media, parliament responses and queries on EPWP projects. Assist other EPWP units to respond to media and parliament queries. 

ENQUIRIES
:
Mr I Akhalwaya, Tel 012 337 2176

APPLICATIONS
:
The Director-General, Department of Public Works, Private Bag X65, Pretoria, 0001, or Hand delivered 124 Church Street, Poyntons Building, Pretoria

FOR ATTENTION
:
Mr SC Zaba

NOTE
:
It will be expected of the candidate to sign a performance agreement and be subjected to security clearance.

POST 16/47
:
DIRECTOR EPWP BUILDING MAITENANACE AND NATIONAL YOUTH SERVICE: REF 2007/332

KEY PURPOSE: To effectively manage the implementation of the EPWP within the project portfolio of the Department of Public Works using the National Youth Service model where appropriate. To assists provinces and municipalities with the structuring of EPWP building and NYS programmes. 

SALARY
:
All inclusive salary package of R502 725 per annum. (Total package to be structured in accordance with the rules of the senior Management service)

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A Bachelor’s Degree/National Diploma in build environment  or engeneering. (A Post Graduate qualification will be an added advantage). Knowledge in Construction Industry, Structure and functioning of the Department and Government, Labour intensive construction methods and national Youth services. Candidate must be willing to adapt work schedule in accordance with professional requirement. Willing to travel and must have Driver’s licence. He/She must have the following skills: Project management, advanced report writing, Policy formulation and Research methodology

DUTIES
:
Effective management of EPWP/NYS projects. Effective monitoring and reporting on the implementation of the NYS-EPWP. Develop and formulate strategy on efficient management of NYS projects. Identify projects within Public Works portfolio or the implementation of EPWP and NYS. Manage relationships with external stakeholders especially UYF and DoL. Continuously monitor the development of the programme and report on EPWP and NYS 

EQUIRIES
:
Mr M Lieu Kie Song, Tel (012) 337 2289 

APPLICATIONS
:
The Director-General, Department of Public Works Private Bag X65, Pretoria, 0001 or Hand delivered 124 Church Street, Poyntons Building, Pretoria

FOR ATTENTION
:
Mr SC Zaba

NOTE
:
It will be expected of the candidate to sign a performance agreement and be subjected to security clearance.

POST 16/48
:
DIRECTOR EPWP EVALUATIONS: REF 2007/333
KEY PURPOSE: To effectively manage and analyse researched data for EPWP projects. 

SALARY
:
All inclusive salary package of R502 725 per annum. (Total package to be structured in accordance with the rules of the senior Management service)

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A Bachelor’s degree/National Diploma in Public Administration or Built Environment (A Post Graduate qualifications will be an added advantage). Extensive relevant experience in built environment and management. Knowledge of PFMA, Construction Regulations, Procurement Processes and System, Emerging Contractor Development Programme and Financial Administration process systems. The candidate must have the following skills: project management, technical report writing and willing to adapt work schedule in accordance with professional requirements. 

DUTIES
:
Compiling of quarterly monitoring reports on implementation of the EPWP. Management of data analysis collected nationally and at the municipal level. Monitor that management at project level rests with the owner of the assets e.g. Municipality or Province. Commissioning of evaluation studies in line with monitoring and evaluation framework. Gather in-depth information from the relevant National, provincial and Local Municipalities. Increase the potential for at least 14% of Public Works participants by providing further educations and training. 

ENQUIRIES
:
Mr S Henderson, (012) 337 2732

APPLICATIONS
:
The Director-General, Department of Public Works Private Bag X65, Pretoria, 0001 or Hand delivered 124 Church Street, Poyntons Building, Pretoria 

FOR ATTENTION
:
Mr SC Zaba

NOTE
:
It will be expected of the candidate to sign a performance agreement and be subjected to security clearance.

POST 16/49
:
DIRECTOR: EPWP PUBLIC RELATIONS AND COMMUNICATIONS: REF 2007/334

SALARY
:
All inclusive salary package of R502 725 per annum. (Total package to be structured in accordance with the rules of the senior Management service)

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
Tertiary qualification in Communication/ appropriate qualification. (A post graduate qualification will be an added advantage) Extensive relevant years of  working experience in built environment. She/He must have knowledge of integrated marketing communication management and application and marketing principles and research. She/ He must have the following skills:  management, sound analytical and problem identification and solving, research methodology, financial administration, analytical thinking, project management, advanced interpersonal and diplomacy and advanced report writing.  

DUTIES
:
Effective management of public relations functions, develop and implement integrated marketing and communication strategy, manage the preparations and arrangements of functions and events, manage liaison with all relevant implementing agents. The effective organising of EPWP media and publicity events. The effective management of programme brand and co-operate identity. The provision of support to implementing sectors and departments and the management of appointed service providers. 

ENQUIRIES
:
Mr I Akhalwaya, Tel (012) 337 2176

APPLICATIONS
:
The Director-General, Department of Public Works, Private Bag X65, Pretoria, 0001, or Hand delivered 124 Church Street, Poyntons Building, Pretoria

FOR ATTENTION
:
Mr SC Zaba

NOTE
:
It will be expected of the candidate to sign a performance agreement and be subjected to security clearance.

POST 16/50
:
Director: BENEFICIARY TRAINING MANAGER EPWP Ref 2007/345
JOB PURPOSE: To effectively manage, co-ordinate and monitor support systems to ensure implementer’s training for EPWP projects.

SALARY
:
All inclusive salary package of R502 725 per annum. (Total package to be structured in accordance with the rules of the senior Management service)

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS:
:
Tertiary qualification in Human Resource Development/.Management. (A post graduate qualification will be an added advantage). Extensive relevant years of experience in related field. Knowledge in Disciplinary procedures, Communications and Human Resource Management. He/She must have following skills: Policy Interpretation, report writing. Decision- making, Project Management, Negotiation, Training and Facilitation. Ability to work under stressful situation.

DUTIES
:
To monitor compliance of training according to SETA standards. Develop internal training standards and procedure. Co-ordinate and submit the training plans. Review quality accuracy and quality of training. To manage the systems to monitor training uptake and utilisation of funds. Provisioning of back-up link to liaise with DOL nationally.  Provide technical support to training Allocate and manage resources for training processes.

ENQUIRIES
:
Mr I Akhalwaya, Tel (012) 337 2176

APPLICATIONS
:
The Director-General, Department of Public Works, Private Bag X65, Pretoria, 0001, or Hand delivered 124 Church Street, Poyntons Building, Pretoria

FOR ATTENTION
:
Mr SC Zaba

NOTE
:
It will be expected of the candidate to sign a performance agreement and be subjected to security clearance.

POST 16/51
:
DIRECTOR: VUK’UPHILE PROGRAMME: EPWP REF 2007/343
JOB PURPOSE: To manage the implementation of the Vuk’uphile Programme and site supervisor learnership programme across all the sphere of government.

SALARY
:
All inclusive salary package of R502 725 per annum. (Total package to be structured in accordance with the rules of the senior Management service)

CENTRE
:
Head Office (Pretoria)

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
Tertiary qualification in build environment or engeneering. (A post graduate qualification will be an added advantage) Extensive relevant years experience in built environment. He/She must have the following skills: Executive management skills, sound analytical and problem identification and solving skills, advance communication, language proficiency, advanced report writing, research methodologies, financial administration, financial analyses, organising and planning, computer literacy, programme and management, time management, decision making skills, conflict management, , Policy formulation , motivational, negotiation , and influencing. An assertive, resourceful, energetic, and helpful. Ability to work effectively and efficiently under sustained pressure. Ability to meet tight deadlines whilst delivering excellent results. Ability to communicate at all levels, particularly at an executive level.  Understanding of Project Management and Construction Industry. Knowledge in Labour-intensive construction methods, Programmes design and management. Understanding of the structure and the functioning of the department and government. Extensive travelling.

DUTIES
:
The effective management of the Vuk’uphile Programme. To develop and formulate strategy on the efficient management of Vuk’uphile programme. Assist in identifying areas that need improvement. To identify and recruit potential public bodies that can can contribute in the Vuk’uphile programme. Manage the relationship with the external stakeholders, especially DOL, CETA, Public Bodies and Mentors. Ensure the provisioning of effective mentorship to the participants in the programme. Ensure that the work is carried out according to EPWP Policies and Guidelines. Compile .and submit the updated reports on progress and management of large projects. To ensure effective monitoring and reporting on the implementation of Vuk;uphile programme. Develop and implement innovative funding and quality assurance models for the programme. Ensure improved performance of staff on the current projects

ENQUIRIES
:
Mr M Liew Kie Song, Tel 012 337/ 343

APPLICATIONS
:
The Director-General, Department of Public Works, Private Bag X65, Pretoria, 0001, or Hand delivered 124 Church Street, Poyntons Building, Pretoria

FOR ATTENTION
:
Mr SC Zaba

NOTE
:
It will be expected of the candidate to sign a performance agreement and be subjected to security clearance.

POST 16/52
:
DIRECTOR EPWP PROVINCIAL ROADS PROGRAMMES Ref 2007/335
SALARY
:
All inclusive salary package of R502 725 per annum. (Total package to be structured in accordance with the rules of the senior Management service)

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
Tertiary qualification on construction or project management related field (A post graduate qualification will be an added advantage). Extensive relevant experience in build environment. Knowledge of construction industry; structure and functioning of the Department and Government; labour-intensive construction methods; programme design and management. He/She must have the following skills: Advance report writing ; project management; research methodology; policy formulation; decision making; programme and management. A candidate must adapt work schedule in accordance and willing to travel Ability to work effectively and efficiently under sustained pressure and meet time deadline whilst delivering excellent results.

DUTIES
:
Develop and formulate strategy on efficient management of programme; assist in identifying areas that need upgrading; manage relationships with external stakeholders, especially DoT, National Treasury and the Presidency; increase on labour-intensity of government road infrastructures activities; assistance to municipalities with the planning, design and implementation of local labour-intensive road construction and maintenance programmes; The effective assistance on the planning and design of labour intensive road construction and maintenance programmes in the provinces; assistance on the planning and design of labour intensive road construction and maintenance programmes in the pronvinces; ensures that work is carried out according to EPWP Policies and Guidelines; ensures that process will reach the proposed deadline on time; compile and submit update reports on progress and management of large projects model.

ENQUIRIES
:
Mr M Liew Kie Song, Tel (012) 337 2289 

APPLICATIONS
:
The Director-General, Department of Public Works Private Bag X65, Pretoria, 0001 or Hand delivered 124 Church Street, Poyntons Building, Pretoria

FOR ATTENTION
:
Mr SC Zaba

NOTE
:
It will be expected of the candidate to sign a performance agreement and be subjected to security clearance.

OTHER POSTS

POST16/53
:
DEPUTY DIRECTOR EPWP (X3 POSTS) VUKUPHILE PROGRAMMES REF 2007/318
SALARY
:
All inclusive salary package of R343 257 per annum. 

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A Tertiary qualification in construction or project management related field with relevant experience in built environment. Knowledge in Project Management, Construction Management, Construction Contracting, Structure and Functioning of the Department and Government, Labour-intensive construction methods and Programme Design and Management. He/She must have the following skills: Advance report writing, Research methodology, Financial Administration, Policy formulation, Negotiation, Programme and Management.  A candidate must adapt work schedule in accordance with professional requirement, travel and have a valid driver’s licence. 

DUTIES
:
Effective administration of the Vuk’uphile programme activities. Assist in the provision of effective mentorship to the participants in Vuk’uphile programme. Compiling and submitting updated reports on progress made. Effective monitoring and reporting on implementation of Vuk’uphile programme. Provisioning of monitoring the developments of the projects. Liaise with all relevant stakeholders to ensure their buy-in and participation of the Vuk’uphile programme in all provinces. 

ENQUIRIES
:
Ms  CJ Abrahams , Tel (012) 337 2302

APPLICATIONS
:
The Director-General, Department of Public Works Private Bag X65, Pretoria, 0001 or Hand delivered 124 Church Street, Poyntons Building, Pretoria

FOR ATTENTION
:
Mr SC Zaba

NOTE
:
It will be expected of the candidate to sign a performance agreement and be subjected to security clearance.

POST 16/54
:
DEPUTY DIRECTOR EPWP BUILDING MAITENANACE & NATIONAL YOUTH SERVICE REF 2007/319 

SALARY
:
All inclusive salary package of R343 257 per annum. 

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
Tertiary qualification in Engineering or Project Management related field. Relevant experience in Construction industry. Knowledge in structure and functioning of the Department and Government, Labour-intensive construction methods and National Youth Service. A candidate must have following skills: Advance reporting, programme and executive management, Research methodology, policy formulation, project management, financial administration and conflict management.

DUTIES
:
Effective management support of EPWP and national Youth Service projects. Provision of assistance in the monitoring and report on the implementation of National Youth Service and EPWP. Effective management support of the component. Extent and efficiency of managed budget. Ensure that process will reached the proposed dead line on time. Assist in monitoring performance of staff the current projects and check for improvement. 

ENQUIRIES
:
Mr M Liew Kie Song, (012) 337 2289

APPLICATIONS
:
The Director-General, Department of Public Works Private Bag X65, Pretoria, 0001 or Hand delivered 124 Church Street, Poyntons Building, Pretoria

FOR ATTENTION
:
Mr SC Zaba

NOTE
:
It will be expected of the candidate to sign a performance agreement and be subjected to security clearance.

POST16/55
:
DEPUTY DIRECTOR EPWP (X2 POSTS) DATA ANALYSES AND RESEARCH REF 2007/320

SALARY
:
All inclusive salary package of R343 257 per annum. 

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A Tertiary qualification in Social Science or relevant qualification. Experience in research environment. Willing to travel and adapt works schedule in accordance with office requirements. Knowledge in Promotion of Access to Information Act, minimum Information Security Act, research Methodologies frameworks, Construction Industry and PFMA. A candidate must have the following skills: Research, Investigative, Project Management, Financial Administration and database administration. Ability to interpret data.  

DUTIES
:
Ensure that there is enough and trained capacity in research projects. Establish and maintain research methodologies and tools. Research on best practice of research tools and methodologies. Source information related to evaluations of EPWP projects. Analyse and recommendations of researched data. Compile a database for record keeping of research data. 

ENQUIRIES
:
Mr S Henderson, Tel (012) 337 2732

APPLICATIONS
:
The Director-General, Department of Public Works Private Bag X65, Pretoria, 0001 or Hand delivered 124 Church Street, Poyntons Building, Pretoria

FOR ATTENTION
:
Mr SC Zaba

NOTE
:
It will be expected of the candidate to sign a performance agreement and be subjected to security clearance.

POST 16/56
:
DEPUTY DIRECTOR EPWP GEOGRAPHICAL INFORMATION SYSTEMS Ref 2007/324 

SALARY
:
All inclusive salary package of R343 257 per annum. 

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A Tertiary qualification in any of the following fields: Geography, Demography, Cartography, Town Planning or Photogrammetry with proven extensive experience in any of the fields. Relevant experience in the Geographical Information Systems environment is required. A valid driver’s licence and willing to adapt schedule in accordance with professional requirements. Knowledge of System development as it relates to GIS, EPWP framework for monitoring and evaluation, Administration of Service Level Agreements, procurement processes and data interpretation. A Candidate must have the following skills: Project Management, Report writing, decision making, Presentation and training and Motivational 

DUTIES
:
Manage accurate and fundamental geographic data and metadata. Facilitate the maintenance of the geographic database. Manage Service Level Agreement. Provide communication and training services to clients. Provide survey reports through the production of maps based on evaluation of data. Collaboration with National, Provincial and local Bodies and Structures. Manage service delivery of contractors and service providers. 

ENQUIRIES
:
Mr S Henderson, Tel (012) 337 2732

APPLICATIONS
:
The Director-General, Department of Public Works Private Bag X65, Pretoria, 0001 or Hand delivered 124 Church Street, Poyntons Building, Pretoria

FOR ATTENTION
:
Mr SC Zaba

NOTE
:
It will be expected of the candidate to sign a performance agreement and be subjected to security clearance.

POST 16/57
:
DEPUTY DIRECTOR EPWP INFRUSTRUCTURE AND ECONOMIC DEVELOPMENT REF 2007/325

SALARY
:
All inclusive salary package of R343 257 per annum. 

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A Tertiary qualification in Environmental Conversation or Tourism Management Science. Relevant experience in Public Sector Management. Extensive traveling and have a valid driver’s licence. Knowledge of Governments environment sector programme, Environment Impact Management, Strategic and Financial Management, Labour intensive environment technology and Change Management. Understanding of South African environment services and monitoring systems. He/She must have the following skills: Research, Programme and Project management, Designing. 

DUTIES
:
Management of the implementation of Infrastructure and Economic factors in EPWP reporting systems. Coordination of Infrastructure and Economic in Department with Sector Department and Stakeholders. Compilation of management reports on the progress on conclusion of Infrastructure and economic factors on the reporting system. Manage the allocation of human resource in the implementation and monitoring of infrastructure and economic development. Compile financial reports on monitoring of social environmental factors on the implementation of EPWP. 

ENQUIRIES
:
Mr S Henderson, Tel (012) 337 2732

APPLICATIONS
:
The Director-General, Department of Public Works Private Bag X65, Pretoria, 0001 or Hand delivered 124 Church Street, Poyntons Building, Pretoria

FOR ATTENTION
:
Mr SC Zaba

NOTE
:
It will be expected of the candidate to sign a performance agreement and be subjected to security clearance.

POST 16/58
:
DEPUTY DIRECTOR EPWP DATA MONITORING AND EVALUATION CAPACITY BUILDING REF 2007/321

SALARY
:
All inclusive salary package of R343 257 per annum. 

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A Tertiary qualification in Human Resource Development or Social Science with Extensive relevant experience in monitoring and evaluation. Knowledge of Skills Development Act, South African Qualifications Authority Acts, PFMA, Financial Management, Code of Good Practice for Special Works Programme, SAQA/NQF/SETA framework, Development of learnership and internship, Training sector and FET Sector. A Candidate must have the following skills:  Strategic Management, Tender Processes, Programme and Project Management, Decision Making, Financial Administration. A valid driver’s licence. 

DUTIES
:
Development and implementation of training strategies in support of data monitoring and evaluation of EPWP reporting System. Facilitate training processes to enhance capacity building on data monitoring and evaluation. Management of training budget allocated to the unit. Liaise with training providers on matters pertaining to data monitoring and evaluation capacity building. Organise financing and assess the effectiveness of training provided.

ENQUIRIES
:
Mr S Henderson, Tel (012) 337 2732

APPLICATIONS
:
The Director-General, Department of Public Works Private Bag X65, Pretoria, 0001 or Hand delivered 124 Church Street, Poyntons Building, Pretoria

FOR ATTENTION
:
Mr SC Zaba

POST 16/59
:
DEPUTY DIRECTOR EPWP (X2 POSTS) DATA MANAGEMENT REF 200/322
SALARY
:
All inclusive salary package of R343 257 per annum. 

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A Tertiary qualification in Information Technology or Statistical Analyses and Interpretation. Extensive relevant experience related to system development, joint application development or related fields. Knowledge of Computer programming, Data Modelling, System Development, EPWP and framework for its evaluation, Administration Service Level Agreements, Procurement Processes and Multivariate analyses. A candidate must be willing to adapt to work schedule in accordance with professional requirements. He/She must have the following skills: database management, joint application, project management, report writing and decision making skills

DUTIES
:
Compilation of detailed specification for development of Data Management reporting system. Development, implementation, maintenance and monitoring of Data Management reporting system. Effective management of the Database Server. Communicate required metadata for indicators in automated reporting system. Ensure adequate data on the server. 

ENQUIRIES
:
Mr S Henderson, Tel (012) 337 2732

APPLICATIONS
:
The Director-General, Department of Public Works Private Bag X65, Pretoria, 0001 or Hand delivered 124 Church Street, Poyntons Building, Pretoria

FOR ATTENTION
:
Mr SC Zaba

POST 16/60
:
DEPUTY DIRECTOR EPWP (X2 POSTS) DATA ANALYSES AND RESEARCH REF 2007/320 

SALARY
:
All inclusive salary package of R343 257 per annum. 

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A Tertiary qualification in Social Science or relevant qualification. Experience in research environment. Willing to travel and adapt works schedule in accordance with office requirements. Knowledge in Promotion of Access to Information Act, minimum Information Security Act, research Methodologies frameworks, Construction Industry and PFMA. A candidate must have the following skills: Research, Investigative, Project Management, Financial Administration and database administration. Ability to interpret data.  

DUTIES
:
Ensure that there is enough and trained capacity in research projects. Establish and maintain research methodologies and tools. Research on best practice of research tools and methodologies. Source information related to evaluations of EPWP projects. Analyse and recommendations of researched data. Compile a database for record keeping of research data. 

ENQUIRIES
:
Mr S Henderson Tel (012) 337 2732
APPLICATIONS
:
The Director-General, Department of Public Works Private Bag X65, Pretoria, 0001 or Hand delivered 124 Church  Street, Poyntons Building, Pretoria

FOR ATTENTION
:
Mr SC Zaba

POST 16/61
:
DEPUTY DIRECTOR EPWP SOCIAL AND ENVIRONMENT MONITORING AND EVALUATION REF 2007/328

SALARY
:
All inclusive salary package of R343 257 per annum. 

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A Tertiary qualification in environment Conservation or Environmental Management Science with relevant experience in Public Sector Management. Knowledge of Strategic Management, Financial Management, Environmental Impact Management, Change Management and Labour Intensive environmental services. Knowledge and exposure to rural and urban development. Understanding of South African environmental Services. Willing to travel extensive and have a valid driver’s licence. A candidate must have the following skills: Research, Programme and Project Management, Design and Decision Making. 

DUTIES
:
Management of the implementation of Social and Environment factors in EPWP. Coordinate Social Environment Sector in the Department with Sector Departments and stakeholders. Compilation of management reports on the progress on conclusion of social environment factors on the implementation. Monitor and control financial resources allocated to the monitoring of inclusion of social factors in the implementation of EPWP. Prepare and submit reports to relevant stakeholders with the sector reflecting combined inputs from participating Departments and stakeholders.

ENQUIRIES
:
Mr S Henderson, Tel (012) 337 2732

APPLICATIONS
:
The Director-General, Department of Public Works Private Bag X65, Pretoria, 0001 or Hand delivered 124 Church Street, Poyntons Building, Pretoria

FOR ATTENTION
:
Mr SC Zaba

POST 16/62
:
DEPUTY Director: EPWP (X9 POSTS) training co-ordinator Ref 2007/346
SALARY
:
All inclusive salary of R343 257 per annum

CENTRE
:
Eastern Cape Province Ref 2007346A Free State Province Ref 2007/346B

Gauteng Province Ref 2007/346C Limpopo Province Ref 2007/346D Kwazulu Natal Province Ref 2007/346E Mpumalanga Province Ref 2007/346F

Northern Cape Province Ref 2007/346G

North West Province Ref 2007/346H

Western Cape Province Ref 2007/346I

REQUIREMENTS
:
Tertiary qualification in Human Resource Development or related qualification. Relevant training management and management experience. Knowledge in Disciplinary procedures, Communications and Human Resource Management. A candidate must have the following sills: Analytical Thinking, Training, Decision-Making, Research methodology, Report Writing, Policy Interpretation, Project Management and Facilitation. A valid driver’s licence and willing to travel extensively. Ability to work under stressful situations. 

DUTIES
:
Develop and organise training interventions Plan training intervention with project implementers. Consult with DOL and other stakeholders on training solution. Liaise with Accredited Training Organisations. Compile database of service providers. Plan and organise the implementation of training. Manage invitation to trainees and services providers provide technical support to training reports. Respond to training related queries. Compile training reports. 

ENQUIRIES
:
Mr I Akhalwaya, Tel (012) 337 2176

APPLICATIONS
:
The Director-General, Department of Public Works, Private Bag X65, Pretoria, 0001, or Hand delivered 124 Church Street, Poyntons Building, Pretoria

FOR ATTENTION
:
Mr SC Zaba

POST 16/63
:
DEPUTY Director: EPWP PUBLIC RELATIONS Ref 2007/347
SALARY
:
All inclusive salary package of R343 257 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
Tertiary qualification in Communication or related qualification with relevant working experience in Communication environment. Knowledge in Integrated marketing communication management and application and in Marketing principles and research. He/She must have the following skills: Good management and report writing, Financial administration, Decision-making and Project Management and research methodology. Ability to work independently and work effectively and efficiently under sustained pressure.

DUTIES
:
Effective management of the media and public events. Implement integrated marketing and communication strategy. Assist with alignment of departmental and ministers programmes. Source and provide information related to public events to stakeholders. Develop relations with targeted media on programmes. Compile reports on the management of Public events. Respond correctly and timeous to negative press. Develop communication tools and provide proactive and reactive contribution to the media. Establish and maintain relationships with key role players. 

ENQUIRIES
:
Mr I Akhalwaya, Tel (012) 337 2176

APPLICATIONS
:
The Director-General, Department of Public Works, Private Bag X65, Pretoria, 0001, or Hand delivered 124 Church Street, Poyntons Building, Pretoria

FOR ATTENTION
:
Mr SC Zaba

POST 16/64
:
DEPUTY DIRECTOR: EPWP MARKETING REF 2007/331
SALARY
:
All inclusive salary of R343 257 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS:
:
Tertiary qualification in communication or related qualification in marketing. Relevant working experience. She/He must have knowledge of integrated marketing communication management and application and marketing principles and research. She/ He must have the following skills:  management, sound analytical and problem identification and solving, research methodology, financial administration and project management.

DUTIES
:
Communicate with implementers to identify marketing needs, develop efficient procurement and delivery system for marketing and branding tools, assist with coordination of departmental and ministerial programmes, provide progress reports on activities of marketing, assist with budget and expenditure inputs, promote EPWP brand and corporate identify, monitor compliance to brand and corporate identity guideline, establish and maintain relationships with key role players and provide to the development and implementation of communication strategies 

ENQUIRIES
:
Mr S Henderson, Tel 012 337 2732

APPLICATIONS
:
The Director-General, Department of Public Works, Private Bag X65, Pretoria, 0001, or Hand delivered 124 Church Street, Poyntons Building, Pretoria

FOR ATTENTION
:
Mr SC Zaba

POST 16/65
:
DEPUTY Director: EPWP KNOWLEDGE MANAGEMENT AND RESEARCH REF 2007/350

SALARY
:
All-inclusive salary of R343 257 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
Tertiary qualification in Information systems/ Information management or related qualifications in built environment. Extensive years of experience in Information Management environment. Knowledge in Risk Management, Fundamental economics and departmental standards, functioning of national, provincial and local government. He/She must have the following skills: Marketing and liaison, Advanced reporting, Research methodologies, financial Administration, Project management, Negotiation, Motivational and Influencing. Able to establish and maintain personal networks. Ability to meet deadlines whilst delivering excellent results. 

DUTIES
:
To develop and implement strategies and policies aimed at creating knowledge, information sharing and promoting culture of learning. Define, establish and develop knowledge Management frameworks. Consult research and review on best practices of Knowledge Management frameworks. Ensure the alignment of activities with the departmental strategic goals and objectives. The effective management and coordination of Knowledge activities. Ensure that Knowledge Management systems are based on stakeholders. Develop a Knowledge centre on general information on the government. To conduct and embark on research activities on an adhoc basis 

ENQUIRIES
:
Mr I Akhalwaya, Tel 012 337 2176

APPLICATIONS
:
The Director-General, Department of Public Works, Private Bag X65, Pretoria, 0001, or Hand delivered 124 Church Street, Poyntons Building, Pretoria

FOR ATTENTION
:
Mr SC Zaba

POST 16/66
:
DEPUTY DIRECTOR EPWP (X2 POSTS) LARGE PROJECTS REF 2007/326
SALARY
:
All inclusive salary package of R343 257 per annum. 

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A Tertiary qualification in Project Management/ Administration or related qualification in built environment. Extensive relevant experience in project management. Knowledge of construction industry, Structure and functioning of the Department and Government, Labour-intensive construction methods and able to research. A Candidate must have the following skills: Advanced report writing, Research Methodology, Financial Administration and Programme and executive management, Policy formulation. Willing to travel and have a valid drive’s licence.

DUTIES
:
Provisioning of support in the management of large projects. Provision of assistance in monitoring and report on the implementation of the projects. Provision of assistance in the management of the component. Extent and efficiency of managed budget. Manage relationships with external stakeholders. Assist in that work procedures and methods of the component are correctly followed. Managing the budget of the component effectively and provide budgets inputs. 

ENQUIRIES
:
Mr M Liew Kie Song Tel, 012 337 2289

APPLICATIONS
:
The Director-General, Department of Public Works Private Bag X65, Pretoria, 0001 or Hand delivered 124 Church Street, Poyntons Building, Pretoria

FOR ATTENTION
:
Mr SC Zaba

POST 16/67
:
DEPUTY DIRECTOR EPWP PROVINCIAL ROADS PROGRAMME REF 2007/327

SALARY
:
All inclusive salary package of R343 257 per annum. 

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A Tertiary qualification in Social and Human Science or related qualification with relevant experience in built environment. Knowledge of Construction Industry, Labour-Intensive construction methods, Structure and functioning of the Development and Government, Programme Design and Management. A candidate must have the following skills: Advanced Report Writing, Policy Formulation, Financial Administration, Motivational, Influencing, programme and management and Project management. Willing to adapt in work schedule in accordance with professional requirement, have a valid driver’s licence and traveling extensive. 

DUTIES
:
Assist in the developing and formulation strategy on efficient management of programme. Support in identifying areas that need upgrading and managing relationships with external stakeholders especially Department of Transport, National Treasury and the Presidency. Assist in increasing on labour-intensity of government road infrastructure activities and municipalities with the planning, design and implementation local labour-intensive road construction. Support the facilitation of management and implementation of the project. Assist in monitoring the performance of road authorities on EPWP, report on provincial roads programme and compiling feedback on roads programme. Ensuring that all provinces use roads budgets to contribute to the EPWP to their full potential. 

ENQUIRIES
:
Mr M Liew Kie Song, Tel 012 337 2289

APPLICATIONS
:
The Director-General, Department of Public Works Private Bag X65, Pretoria, 0001 or Hand delivered 124 Church Street, Poyntons Building, Pretoria

FOR ATTENTION
:
Mr SC Zaba

POST 16/68
:
DEPUTY DIRECTOR: EPWP WASTE MANAGEMENT REF 2007/330
SALARY
:
All inclusive salary of R 343 257 per annum

CENTRE
:
Gauteng Province Ref 2007/330A



Free State Province Ref 2007/330B



Kwazulu-Natal Ref 2007/330C

REQUIREMENTS
:
Tertiary qualification in Environmental Science/ or related qualification. Relevant working experience in built environment. She/He must have knowledge of EPWP strategic goals, environment related legislations, policies and regulations. People management and empowerment. She/ He must have the following skills management skills:  sound analytical and problem identification and solving skill, research methodology, financial administration and project management and advanced report writing.  

DUTIES
:
Assist stakeholders in developing work plans for the Waste Management Initiatives, establish effective interventions to maximise implementation of EPWP projects in the Environment and Culture Sector in the provinces, work closely with lead provincial department and member departments to improve activities of the Environment and Culture Sector, facilitate identification and implantation of expansion areas and best practice in the provinces, facilitate the development of the provincial sector plans and implementation plans, facilitate successful implementation of the Waste Management Initiatives in the municipal level, provide reports to managing bodies and relevant stakeholders and support to environment and culture sector in provinces. 

ENQUIRIES
:
Mr I Akhalwaya, Tel (012) 337 2176

APPLICATIONS
:
The Director-General, Department of Public Works Private Bag X65, Pretoria, 0001 or Hand delivered 124 Church Street, Poyntons Building, Pretoria

FOR ATTENTION
:
Mr SC Zaba

NOTE
:
Please specify your reference number in your application according to your preferred province

POST 16/69
:
ASSISTANT Director: EPWP Marketing Ref 2007/349
SALARY
:
R183 084 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
Tertiary qualification in Communication or relevant qualification. Relevant experience in communication and marketing. Knowledge in Integrated marketing communication management and application, Marketing principles and research. He/She must have the following skills: Management, Report writing, Financial administration, decision making and supervisory and project management. Ability to work independently and work effectively and efficiently under sustained pressure and willing to travel. 

DUTIES
:
Participate in the strategic planning of marketing and positioning initiatives. Generate ideas and initiate projects. Coordinate branding of EPWP projects and events on requests. Assist with measuring the effectiveness of marketing of marketing initiatives. Submit marketing reports. Administrate employment related processes of staff. Support the financial administrative processes of the section. Compile financial reports and monthly budgets. 

ENQUIRIES
:
Mr I Akhalwaya, Tel 012 337 2176

APPLICATIONS
:
The Director-General, Department of Public Works, Private Bag X65, Pretoria, 0001, or Hand delivered 124 Church Street, Poyntons Building, Pretoria

FOR ATTENTION
:
Mr SC Zaba

POST 18/70
:
PROJECT ADMINISTRATOR EPWP ENTERPRISE DEVELOPMENT: REF 2007/339

SALARY
:
R98 916 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
An appropriate NQF level 4 qualification in office administration with relevant experience. Knowledge of PFMA, Financial Administration processes and systems, Procurement processes and systems and wide range of office administration tasks. A candidate must have the following skills:  repot writing, project administration, Effective communication, General office administrative and organizational.

DUTIES
:
Contact stakeholders to establish availability. Liaise with project coordinators with regards to organising of projects. Book project venues and accommodations. Assist with compilation of material and agendas and produce briefing kits. Carry out daily site management. Administrations of attendance register. Ensure that that all issues related to the project are raised with the convening manager. Ensure that all information is passed to all interested parties. Keep tools and artifacts used by project convenors. Safe keeping of response questionnaires and project files. Collect project reports and invoices.

ENQUIRIES
:
Ms CJ Abrahams, 012 337 2302

APPLICATIONS
:
The Director-General, Department of Public Works Private Bag X65, Pretoria, 0001 or Hand delivered 124 Church Street, Poyntons Building, Pretoria

FOR ATTENTION
:
Mr SC Zaba

ANNEXURE L
DEPARTMENT OF SOCIAL DEVELOPMENT

It is our intention to promote representivity (race, gender and disability) in the Public Service through the filling of this post and candidates whose transfer/promotion/appointment will promote representivity will receive preference. An indication in this regard will facilitate the processing of applications
APPLICATIONS
:
The Director-General, Department of Social Development, Private Bag X901, Pretoria, 0001 physical address: HSRC Building, 134 Pretorius Street

FOR ATTENTION
:
Ms J Malala

NOTE
:
A curriculum vitae with a detailed description of duties and the names of two referees must accompany your application for employment. It will be required from the successful candidate to undergo a security clearance. Short listed candidates must please note that they will be required to furnish proof of original certificates of qualifications during the selection process. It is the applicant’s responsibility to have foreign qualifications evaluated by the South African Qualification Authority (SAQA). Correspondence will be limited to successful candidates only. If you have not been contacted within 3 months after the closing date of this advertisement, please accept that your application was unsuccessful.

OTHER POST

POST 16/71
:
DEPUTY DIRECTOR: STRATEGIC SUPPORT


Chief Directorate: Monitoring and Evaluation

SALARY
:
total package up to: R289 635 p.a. This inclusive remuneration package consists of a basic salary, the states’ contribution to the Government Employees Pension Fund and a flexible portion that may be structured i.t.o. the applicable rules.

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Degree (or equivalent qualification) in Information Management plus credible relevant experience in the information management field.  Knowledge of State Information Acts, Business Object Software package and SAS. Experience in managing a data warehouse. Competencies needed Information management skills. Statistical analysis skills. Data warehouse management skills. Ability to customize and target information to user requirements. Communication (written, verbal, presentation and liaison). skills  Financial management skills. Ability to function independently. Computer user knowledge Analytical and research skills. Strategic planning skills.

DUTIES
:
key responsibilities: Manage a data warehouse for social security payment data. Ensure that data is processed, screened and analysed statistically in readiness for dissemination to national and provincial managers. Oversee the dissemination of research results in a customised format to appropriate role players. Responsible for data quality on the data warehouse in terms of reliability and frequency by data quality control function. Train users on the data warehouse and in Business Object Software package. Manage the service level agreement with SITA for the maintenance and enhancements on the data warehouse.

ENQUIRIES
:
Ms R Ramokgopa tel: (012) 312-7664

CLOSING DATE
:
30 April 2007

ANNEXURE M

PROVINCIAL ADMINISTRATION: GAUTENG

GAUTENG SHARED SERVICES CENTRE

APPLICATIONS
:
Gauteng Shared Service Centre, 77 Fox Street Johannesburg or posted to Private Bag X 114, Marshalltown 2107 or contact the GSSC Call Centre on 355-2222 

OTHER POST

POST 16/72
:
RISK AND ESCALATION SPECIALIST(2 POSTS) REF NO 70041774


Directorate: Procurement

SALARY
:
R183 084 - R212 550 per annum (plus benefits)

CENTRE
:
Johannesburg 

REQUIREMENTS
:
A relevant financial degree with a strong emphasis on Economics, Accounting & Costing analysis or equivalent qualification. At least five years experience in financial analysis, ratios and economic analysis. Experience and understanding of the South African marketplace. Managerial and leadership experience, understanding and exposure to Public sector would be advantageous. Analytical, decision making, negotiation, problem solving, communication, facilitation and presentation skills.

DUTIES
:
Responsible for conducting financial evaluations on all complex procurement tenders and requests for price adjustments. Assisting the Purchasing and Tender team in drawing up contracts which minimizes financial risk and exposure to price escalations. Responsible for the development and implementation of financial models and approaches which can be used by the tender team. To conduct financial and ratio analysis on financial statements as part of the vendor pre-qualification and accreditation process. Rendering of training and conducting presentations in line with new developments and knowledge accumulation. Analysis of production and performance reports and preparation of report for management pack. Working closely with the BEE training team regarding financial escalation training. Reduce GPG and GSSC financial risk and exposure. To improve the robustness and credibility of pre-qualification and accreditation process. To develop and implement robust financial models.

ENQUIRIES
:
Joel Motsai Tel (011) 689 6323

CLOSING DATE
:
04 May 2007

DEPARTMENT OF HEALTH

APPLICATIONS
:
Gauteng Shared Service Centre, 77 Fox Street Johannesburg or posted to Private Bag X 114, Marshalltown 2107 or contact the GSSC Call Centre on 355-2222 

MANAGEMENT ECHELON

POST 16/73
:
PRINCIPAL SPECIALIST REF. NO.70041832


Directorate: Paediatrics

SALARY
:
R502 725 per annum (all inclusive package)

CENTRE
:
Coronation Hospital

REQUIREMENTS
:
Registration with the HPCSA as a specialist in Paediatrics, Practising as a specialist for at least five (5) years. Have extensive experience in all aspects of HIV management in children. This includes prevention of mother to child transmission programs, management of anti-retroviral treatment and in-patient management of severe opportunistic infections.

DUTIES
:
The successful candidate will manage the HIV unit. The paediatric department forms part of the teaching and training department of the University of Witwatersrand and the successful candidate should be experienced in undergraduate and postgraduate teaching and research. The successful candidate should have the necessary experience and skills in administration that accompany a senior position. The applicant should preferably be prepared to subscribe to the commuted overtime program for consultants in the paediatric department.

ENQUIRIES
:
Prof. KD Bolton Tel: (011) 470 9100

CLOSING DATE
:
11 May  2007
OTHER POSTS

POST 16/74
:
MEDICAL PRACTITIONER ( ARV) REF NO : 70041674


Directorate: Medical Department

SALARY
:
R 289 635 per annum (Inclusive package)

CENTRE
:
Far East Rand Hospital

REQUIREMENTS 
:
Registration with the HPCSA as a Medical Officer. Knowledge of HIV & ADIS, STI & TB with all related programs.

DUTIES
:
Drive the implementation of HIV / AIDS/ STI/ TB activities in the institution. Implement the comprehensive care management of HIV positive patients with emphasis on Anti Retroviral Therapy programme. Work with Clinicians of other disciplines. Be prepared to work commuted overtime.

ENQUIRIES
:
Dr Ngcwabe, Tel (011) 812 8311

CLOSING DATE
:
16 May 2007

POST 16/75
:
MEDICAL PRACTITIONER ( CASUALTY ) REF NO : 70041675


Directorate: Medical Department

SALARY
:
R183 084 per annum (plus benefits)

CENTRE
:
Far East Rand Hospital

REQUIREMENTS 
:
Registration with the HPCSA as a Medical Officer. Experience in Casualties.

DUTIES
:
Clinical service delivery in Casualty. Provide preventative health intervention. Maintain emergency services after hours and to actively participate in quality improvement.

ENQUIRIES
:
Dr Ngcwabe, Tel (011) 812 8311

CLOSING DATE
:
16 May 2007

POST 16/76
:
MEDICAL PRACTITIONER (PAEDS) REF NO : 70041776


Directorate: Medical Department

SALARY
:
R183 084 per annum (plus benefits)

CENTRE
:
Far East Rand Hospital

REQUIREMENTS
:
Registration with the HPCSA as a Medical Officer. Experience in Paediatrics.

DUTIES
:
Clinical service delivery including out -patients and in –patients. Provide preventative health. Maintain emergency services after hours and to actively participate in quality improvement.

ENQUIRIES
:
Dr Ngcwabe, Tel (011) 812 8311

CLOSING DATE

:
16 May 2007 

POST 16/77
:
MIDDLE MANAGER REF. NO.70041829


Directorate: Dietetics

SALARY
:
R146 685 per annum (plus benefits)

CENTRE
:
Coronation Hospital

REQUIREMENTS
:
Relevant degree or post graduate diploma in dietetics: B.SC/B degree in dietetics: 4 Years integrated or ¾ plus 1year diploma. Registration with the HPCSA and in possession of current registration. Minimum 10-12 years paediatric clinical experience, keen interest in paediatrics, HR and financial management. Report writing skills. Ability to work in team. Experience in the management of a dietetic department. Computer literacy (MS words, Excel and PowerPoint).

DUTIES
:
Formulate clinical dietetics strategies, policies and monitor the department’s performance to ensure that the mission and the goals are achieved. Management of department. Quality assurance. Financial management Personnel utilization. Research and professional promotion.

ENQUIRIES
:
Dr. ER Masilela Tel: (011) 470 9031

CLOSING DATE
:
11 May 2007

POSTS 16/78
:
CHIEF PROFESSIONAL NURSE (12 POSTS) REF NO: 70041769

SALARY
:
R122 841 per annum (plus benefits)

CENTRE
:
Skinner CHC, Pretoria

REQUIREMENTS
:
Diploma in General Nursing, Midwife and community Services.  Registration at SANC and proof of 2007 receipt licence to practice.

DUTIES
:
Deliver a comprehensive health care service at the clinic level.  Ensure effective management and best practice and implement of Batho Pele Principles.   Willing to take initiative to implement and support health policies.  Budget control, management, rotate and extended hours. 

ENQUIRIES
:
Ms. G.Julies Tel (012) 303 9180 or 082 370 8058

FOR ATTENTION
:
Mr. Bradley Ramrock

CLOSING DATE
:
26 April 2007

POSTS 16/79
:
SENIOR HUMAN RESOURCE OFFICER REF NO: 70041764
SALARY
:
R122 841 per annum (plus benefits)

CENTRE
:
Region C

REQUIREMENTS
:
Appropriate three year Diploma/ Degree or and grade 12 certificate with relevant experience in HR.  Know ledge, understanding of the relevant legislative and regulatory framework, communication, interpersonal, problem solving and computer skills.  Ability to work under pressure, organizing and planning. Sound knowledge of PERSAL, knowledge and understanding of PMDS and Employment Equity act, knowledge of SMS structure and knowledge of PILIR.

DUTIES
:
Implementation of effective PMDS within the region, ensure that employees sign their performance contract.  Assist line managers with recruitment and selection processes; identify areas of improvement in the establishment management in line with the best HR practice. Recruitment, selection, placement, probation management, identify and report on problem solving initiatives.  Implementation of effective human resource management policies and practices. To follow on all HR issues with the GSSC, maintenance of regional staff establishment and general management and development of staff in the section.

ENQUIRIES
:
Mr. T. Mengwai Tel (012) 303 9107

FOR ATTENTION
:
Mr. Bradley Ramrock

CLOSING DATE
:
26 April 2007

POST 16/80
:
CHIEF PROFESSIONAL NURSE (14 POSTS) REF NO: 70041682



Directorate: Nursing

SALARY
:
R122 841 per annum (plus benefits)

CENTRE
:
Sterkfontein Hospital

REQUIREMENTS
:
Current enrolment with SANC as a General and a Psychiatric Nurse. At least four years previous experience in Psychiatric Nursing. A valid driver’s licence will serve as a recommendation.

DUTIES
:
To control the identification of psychiatric patient needs for nursing care. Formulate nursing programmes for the identified needs. Implement and evaluate programmes.  Supervision and training of Professional, Enrolled and Auxiliary Nurses, Students and Cleaners. Ward Administration. Implementing and executing Therapeutic Rehabilitation Programmes. Responsible for performance appraisal and development for supervisees. Attendance of Professional Development Sessions. Adherence to Batho Pele Principles.

ENQUIRIES
:
Ms. P.D. Skea Tel (011) 951 8202

CLOSING DATE
:
23 April 2007

FOR ATTENTION
:
Bradley Ramrock
POST 16/81
:
CHIEF PROFESSIONAL NURSE REF NO: 70041986


Directorate: Professional Development and Training

SALARY
:
R122 841 – 142 617 per annum (plus benefits)

CENTRE
:
Garankuwa Nursing College

REQUIREMENTS
:
Registration with the relevant Health Profession Council as a General Nurse and Midwife. A post Basic nursing qualification plus a Nursing Education qualification. Valid driver’s license code 08. The incumbent should also be able to work under pressure and be ready to travel regularly. Recommendations: Experience in teaching nursing students. Computer literacy. Knowledge of outcome based education

DUTIES
:
Teach. Develop and review curricula. Accompany students to clinical areas. Participate in policy development and implementation. Planning academic programs. Participate in and encourage research

ENQUIRIES
:
Mrs. N.A Maringa Tel No:  (012) 560 – 0877 Ext 119

CLOSING DATE
:
10 May 2007

POST 16/82
:
CHIEF PROFESSIONAL NURSE REF NO: 70041987


Directorate: Professional Development and Training

SALARY
:
R 122 841 – 142 617 per annum (plus benefits).

CENTRE
:
Garankuwa Nursing College

REQUIREMENTS
:
Registration with the relevant Health Professional Council as a General Nurse and Midwife. A Post Basic qualification in Child Nursing Science plus a Nursing Education qualification. Valid driver’s license code 08. The incumbent should also be able to work under pressure and be ready to travel regularly. Recommendations: Experience in teaching nursing students. Computer literacy. Knowledge of outcome based education

DUTIES
:
Teach. Develop and review curricula. Accompany students to clinical areas. Participate in policy development and implementation. Planning academic programs. Participate and encourage research

ENQUIRIES
:
Mrs. N.A. Maringa Tel No:  (012) 560 – 0877 Ext 119

CLOSING DATE
:
10 May 2007

POST 16/83
:
SENIOR DIETITCIAN (2POSTS) REF NO: 70042039


Directorate: Allied

SALARY
:
R 98 916 – 114 843 per annum (plus benefits)

CENTRE
:
Tambo Memorial Hospital

REQUIREMENTS
:
Registered with HPCSA, valid drivers license, three (3) working experience. Good communication skills and able to work in a team.

DUTIES
:
Manage of therapeutic area, coordinator of ART clinic. Nutritional assessment of patients. Participate in multi – disciplinary team work. To ensure training and education about nutrition. To market and promote dietetic services. Co – ordinate clinical nutrition and Food Service management.

ENQUIRIES
:
Ms. O. M. Maleka Tel (011) 898 - 8193

CLOSING DATE
:
08 May 2007

POST 16/84
:
PROCUREMENT ADMIN OFFICER REF NO: 70042010
SALARY
:
R 98 916 per annum (plus benefits)

CENTRE
:
Kalafong Hospital

REQUIREMENTS
:
Grade 12 or equivalent Certificate with extensive provisioning experience. Recommendations: Knowledge of Procurement prescripts and procedures. Decision making skills, organizing skills, planning skills and good communication skills. Disciplinary and supervisory skills.

DUTIES
:
supervise provisioning section. Check entries on cards and the computerized system according to PAS manual. Approve requisitions for replenishment of stock. Attend budget meetings and regular departmental meetings. Train personnel on procedures. Asses for performance management and development system.

ENQUIRIES
:
Mr. M. S. Bassier Tel (012) 318 - 6732

CLOSING DATE
:
08 May 2007

POSTS 16/85
:
SENIOR PROFESSIONAL NURSE (7 POSTS) REF NO: 70041767
SALARY
:
R98 916 per annum (plus benefits)

CENTRE
:
Skinner CHC, Pretoria

REQUIREMENTS
:
Diploma in General Nursing, Midwife, Psychiatry and community Services.  Registration at SANC and proof of 2007 receipt licence to practice.

DUTIES
:
Deliver a comprehensive health care service at clinic level.  Implementation of Batho Pele Principles to ensure best practice.  District health system information by collecting and compiling data to enhance research projects.

ENQUIRIES
:
Ms. G.Julies Tel (012) 303 9180 or 082 370 8058

FOR ATTENTION
:
Mr. Bradley Ramrock

CLOSING DATE
:
26 April 2007

POSTS 16/86
:
PROFESSIONAL NURSE (2 POSTS) REF NO: 70041766
SALARY
:
R79 407 per annum (plus benefits)

CENTRE
:
Skinner CHC, Pretoria

REQUIREMENTS
:
Diploma in General Nursing and Midwife, registration at SANC and proof of 2007 receipt licence to practice.

DUTIES
:
Rendering a district health service at clinic level and community in Central sub district. Implementation of Batho Pele Principles to ensure best practice and quality service delivery. 

ENQUIRIES
:
A.G. Julies Tel (012) 303 9180 or 082 370 8058

FOR ATTENTION
:
Mr. Bradley Ramrock

CLOSING DATE
:
26 April 2007

POST 16/87
:
PROFESSIONAL NURSE (20 POSTS) REF NO: 70041683


Directorate: Nursing

SALARY
:
R79 407 per annum (plus benefits)

CENTRE
:
Sterkfontein Hospital

REQUIREMENTS
:
Current enrolment with SANC as a General and a Psychiatric Nurse. Previous experience in Psychiatric Nursing will be a recommendation.

DUTIES
:
Identify the need for nursing care. Formulate and implement nursing programmes and Health education. Supervision and training of Enrolled and Auxiliary Nurses, Students and Cleaners. Attendance of Professional Development Sessions. Ward Administration. Provide quality patients care and rehabilitation programmes within scope of practice.

ENQUIRIES
:
Ms. P.D. Skea Tel (011) 951 8202

CLOSING DATE
:
23 April 2007

FOR ATTENTION
:
Bradley Ramrock
POST 16/88
:
FINANCIAL CLERK GRADE III REF NO: 70041816


Directorate: Administration

SALARY
:
R79 407 per annum (plus benefits)

CENTRE
:
Oral and Dental Hospital, Pretoria

REQUIREMENTS
:
Senior Certificate / Grade 12 certificate or equivalent and between 5 and 10 years applicable experience. Knowledge and experience in Basic Accounting System (BAS). Knowledge and experience of the PAAB system is essential. Computer literacy in MS Office and Excel. Ability to work under pressure. Good inter personal / human relation skills. Willingness to learn. Experience in the compilation of monthly reports (e.g.) BAS / PERSAL (recon) will serve as a recommendation.

DUTIES
:
The successful candidate will be mainly responsible for: Collection and tracing of patient debt. Partly responsible for general payment and petty cash transactions. Compilation of journals. Compilation of Cash Flow, BAS / PERSAL reconciliation, Medsas, MMPI. Requesting of all relevant BAS reports. Perform other duties assigned by the supervisor. 

ENQUIRIES
:
Mev L Oelofse, Tel (012) 303 9030

CLOSING DATE
:
03 May 2007

POSTS 16/89
:
PROFESSIONAL NURSE (11 POSTS) REF NO: 70041755
SALARY
:
R79 407-R92 193 per annum (plus benefits)

CENTRE
:
Heidelberg Hospital

REQUIREMENTS
:
Registration with the SANC as a General nurse and Midwife.  Ability to work in a multi disciplinary team and comply with quality assurance.

DUTIES
:
Provide quality nursing care services and supervise nursing staff.  Ensure adherence to patient’s right charter as well as Batho Pele Principles.  Ability to work under pressure, shift work compulsory and work independently as well as team work.  Managing administration functions, utilize, empower and control personnel.

ENQUIRIES
:
Ms. L. Bodibe Tel (016) 341 12 87

FOR ATTENTION
:
Mr. Bradley Ramrock

CLOSING DATE
:
26 April 2007

POSTS 16/90
:
SENIOR ENROLLED STAFF NURSE (7 POSTS) REF NO: 70041782

SALARY
:
R64 143 per annum (plus benefits)

CENTRE
:
Skinner CHC, Pretoria

REQUIREMENTS
:
Registered as Enrolled Staff Nurse, registration with the SANC as Enrolled Staff Nurse and in receipt of a licence to practice.

DUTIES
:
Rendering a district health service in the community and primary health care clinic.  Ensure best practice implementing Batho Pele Principles.  Willing to rotate and work extended hours.

ENQUIRIES
:
Ms. G.Julies Tel (012) 303 9180 or 082 370 8058

FOR ATTENTION
:
Mr. Bradley Ramrock

CLOSING DATE
:
26 April 2007

POSTS 16/91
:
SENIOR ADMINISTRATION CLERK (INVENTORY & BAUD) REF NO:  70041760
SALARY
:
R64 143 per annum (plus benefits)

CENTRE
:
Heidelberg Hospital

REQUIREMENTS
:
Grade 12 or equivalent, experience in inventory and BAUD.  Computer literacy, knowledge of Procurement Administration Systems.

DUTIES
:
Management of inventory and BAUD, regular stocktaking, monthly reporting and repairs/ maintenance of assets.  Ordering and issuing of assets. 

ENQUIRIES
:
Mr. P.Potgieter Tel (016) 341 1209

FOR ATTENTION
:
Mr. Bradley Ramrock

CLOSING DATE
:
26 April 2007

POST 16/92
:
DRIVER REF NO.70041842


Directorate: Support

SALARY
:
R64 143 per annum(plus benefits)

CENTER
:
Coronation Hospital

REQUIREMENTS
:
Be in possession of a valid code 08 drivers licence. Must be able to read and write5-10 Years experience. Be computer literate. Thorough knowledge of the Electronic Log Sheet system. 

DUTIES
:
Supervision of drivers (complete duty roster and check attendance register).Complete log book, transport documents and authorization forms. Monitor vehicles for maintenance and defects. Attend monthly transport meetings (adhoc and regional) PMDS, Carry out all Transport duties as it arises. Reconciliation of fuel slips and GG vehicle invoices.

ENQUIRIES
:
Mr. N Daniels Tel: (011) 470 9267

CLOSING DATE
:
11 May 2007

POST 16/93
:
SECRETARY REF NO: 70041765
SALARY
:
R64 143 per annum (plus benefits)

CENTRE
:
Germiston Hospital

REQUIREMENTS
:
Senior certificate. In possession of secretarial certificate or diploma and appropriate experience. Excellent communication (verbal and written) and good interpersonal skills. Computer literacy. Ability to work independently and under pressure. 

DUTIES
:
Provide general office duties. Making and receiving telephone calls, typing of letters, memos and taking minutes. Managing the diaries of the Assistant Directors. Manage and arrange meetings. Ensure office is equipped with necessary needs and stationery. Assist in preparing of presentations. Draft routine memorandums, reports and correspondence. Maintaining efficient filing system. Compilation of monthly statistics. General administrative tasks as required. Excess staff will be given preference. (RES 7/2002)

ENQUIRIES
:
M.N. Gumbi (011) 345 1285

CLOSING DATE
:
23 pril 2007

FOR ATTENTION
:
Bradley Ramrock

POST 16/94
:
HUMAN RESOURCE CLERK GRADE II REF NO: 70041817


Directorate: Administration

SALARY
:
R64 200 per annum (plus benefits)

CENTRE
:
Oral and Dental Hospital, Pretoria

REQUIREMENTS
:
A Senior Certificate (Grade 12) and a minimum of 2 year’s  appropriate experience. Sound knowledge of all aspects of Human Resource. Computer Literacy –Excel and Word. Good communication skills (verbal and written)

DUTIES
:
The incumbent will be responsible for the following: Leave, Housing  and Appointments including sessions. Resignation  / Retirements, Transfers and  Staff Establishment. Quarterly reports, PERSAL and CORE.

ENQUIRIES
:
Mrs AC Swart, Tel (012) 303 9027

CLOSING DATE
:
03 May 2007

POST 16/95
:
SENIOR NURSING ASSISTANT (15 POSTS) REF NO: 70041680


Directorate: Nursing

SALARY
:
R64 143 per annum (plus benefits)

CENTRE
:
Sterkfontein Hospital

REQUIREMENTS
:
Current enrolment with SANC as a Nursing Assistant. At least 2 years experience in Psychiatric Nursing.

DUTIES
:
Perform nursing duties as prescribed by scope of practice. Adherence to Policies and Procedures. Ensure a clean, safe and secure environment for each patient. Adherence to Batho Pele Principles. Adherence to Policies and Procedures. Provide basic health education to patient, families and cleaners. To assist in the effective utilization, maintenance and control of equipment and supplies.

ENQUIRIES
:
Ms. P.D. Skea Tel (011) 951 8202

CLOSING DATE
:
23 April 2007

FOR ATTENTION
:
Bradley Ramrock
POST 16/96
:
SENIOR NURSING ASSISTANT (15 POSTS) REF NO: 70041678



Directorate: Nursing

SALARY
:
R54 222 per annum (plus benefits)

CENTRE
:
Sterkfontein Hospital

REQUIREMENTS
:
Current enrolment with SANC as a Nursing Assistant. Experience in Psychiatric Nursing will be a recommendation.

DUTIES
:
Perform nursing duties as prescribed by scope of practice. Adherence to Policies and Procedures. Ensure a clean, safe and secure environment for each patient. Adherence to Batho Pele Principles. Adherence to Policies and Procedures. Provide basic health education to patient, families and cleaners. To assist in the effective utilization, maintenance and control of equipment and supplies.

ENQUIRIES
:
Ms. P.D. Skea Tel (011) 951 8202

CLOSING DATE
:
23 April 2007

FOR ATTENTION
:
Bradley Ramrock
POSTS 16/97
:
ENROLLED NURSING ASSISTANT (4 POSTS) REF NO: 70041783



Directorate:  Pretoria Region C

SALARY
:
R54 222 per annum (plus benefits)

CENTRE
:
Skinner CHC Pretoria

REQUIREMENTS
:
Registered and enrolled as Nursing Assistant.  Registration with the SANC as Enrolled Nurse and in receipt of a licence practice.

DUTIES
:
Assist in rendering a quality comprehensive primary health care service.  Be willing to render extended hours and rotate.  Implement Batho Pele Principles to ensure best nursing practice in a clinic environment.

ENQUIRIES
:
Ms. G. Julies Tel (012) 303 9180 or 082 370 8058 

FOR ATTENTION
:
Mr. Bradley Ramrock

CLOSING DATE
:
26 April 2007

POST 16/98
:
DRIVER REF NO.70041841


Directorate: Support

SALARY
:
R54 222 per annum(plus benefits)

CENTRE
:
Coronation Hospital

REQUIREMENTS
:
Be in possession of a code 08 valid driver’s license. Must be able to read and write. Be prepared to work shifts.

DUTIES
:
Transporting of patients and staff to various institutions. Delivering and collecting of mail to GSSC, Central Office and other institutions. Checking all vehicles faults and immediately reporting them to the transport officer. Complete log books. Collection of blood products and delivery of specimens from/to blood bank. Maintain good work ethics and execute all transport duties as duly authorized.

ENQUIRIES
:
Mr. N Daniels Tel :( 011) 470 9267

CLOSING DATE
:
11 May 2007

POST 16/99
:
MATERIAL RECORDING CLERK (6 POSTS) REF NO.70041836


Directorate: Procurement

SALARY
:
R54 222 per annum (plus benefits)

CENTRE
:
Coronation Hospital

REQUIREMENTS
:
Grade 10/12 certificate or equivalent. Knowledge of PFMA and treasury regulations. Knowledge of PAS, SAP Baud and MEDSAS systems. Public sector experience in Procurement and organizational skills.

DUTIES
:
Responsible for ordering stock. Receiving and dispatching of stock. Prepare payment document for framework orders as well as individual payments. Reconcile invoices and accounts Liaise with GSSC, Auckland Park depot and vendors.

ENQUIRIES
:
Mr. S Sinclair, Tel: (011) 470 9204 

CLOSING DATE
:
11May 2007
POSTS 16/100
:
MATERIAL RECORDING CLERK REF NO: 70041785
SALARY
:
R46 200 per annum (plus benefits)

CENTRE
:
Tshwane District Hospital

REQUIREMENTS
:
Grade 10/12 certificate with appropriate experience. Successful completion of PAS 1 will be an added advantage. Other skills/ Requirements: Computer literacy, SAP System knowledge or supply Chain Management Policies and prescripts. PFMA and Treasury Regulations.  Good Communication, interpersonal and keeping skills.

DUTIES
:
Completion of RLS 01 and 02, procure stork through SAP system and invitation of quotation for estimate price.  Maintaining of database of suppliers and filling of procurement documentations and assist in stock taking of stores.  Liaising with GSSC for requisitions.  Compile monthly report e.g. leases of equipment and procure items through petty cash facility. Note: Permanent resident status or South African   Citizenship is essential.

ENQUIRIES
:
Ms. R. Matshili Tel (012) 354 5963

FOR ATTENTION
:
Mr. Bradley Ramrock

CLOSING DATE
:
26 April 2007

POST 16/101
:
SENIOR NURSING ASSISTANT (10 POSTS) REF NO: 70041681


Directorate: Nursing

SALARY
:
R46 200 per annum (plus benefits)

CENTRE
:
Sterkfontein Hospital

REQUIREMENTS
:
Current enrolment with SANC as a Nursing Assistant. Experience in Psychiatric Nursing will be a recommendation.

DUTIES
:
Perform nursing duties as prescribed by scope of practice. Adherence to Policies and Procedures. Ensure a clean, safe and secure environment for each patient. Adherence to Batho Pele Principles. Provide basic health education to patient, families and cleaners. To assist in the effective utilization, maintenance and control of equipment and supplies.

ENQUIRIES
:
Ms. P.D. Skea Tel (011) 951 8202

CLOSING DATE
:
23 April 2007

FOR ATTENTION
:
Bradley Ramrock
POSTS 16/102
:
CLEANER ( 2 POSTS) REF NO: 70041784
SALARY
:
R40 227 per annum (plus benefits)

CENTRE
:
Skinner CHC, Pretoria

REQUIREMENTS
:
Committed person, hard worker, good team participation and team work.  

DUTIES
:
Cleaning of clinic daily according to infections control process and guidelines.  Support other team members by rotating and working extended hours.  Use cleaning stock effectively and order on time.

ENQUIRIES
:
Ms. G.Julies Tel (012) 303 9180 or 082 370 8058

FOR ATTENTION
:
Mr. Bradley Ramrock

CLOSING DATE
:
26 April 2007

POST 16/103
:
ADMINISTRATION CLERK (NURSING) REF NO: 70042038


Directorate: Administrative

SALARY
:
R40 227 – 44 883 per annum (plus benefits)

CENTRE
:
Tambo Memorial Hospital

REQUIREMENTS
:
Grade 10 – 12 or equivalent. Computer literate and typing. Basic interpersonal relations. Data capturing and administration procedures.

DUTIES
:
Basic administrative tasks that include filing, record keeping and provide work related information. To attend all enquiries directed to the Matrons office. 

ENQUIRIES
:
Ms I. R. Masilela Tel (011) 898 - 8314

CLOSING DATE
:
08 May 2007

POST 16/104
:
MESSENGER (2 POSTS) (NURSING) REF NO: 70042012


Directorate: General and support

SALARY
:
R35 916 - 40 059 per annum (plus benefits)

CENTRE
:
Tambo Memorial Hospital

REQUIREMENTS
:
ABET – good communication skills and interpersonal skills. To be able to work under pressure.

DUTIES
:
To take messages and items to and from departments in the hospital e. g: blood bank, X – ray, Laboratory, Medical workshop, Pharmacy, Physio department and wards. Work shifts, weekends, public holidays and night duty on rotation basis. 

ENQUIRIES
:
Ms I. R. Masilela Tel (011) 898 - 8314

CLOSING DATE
:
08 May 2007

POST 16/105
:
GENERAL ASSISTANT (15 POSTS) (PHARMACY) REF NO: 70042036


Directorate: General and support

SALARY
:
R35 916 – 40 059 per annum (plus benefits)

CENTRE
:
Tambo Memorial Hospital

REQUIREMENTS
:
Physically strong person to deliver heavy goods (vacoliters boxes). Reading, writing and basic numeracy skills

DUTIES
:
Deliver pharmaceuticals vocolitres to wards and service areas within institution. Loading and off loading of boxes (some very heavy). Keep documentation of all goods delivered. Basic filling of documents. Removal of waste and cardboard boxes to designated areas.

ENQUIRIES
:
Ms J. Bartle Tel (011) 898 - 8145

CLOSING DATE
:
08 May 2007

POST 16/106
:
GENERAL ASSISTANT (2 POSTS) (NURSING) REF NO: 70042037


Directorate: General and support

SALARY
:
R35 916 – 40 059 per annum (plus benefits)

CENTRE
:
Tambo Memorial Hospital

REQUIREMENTS
:
ABET – good communication skills and interpersonal skills. To be able to work under pressure.

DUTIES
:
Perform cleaning service routines by utilizing a variety of cleaning aids. Be prepared to clean surfaces e. g. lockers, rails, benches etc. Cleaning of toilets and sluice room. Empting of bins and refilling of toilet paper towels. Assist in serving of meals. ABET – good communication skills and interpersonal skills. To be able to work under pressure. duty on rotation basis

ENQUIRIES
:
Ms I. R. Masilela Tel (011) 898 - 8314

CLOSING DATE
:
08 May 2007

DEPARTMENT OF SOCIAL AND DEVELOPMENT

APPLICATIONS
:
Gauteng Shared Service Centre, 77 Fox Street Johannesburg or posted to Private Bag X 114, Marshalltown 2107 or contact the GSSC Call Centre on Tel No: (011) 355-2222

FOR ATTENTION
:
Ms Ann Jooste

OTHER POSTS

POST 16/107
:
CHIEF PROFESSIONAL NURSE REF.NO:70041855
SALARY
:
R122 841 per annum

CENTRE
:
Van Ryn Place Of Safety (1 Post)

REQUIREMENTS
:
A relevant educational qualification with appropriate extensive experience in nursing. Registration with the South African Nursing Council as a Professional Nurse. Supervisory experience. Computer Literacy. Knowledge of Health policies/legislation. Good communication skills (written and verbal). Sound interpersonal relations. Ability to provide good customer care. Must have a valid driver’s license.

DUTIES
:
Nursing services to the children and youths in the facility. Engage in primary health care, aimed at prevention. Assess all children in the place of safety and youth in conflict with the law. Continuous assessment of children who were sexually and physically abused. Close monitoring of progress of epileptic children and those suffering from serious diseases such as heart disease, diabetes, HIV/AIDS, etc. Immediate assessment, treatment of referral of emergencies such as burns, etc. Keeping statistics. Identify trend in types of illnesses and coming up with proposals to address such. Be able to function effectively in a multi-disciplinary team.
ENQUIRIES
:
Ms. MM Morolong (011) 421-5675

CLOSING DATE
:
08 May 2007

POST 16/108
:
Social Worker, Advanced Production: (HIV/AIDS Co-ordinator) REF.NO:70041975
SALARY
:
R122 841 per annum (plus benefits)
CENTRE
:
Ekurhuleni  Region: Springs Cluster
REQUIREMENTS
:
Bachelor’s degree or equivalent qualification in Social Work. Three (3) years experience in generic social work. Registration with the South African Council for Social Service Professions. Valid Code 08 Driver’s License. Documentary proof of all qualifications and afore mentioned requirements. Conversant with Acts, Policies and Legislation pertaining to Social Welfare Services. Knowledge of Community Work and Developmental Social Work. Computer literacy in MS Word & Excel essential. Ability to co ordinate and collaborate in an inter -sect oral environment. Sound communication, interviewing, listening, problem solving, networking, advocacy, time management, conflict resolution, organisational, administrative and report writing skills. Efficiency in a variety of official languages will be an added advantage.

DUTIES
:
Assist with prioritising of funding of Welfare Services/ Programmes relating HIV/AIDS. Community Mobilisation: Facilitation of meetings, Public hearings and celebrations of National and International Days. Liaise with and maintain good relationships with stakeholders in the community. Monitor and evaluate Programmes relating to HIV/AIDS. Co ordinate training where necessary. Guide, facilitate and empower Management Committees in respect of capacity building, skills development, financial and management skills. Implementation of collaborative mechanisms by way of establishing and facilitating service provider's fora. Building partnerships and networking with all stakeholders. Activating and strengthening Inter-sectoral collaboration. Facilitate the transformation of service delivery from a curative approach to a developmental and preventative approach. Implementation of the Departments policies on operational level. Organising of own work load according to office objectives. Administrative accountability through effective record keeping. Assessment, counselling and referral services where necessary. Conduct elementary research and analyse trends pertaining to HIV/AIDS, Bana Pele, orphan hood, and distribution of school uniforms as it relates to community needs and own sphere of service delivery. Attend to Ministerial Enquiries. Prepare for and attend Panel discussions. 
ENQUIRIES
:
Ms. K Nhlapo (011) 820-0403 /



Mr. K Geyser (011) 365 9000

CLOSING DATE
:
08 M ay 2007
POST 16/109
:
SOCIAL WORKER, ADVANCED PRODUCTION (STATUTORY SERVICES: INTAKE) (2 POSTS) REF.NO:70041972

SALARY
:
R 122 841 per annum
CENTRE
:
West Rand Region: Roodepoort (1 post)



Randfontein (Intake - 1 post)
REQUIREMENTS
:
Bachelor’s degree or equivalent qualification in Social Work. Three (3) years experience in generic social work Registration with the South African Council for Social Service Professions. Valid Code 08 Driver’s License. Documentary proof of all qualifications and afore mentioned requirements. Conversant with Acts, Policies and Legislation pertaining to Social Welfare Services. Ability to co ordinate and collaborate in an inter–sectoral environment. Sound communication, interviewing, listening, problem solving, networking, advocacy, time management, conflict resolution, organisational, administrative and report writing skills. Computer literacy will be an advantage. Efficiency in a variety of official languages will be an added advantage.
DUTIES
:
Responsible for rendering of integrated Social Services to Vulnerable persons, groups and communities through all social work methods with a strong emphasis on development and outcome based programs. Intervention on all levels of service delivery i.e. early intervention, prevention, statutory intervention and continuum of care. Perform relevant administrative functions and accountability through effective record keeping. Implementation of the Departments policies on operational level. Organising of own work load according to office objectives. Assessment, counselling and referral services where necessary. Community Mobilisation. Conduct elementary research and analyse trends as it relates to community needs and own sphere of service delivery. Attend to Ministerial Enquiries. Prepare for and attend Panel discussions.
ENQUIRIES
:
Ms. L. Bux: (011) 950-7700 

CLOSING DATE
:
08 May 2007

POST 16/110
:
SENIOR ADMINISTRATIVE OFFICER: AUXILIARY SERVICES REF.NO:70041973

SALARY
:
R122 841 per annum
CENTRE
:
Johannesburg Metro Region 
REQUIREMENTS
:
An appropriate 3 year Tertiary or equivalent qualification with credible working experience in Finance, Asset Management, Risk Management, and Procurement Administration. Proven knowledge of Government Procurement procedures, Treasury Regulations and PFMA. Computer literacy with specific reference to MS Word and Excel. Good verbal, interpersonal relations and written communication skills. Valid driver’s licence. 
DUTIES
:
Supervision of Finance, Assets, Procurement sub-units. Plan, organize and co-ordinate development of staff in the Finance, Assets and Procurement sub-units. Manage Financial processes and procedures of the Region including accounts, financial planning and budgets, report budget deviations to management. Manage the updating and reporting of Regional and Cluster Asset register. Ensuring reporting of regional losses and facilitate processes. Compiling management plan for the procurement of goods and services and ensure implementation thereof. Monitor the procurement processes through the Regional Procurement report for presentation to management. Compile Regional needs analysis and advise management accordingly. Manage building maintenance processes through responsible service providers and provide progress reports. Advice management with regard to possible risks within spheres of responsibilities. Overall responsibility for the development of staff and performance management.

ENQUIRIES
:
Ms. C Tulsiram (011) 374 - 1629 

CLOSING DATE
:
08 May 2007

POST 16/111
:
ADMINISTRATIVE OFFICER: POLICY REF NO: 70041673

SALARY
:
R 98 916. 00 per annum (plus benefits)
CENTRE
:
Johannesburg, Head office
REQUIREMENTS
:
An appropriate three year degree or equivalent qualification. The following will serve as recommendations: Knowledge of public service transformation policies and processes, theory on public policy; strategic thinking, exposure to the social welfare field and a driver’s license. Ability to understand and translate the mandate of the Department into policies and programmes that make an impact; ability to translate policy to inform prioritization, allocation of resources and budgetary processes; ability to integrate information, population development information and research results into effective decision making information; experience in the management of policy; policy processes, policy research, analytic thinking, networking, facilitation, communication skills, writing skills and computer literacy. 
DUTIES
:
Assist in the effective and efficient management of policy at all levels within the Department; assist the monitoring and evaluation of policies; assist in policy advocacy processes; assist and participate in legislative processes affecting the Department; conduct policy audits and keep adequate and updated policy records. 
ENQUIRIES
:
Mrs. R Makaphela 011 298- 4701 Mr. L Xipu 011 298- 4701
CLOSING DATE
:
30 April 2007

POST 16/112
:
PROFESSIONAL NURSE RE.NO:70041974
SALARY
:
R 79 407 per annum

CENTRE
:
Van Ryn Place Of Safety 

REQUIREMENTS
:
An appropriate educational qualification in Nursing Services and 3 years experience as a Professional Nurse. Registration with the South African Nursing Council. Computer literate. Knowledge of Health policies/legislation and DSD. Good communication skills (written and verbal). Sound interpersonal relations. Ability to provide good customer care. A valid driver’s license.

DUTIES
:
The duties will amongst others include: Planning and development of health and life skills programs 24 hours standby. Community development and networking. Inter-sectoral collaboration and networking. Management of resources and implementation of control measures. Conduct research and identification of medical trends. Set norms and standards for effective service delivery. Render administrative duties. Report writing. Ability to provide good customer care. Clinical nursing of patients. Assist the Medical officer. Working within the MDT environment. Contributing to the life space intervention. Infection control/universal precautions. Training staff on health related matters/procedures. Implementation of health projects and awareness campaigns. Weekend duty/when on call. Participate in health related committees. Implementation of operational plan and Departmental priority. Participate in internal portfolio. Ability to work with special needs children. Perform Administrative duties. 

ENQUIRIES
:
Ms. MM Morolong (011) 421-5675

CLOSING DATE
:
08 May 2007

POST 16/113
:
ADMINISTRATION CLERK (2 POSTS) (FINANCIAL ADMINISTARTION) REF. NO:70041976

SALARY
:
R64 143 per annum
CENTRE
:
Head Office, Johannesburg 
REQUIREMENTS
:
Grade 12 certificate with Accounting background / appropriate Knowledge of the Financial Management System and relevant experience in finance. Skills needed: Sound time and financial management skills. Sound communication and interpersonal skills. Computer literacy and sound knowledge of Basic Accounting System (BAS). Good knowledge of the Public finance Management Act  (PFMA) and the National treasury regulation. Be Creative, self-driven, results orientated and have initiatives. Ability to drive/ manage one’s own performance towards the achievement of Department’s objectives. Driver’s license will be advantageous.

DUTIES
:
Compiling, reconciling payments, journals and receipts, clearing of ledger accounts such as S & T accounts and suspense account. Control, monitor and reconcile Petty cash. Perform the reconciliation of creditors’ and debtors files. Handle and resolve payment enquiries effectively. Assist with compilation of financial procedure manuals and the preparation and running of workshops. Liaising with Gauteng Shared Services Centre regarding financial transaction issues.

ENQUIRIES
:
Ms Y. Maddocks (011) 355 7622
CLOSING DATE
:
08  May 2007
ANNEXURE N
PROVINCIAL ADMINISTRATION:  KWAZULU-NATAL

DEPARTMENT OF TRANSPORT

The Provincial Administration of KwaZulu-Natal is an equal opportunity affirmative action employer

APPLICATIONS
:
Forward your application, quoting the relevant reference number to: Head: Transport, Human Resource Management Directorate, Private Bag X 9043, Pietermaritzburg, 3200
CLOSING DATE
:
As stipulated below each post

NOTE
:
Applications must be submitted on the prescribed Application for Employment form Z83 which must be originally signed and dated.  The Application for Employment form Z83 must be accompanied by a detailed CV and originally certified copies (not copies of certified copies) of required educational qualifications set out in the advertisement and driver’s licence (where a valid driver’s licence is a requirement).  Applicants must ensure that their CV contains all the information required in sections B and F of the Z83 if such information is not indicated on the Z83.  Failure to comply with these instructions will lead to applications being regarded as incomplete and will be disqualified.  Should an applicant wish to apply for more than one post, separate applications i.e. all the required documentation must be submitted for each post applied for. It is the applicant’s responsibility to have foreign qualifications evaluated by the South African Qualifications Authority (SAQA).  Under no circumstances will faxed applications be accepted.  Any applications received after the closing date will not be considered.  The onus is therefore on applicants to ensure that their applications are posted or hand delivered timeously.  Receipt of applications will not be acknowledged and should you have not received an invitation to attend an interview within six weeks of the date of your application, please regard your application as being unsuccessful. Please note that where experience is a requirement for the post, the successful candidate will be required to submit documentary proof of such work experience prior to assuming duty.  Enquiries should be directed to the person indicated below each post.

MANAGEMENT ECHELON

POST 16/114
:
MANAGER: POLICY AND PLANNING (REF. NO. P73/2007)
SALARY
:
Remuneration Package:  R502 725 per annum (All inclusive remuneration package, of which a portion can be structured according to the individual’s personal needs), subject to the signing of an employment contract, a performance agreement and disclosure of registrable interests
CENTRE
:
Head Office, Pietermaritzburg
REQUIREMENTS
:
*An appropriate recognized Bachelor’s Degree/National Diploma or equivalent qualification; Plus *A minimum of 3 years management experience. Knowledge, Skills, Training And Competencies Required:  * Knowledge of relevant planning legislation.  * Technical and Administrative knowledge in policy formulation and planning.  * Knowledge and experience in planning.  * Sound knowledge of Departmental policies.  * Knowledge of spheres of Government and planning initiatives.  * Knowledge of macro-economic and micro-economic models to achieve development.  * Good communication skills including the ability to negotiate effectively.  * Computer literacy.  * Presentation skills.  * Ability to manage funds in the Public Service.  * Project management skills.  * The ideal candidate should be a team orientated person who is reliable, honest, efficient, believe in openness and transparency and demonstrate integrity.  * Demonstrable experience in the built environment will be an added advantage.

DUTIES
:
* Formulate and review policies relevant to Departmental business through co-ordination with relevant sections. * Ensure dissemination of documents and policies on subject matter (catalogues) within the Department of Transport.  * Advise management in general on new relevant policy developments.  * Develop relevant planning framework for Department of Transport activities.  * Validate planning process of all sections in terms of departmental policy.  * Liaise with relevant sections of the Department in fulfilling the planning and execution obligations of the Department.  * Liaise with transversal stake holders to ensure planning co-ordination

ENQUIRIES
:
Mr J F Mlawu, Tel. No: 033 – 355 8988
FOR ATTENTION
:
Mr R Marillier
CLOSING DATE
:
03 May 2007

OTHER POSTS

POST 16/115
:
ASSISTANT MANAGER: JOB EVALUATION AND ESTABLISHMENT CONTROL (REF NO. P55/2007)

SALARY
:
R183 084 per annum
CENTRE
:
Head Office, Pietermaritzburg

REQUIREMENTS
:
*An appropriate recognised Bachelor’s Degree / National Diploma / Certificate in O & W S / Short Course in O & W S  (PSC); plus a minimum of 3 years experience in the relevant field; plus a valid Driver’s Licence (minimum code B).  Knowledge, Skills, Training And Competencies Required:  *Knowledge of Public Service Policy and Legislation, specifically those relating to Job Evaluation and Establishment Control.  *Knowledge of Public Service environment, work environment and reporting procedures.  *Computer based information systems relating to the above (e.g. Equate).  *Knowledge of strategic management and project management.  *Good verbal and written communication skills.  *Computer literacy.  *Training and facilitation skills.  *Planning, co-ordinating and organisational skills.  *Innovative / creativity skills.  *The ideal candidate should demonstrate an interest in Job Evaluation and Establishment Control, including Management Advisory Services with the ability to function independently and as part of a management team.  He / she should also be able to think systematically and analytically, be honest and have integrity and be customer orientated and approachable.

DUTIES
:
*Manage, facilitate, co-ordinate, conduct and implement the Job Evaluation process using the Equate software system and make preliminary recommendations thereon.  *Assess all posts evaluated by screening them through the Departmental Job Evaluation Unit (DJEU) before presentation to the Departmental Job Evaluation Panel (DJEP) and the Provincial Job Evaluation (PJESC) Screening Committee and the Provincial Job Evaluation Panel (PJEP).  *Advise and provide input with regard to Job Evaluation and Establishment Control and Management Advisory Services matters in the Department.  *Deal with the compilation of Job Descriptions, including the conducting of workshops thereon, the redesign jobs, ad hoc investigations relating to organisational and post establishment matters, assistance with and the drafting of organograms.  *Ensure the maintenance of Establishment Control including the creation of components / posts, compilation of statistics relating to Establishment matters, etc.

ENQUIRIES
:
Mr P Govender, Tel. No. 033-355 8764

FOR ATTENTION
:
Mrs S McCarthy
CLOSING DATE
:
04 May 2007

POST 16/116
:
SENIOR ADMINISTRATIVE OFFICER: OFFICE SERVICES (7 POSTS)

SALARY
:
R122 841 per annum 
CENTRE
:
Pietermaritzburg Regional Office (1 Post) (Ref. No. P74/2007)



Empangeni Regional Office (1 Post) (Ref. No. P75/2007)



Cost Centre: Stanger (1 Post) (Ref. No. P76/2007)



Cost Centre: Port Shepstone (1 Post) (Ref. No. P77/2007)



Cost Centre: Eshowe (1 Post) (Ref. No. P78/2007)



Cost Centre: Hluhluwe (1 Post) (Ref. No. P79/2007)



Cost Centre: Vryheid (1 Post) (Ref. No. P80/2007)

REQUIREMENTS
:
*A Senior Certificate; Plus *A minimum of 3 years clerical / administrative experience. Knowledge, Skills, Training And Competencies Required: * Knowledge policies and procedures.  * Knowledge of Office Services, Security Services and other related matters.  * Knowledge of Delegations of Authority.  * Computer literacy.  * Knowledge of Service Delivery programmes.  * Knowledge of PMDS.  * Knowledge of Disciplinary procedures.  * Knowledge of general administrative procedures.  * Planning, organizing and co-ordinating skills.  * Problem solving skills.  * Ability to make decisions.  * Ability to delegate work.  * Ability to work independently.  * Ability to work under pressure and to meet deadlines.  * Good interpersonal relations.  * Good verbal and written skills.  * Supervisory skills.  * The ideal candidate should be committed to organizational objectives / projects and programmes, must be self disciplined, dedicated, responsible, honesty and integrity, good ethical behaviour and be open and transparent.  * He / she must also be a team player who is energetic, enthusiastic, creative and innovative.

DUTIES
:
* Control and manage registry, reception / switchboard, security, cleaning services and food services personnel at Cost Centre.  * Provide help desk function, guidance and training on registry matters to support offices (RTI).  * Control and maintain departmental file records, conduct inspection and provide training with regards to record management and registry at the Cost Centre.  * Control the expenditure of ordered stock from CPS and ensure payments on BAS.  * Manage office accommodation and repairs and maintenance of office buildings.

ENQUIRIES
:
Durban Region: Mr D B Mthembu, Tel. No.: 033 – 355 8988



Pietermaritzburg Region: Ms R G Hlabisa, Tel. No.: 033 -  845 5800



Empangeni Region: Ms S Hlela, Tel. No.: 035 -  787 1442
FOR ATTENTION
:
Mr R Marillier
CLOSING DATE
:
05 May 2007

POST 16/117
:
SENIOR ADMINISTRATIVE OFFICER:  PROCUREMENT AND PROVISIONING (3 POSTS)

SALARY
:
R122 841 per annum 
CENTRE
:
Cost Centre, Pietermaritzburg (Ref No. P56/2007) 



Cost Centre, Hluhluwe (Ref No. P57/2007) 



Cost Centre, Stanger (Ref No. P58/2007) 

REQUIREMENTS
:
A Senior Certificate plus a minimum of 3 years clerical / administrative experience; plus a valid code B Driver’s Licence.  Knowledge, Skills, Training And Competencies Required:  *Knowledge of Equipment.  *Knowledge of Public Finance Management Act, Treasury Regulations, Practice Notes, Stores Procedures, Delegations, HR Matters, Labour Relations and BAS. *Knowledge of Planning, organising and co-ordinating. *Knowledge of policies and procedures.  *Ability to interpret and apply legislation and policy.  *Innovation and creativity skills.  *Problem solving skills.  *Negotiation skills.  *Planning and organising skills.  *Numeracy and Literacy skills.  *Computer literacy.  *Ability to manage systems:  BAS, Computerised Stores, PIMS *Accounting and Management skills. *The ideal candidate should be committed to organisational objectives, projects and programmes, have attention to detail, be receptive to ideas and suggestions and be loyal to the Department.  He / she should also be self disciplined, dedicated, responsible, have good interpersonal relations, be honest and have integrity, reliable and have openness and transparency.

DUTIES
:
*Checking the correctness of order-sundry payments, part-payments and requisitions in accordance with Practice Notes, Delegations and Order Manuals.  *Supervising and evaluation of sub-ordinates.  *Compiling and maintaining of Budget for the Cost Centre and Area Offices.  *Approving BAS transactions and liaise with BAS help desk.  *Dealing with enquiries from suppliers, contractors, and technical staff.  *Do Stores Inspections at Area Offices and checking of Imprest and Revenue accounts.  *Check PIMS, Stores Capturing ensure the Stock takes are carried out and reports are drawn.

ENQUIRIES
:
Cost Centre, Pietermaritzburg, Mrs G Hlabisa Tel. No.  033-8455800



Cost Centre, Hluhluwe, Mrs S Hlela, Tel No.  035-787 1442



Cost Centre, Stanger, Mr D Mthembu, Tel. NO  031-7002222
FOR ATTENTION
:
Mrs S McCarthy
CLOSING DATE
:
04 May 2007

POST 16/118
:
SENIOR ARTISAN (6 POSTS)


Note: Kindly note that this is a re-advertisement.  Applicants who applied previously and who still wish to be considered are at liberty to re-apply.

SALARY
:
R79 407 per annum
CENTRE
:
Cost Centre, Dundee: Area Office, Dundee (2 Posts) (Ref. No. P 69/2007)



Cost Centre, Dundee: Area Office, Greytown (1 Post) (Ref. No. P 70/2007)



Cost Centre, Estcourt: Area Office, Ladysmith (1 Post) (Ref. No. P 71/2007)



Cost Centre, Estcourt: Area Office, Bergville (2 Posts) (Ref. No. P 72/2007)

REQUIREMENTS
:
*A Trade Diploma in Earth moving Equipment Mechanic, Construction Plant Mechanic, Diesel Mechanic or Tractor Mechanic; plus  *A minimum of 3 years Pre-Trade Test experience on the Maintenance and repairs of Earth Moving Plants and Equipment; plus  *A valid Code C driver’s licence. Knowledge, Skills, Training And Competencies Required:  *Be able to apply mechanical knowledge and skills.  *A good knowledge of oil analysis methods.  *Knowledge of administrative procedures.  *Knowledge of safety regulations.  *Knowledge on how to drive / operate plants.  *Basic knowledge of welding, hydraulic and electrical.  *Basic literacy to read and understand manuals.  *Executing preventative maintenance services on plant skills.  *Carry out major repairs on plant skills.  *Impart skills to others.  *Ability to communicate.  *Computer literacy.  *Be an analytical problem solver.  *Hand eye coordinating skills.  *Be able to make the correct diagnosis and be able to fill in service sheets and mechanical condition reports.  *The ideal candidate should be thorough, systematic, self disciplined, dedicated, responsible and a team player.  *He / she should also be honest, innovative, energetic, enthusiastic, empathetic, trustworthy, pay attention to detail and be improvement / development orientated.

DUTIES
:
*Ensure quality mechanical repairs are executed timeously for high performance of plants, equipment and vehicles. *Execute preventative maintenance at specified intervals to eliminate breakdowns and optimize plant availability. *Perform administrative / clerical functions for the smooth operation of the depot. *Provide on job training and supervision to subordinates. *Sustain compliance with Occupational, Health and Safety Act as well as safekeeping of tools / equipment.

ENQUIRIES
:
Mr M P Ntuli, Tel. No.: 036 – 638 4456

FOR ATTENTION
:
Mr B Hornsby

CLOSING DATE
:
07 May 2007

POST 16/119
:
FIELD SUPPORT OFFICERS (22 POSTS)

SALARY
:
R79 407 per annum 
CENTRE
:
Area Office, Kokstad (Ref No. P59/2007) 



Area Office, Underberg (Ref No. P60/2007) 



Area Office, Umshwathi (2 Posts) (Ref No. P61/2007) 



Area Office, Vulindlela (5 Posts) (Ref No. P62/2007) 



Area Office, Mpumalanga (2 Posts) (Ref No. P63/2007) 



Cost Centre, Vryheid (4 Posts) (Ref No. P64/2007)



Cost Centre, Hluhluwe (Ref No. P65/2007) 



Cost Centre, Ulundi (Ref No. P66/2007) 



Cost Centre, Port Shepstone (2 Posts) (Ref No. P67/2007)



Cost Centre, Stanger (3 Posts) (Ref No. P68/2007)

REQUIREMENTS
:
*S4 Diploma in Civil Engineering or Survey Engineering or Junior Certificate and / or successful completion of the Road Works Foreman course plus 3 years experience in road maintenance / construction environment plus a valid code B Driver’s Licence * Knowledge, Skills, Training And Competencies Required:  *Knowledge of Costing system.  *Knowledge of General Admin procedures.  *Knowledge of weekly work and plant returns.  *Knowledge of Service delivery programme.  *Knowledge of Departmental reporting structure and RRTF’s.  *Knowledge of legislation/policies and procedures pertaining to Public Sector.  *Knowledge of Disciplinary procedures.  *Knowledge of PMDS.  *Planning and organizational skills.  *Ability to learn, understand and apply. *Problem solving skills. *Supervisory skills.  *Communication skills.  *Numeracy skills.  *Computer skills.

DUTIES
:
*Effective and efficient supervision, management and assessment of maintenance team.  *Efficient and regular inspection of roads.  *Efficient and effective supervision, management of Zibambele teams   *Effective and efficient management of daily work for plant and staff with the completion of the necessary forms.  *Monitor all contract work- including assisting with selections and liaison with Zibambele officer.  *Timely report losses / thefts / IOD’S and accidents and compile necessary forms / statements
ENQUIRIES
:
Pietermaritzburg Region: Mr W Bennett 033-8455800



Durban Region: Mr S Majola, 031-7002222



Empangeni Region: Mr L Mtambo, 035-7871442

FOR ATTENTION
:
Mrs S McCarthy
CLOSING DATE
:
04 May 2007

ANNEXURE O
PROVINCIAL ADMINISTRATION: MPUMALANGA PROVINCIAL LEGISLATURE

The Mpumalanga Provincial Legislature is an equal opportunity, affirmative action employer

APPLICATIONS
:
The Human Resource Manager, Mpumalanga Provincial Legislature P/Bag x 11289, Nelspruit, 1200 or Delivered to : Building No 1, Mpumalanga Government Complex, Riverside Park, Nelspruit.

CLOSING DATE
:
4 May 2007

NOTE
:
Applications must be submitted on form Z83 obtained 
from any Public Service Department and should be accompanied by certified copies of recognized qualifications, ID document and comprehensive CV. No faxed application will be considered. Applications received after the closing will not be considered. If you have not been contacted within three (3) months of the closing date of this advertisement

MANAGEMENT ECHELON

POST 16/120
:
SENIOR MANAGER: NCOP: PROGRAMMING AND LEGAL SERVICES REF: MPL/0036

SALARY
:
R502 725 per annum (Fully inclusive remuneration package) The Package is further augmented by a non-contributory group life insurance scheme of the Legislature. The Successful candidate will be required to enter into a performance agreement

CENTRE
:
Nelspruit

REQUIREMENTS
:
Qualifications/Experience Required: An LLB graduate who has been admitted to practice as an attorney. At least three years practical experience in Constitutional Law, Administrative Law, Procedural or Adjective Law and Contract/ Commercial Law. . At least three (3) years management experience. Experience in a parliamentary environment will be an advantage. Required Key Competencies: Full understanding and knowledge of all Acts that relate to the running of the Legislature, which includes the following: Privileges and Immunities Act; Payment of Members of the Legislature Act; Pensions and Medical Aid Act; Mpumalanga Provincial Legislature Services Act, Public Finance Management Act; relevant labour Legislation and tender/procurement legislation. Ability to grasp complex contractual, constitutional and procedural issues with ease. Demonstrate superior ability to interpret and relate relevant legal provisions to all stakeholders in a language that is accessible to them. Display a strong commitment to parliamentary democracy and have an in-depth understanding of parliamentary operations. Ability to write legal opinion, draft contracts, give written advice, draft rules, policies, laws and amendments. Good report writing and analytical skills. . Computer Literate .Customer service excellence: internal and external. Problem solving, organisational ability and flexibility. Teamwork and co-operation. . Goal directed and proactive

DUTIES
:
Key Performance Areas. General Legal advice to the Legislature: Assist the Speaker and the Secretary with strategic legal opinion, advice, guidance and research requests relating to the administration of the Legislature. Ensure the drafting of all required legislation for the proper functioning of the Legislature Provide advice to all Members on legal queries relating to legislative work. Procedural Advice: Ensure that all Standing Rules are in accordance with the Constitution and other relevant legislation. Assist in the interpretation and application of the Standing Rules and advice on the legality of parliamentary questions, motions, petitions and submissions. Legislation, Bills and amendments: Advise on the constitutionality of all introduced Bills. Assist Committees by drafting proposed amendments and reviewing them to confirm their legality. Assist the House and Committees by providing options on existing Acts, Bills introduced and amendments proposed. NCOP Co-ordination: Ensure the gathering of all relevant information on NCOP programme and disseminate accordingly Provide advice to the Speaker, Programming Committee, Standing Committees, Secretary and the Programme Implementation Committee relating to pertinent issues arising from the NCOP. Manage the services provided by the NCOP Liaison Office in Cape Town.  Ensure the daily tracking of NCOP meetings and activities. Programming:  Facilitate the preparation and publishing of the Provincial Programme. Liaise with the Office of the Speaker, Leader of the House regarding the programme, committees and procedural services. Management and Administration: Strategic management – preparation of strategic plans for the Unit based on identified institutional priorities; prepare business plans to inform budgetary requirements; co-ordinate and input in the development of strategic plans for committees; Assist  with internal disciplinary matters as and when required; Manage all  litigation against the Legislature. Draft and edit contracts – manage all existing contracts and update, review, negotiate and/or draft new contracts and agreements. Advise the Legislature of breaches of contracts and provide opinion on way forward. Financial management – development of Unit budgetary requirements in line with identified institutional priorities and Unit operational requirements; ensure implementation of the budget by projecting, monitoring and reporting expenditure. Management of staff and resources – fulfilling the role of managing the Legal Services Division , ensure adequate staffing, training and development and performance appraisal; ensure implementation and adherence to all institutional policies and procedures, in particular around procurement, use of equipment, administrative services.

ENQUIRIES
:
Ms KJ Mashile (013) 766 1181

ANNEXURE P
PROVINCIAL ADMINISTRATION: WESTERN CAPE

DEPARTMENT OF CULTURAL AFFAIRS AND SPORT

APPLICATIONS
:
Please submit your application via the Head of your Department, (if a public service employee) stating the reference number of the post you are applying for, to: The Head of Department, Department of Cultural Affairs and Sport Private Bag X9067 Cape Town 8000

FOR ATTENTION
:
Ms S Seconds

CLOSING DATE
:
4 May 2007

NOTE
:
The Department intends to promote representivity with the filling of the post and an indication in this regard will expedite the processing of applications. No late, fax or e-mail applications will be considered. This post was advertised previously and all candidates who applied do not need to apply again as their applications will be considered. Applications must be submitted on form Z83, obtainable from any Public Service Department, and should be accompanied by completed Curriculum Vitae, certified copies of qualifications and identity document, and the names of three referees. It will be expected of candidates to be available for selection interviews on a date, time and place as determined by the Department.

OTHER POSTS

POST 16/121
:
PRINCIPAL ARCHIVIST: TRAINING AND CLASSIFICATION SYSTEMS: RECORDS MANAGEMENT REF.NR. CLA/07/005


Western Cape Archives and Record Services

SALARY
:
R122 841 per annum
CENTRE
:
Cape Town

REQUIREMENTS
:
The formal qualification for this position is an appropriate, recognized Bachelors’ degree with History or Public Administration (or equivalent). The following will serve as recommended competencies/skills: ( a post graduate Diploma in Archival Studies ( experience and knowledge of sector of and education environment ( extensive experience in records management ( knowledge of current archival policies and legislation ( experience in the development of training course materials and training ( willingness to travel ( good verbal and written communication skills in at least two of the three official languages of the Western Cape Province of which one must be Afrikaans ( ability to work under pressure ( ability to work independently and as part of a team ( excellent problem solving skills ( computer literacy (MS Word, Excel, Internet) ( project management skills ( people management skills ( policy analysis skills ( planning and organizing skills ( presentation and public speaking skills ( negotiating and liaison skills ( administrative and managerial skills ( valid code 08 driver‘s licence. 

DUTIES
:
Key performance areas: ( The successful candidate will be responsible for: ( managing and developing course materials, expanding of training programmes, workshops and formal training courses ( training of records management staff in client bodies as well as the records managers ( control over compilation and approval of record-keeping systems for paper based and electronic records (  conducting inspections at client offices ( advise client offices on the compilation of records keeping practices ( management and supervision of staff.

ENQUIRIES
:
Miss SB George, Tel. (021) 466-8100

POST 16/122
:
PRINCIPAL ARCHIVIST: ELECTRONIC RECORDS MANAGEMENT REF.NR. CLA/07/006


Western Cape Archives and Record Services

SALARY
:
R122 841per annum
CENTRE
:
Cape Town

REQUIREMENTS
:
The formal qualification for this position is an appropriate, Bachelors’ degree in Information Management systems or related qualification. The following will serve as recommended competencies/skills: ( a post-graduate diploma in Archival studies ( knowledge of Integrated Document Management Systems is essential ( knowledge and understanding of IT facilities and IT infrastructure will be an added advantage ( extensive experience in records management ( knowledge of current Archival policies and legislation (National Archives and Records Service of South Africa Act and Provincial Archives and Records Service of the Western Cape Act) ( project planning ( experience in information management systems ( knowledgeable about electronic records management principles ( IT skills (ability to understand the use and application of computer systems and applications) ( computer literacy (MS Word, Excel and Internet)  ( willingness to travel ( good communication skills in at least two of the three official languages of the Western Cape Province ( Valid code 8 driver‘s licence ( ability to work under pressure ( ability to work independently and as part of a team ( innovative and creative ( excellent problem solving skills ( project management skills ( people management skills ( policy analysis skills

DUTIES
:
Key performance areas: ( The successful candidate will be responsible for: ( management and supervision of electronic records management staff ( assessing and facilitating compliance with conditions according to which electronic records systems are reproduced and managed ( plan and delegate  duties to subordinates  ( monitor the application of the National Archives and Records Service requirements for the management of electronic records in governmental bodies ( provide advice, guidance with regard to the management of electronic records to governmental bodies ( establish a monitoring and compliance programme with regard to the implementation of integrated document and records management systems ( liaise with ICT departments of governmental bodies ( liaise with vendors and service providers ( undertake a survey of electronic records systems in governmental bodies ( appraisal of electronic born records/electronic systems (in conjunction with appraisal section) ( liaising with and between all organs of state in the Western Cape regarding record keeping practices ( personnel management and empowerment

ENQUIRIES
:
Miss SB George, Tel. (021) 466-8100

POST 16/123
:
PRINCIPAL ARCHIVIST: APPRAISAL: RECORDS MANAGEMENT REF.NR. CLA/07/004
SALARY
:
R122 841 per annum
CENTRE
:
Cape Town

REQUIREMENTS
:
The formal qualification for this position is a recognized Bachelor’s Degree with History or Public Administration (or equivalent). The following will serve as recommended competencies/skills: ( a post/graduate diploma in Archival Studies ( Knowledge of current Archival Policies and Legislation ( Extensive experience in Records Management practices ( willingness to travel ( good verbal and written communication skills in at least two of the three official languages of the Western Province of which one must be Afrikaans ( Valid code 8 driver’s licence ( ability to work under pressure ( Valid code 8 driver’s licence ability to work independently and as part of a team ( innovative and creative ( excellent problem solving skills ( advance computer skills (MS Word, Excel and Internet) ( communication (written, verbal and liaison) skills ( people management and leadership skills ( planning and organising skills.

DUTIES
:
Key performance areas: ( The successful candidate will be responsible for: ( conducting appraisal of paper based records in client offices ( managing the disposal of records ( providing advice and guidance with regard to the disposal of public records ( establishing a monitoring and compliance program with regards to disposal of public records ( appraisal of electronic born records (in conjunction with Electronic Records Section) liaising with and between all organs of state in the Western Cape regarding records-keeping practices ( monitoring application with National and Provincial Archives Acts pertaining to disposal of records ( personnel management and empowerment.  

ENQUIRIES
:
may be directed to Ms J Hogg, Tel (021) 466 8100

DEPARTMENT OF HEALTH

In line with the Employment Equity Plan of the Department of Health it is our intention with this advertisement to achieve equity in the workplace by promoting equal opportunities and fair treatment in employment through the elimination of unfair discrimination.

NOTE
:
It will be expected of candidates to be available for selection interviews on a date, time and place as determined by the Department. Kindly note that excess personnel will receive preference.

OTHER POSTS

POST 16/124
:
PRINCIPAL PHARMACIST


Directorate: Supply Chain Management (Cape Medical Depot – Oudtshoorn Medical Sub-Depot) 

SALARY
:
R146 685 per annum (negotiable) plus a non-pensionable Scarce skills allowance of 15% of basic annual salary.

CENTRE
:
Head Office, Cape Town

REQUIREMENTS
:
Registration with the South African Pharmacy Council as Pharmacist and extensive appropriate experience. Recommendations: Computer literacy, previous logistic experience and experience with MEDSAS. Knowledge of good pharmaceutical manufacturing practice to ensure safe and high quality product. Sound human relations to be able to deal with the needs of both professional and production staff. Experience in the rank of Pharmacist.

DUTIES
:
Monitor the receipt, issuing, despatch and packing of pharmaceutical stock and ensure that the above average security measures are applied while handling it. Utilise the MEDSAS computer system to account for the incoming stock and managing it in a responsible way. Facilitate the very accurate record keeping and control over pharmaceutical stock. Successfully solving queries from demanders. Co-ordinate and assist with the training of Pharmacist’s Assistant Learners. Supervise store personnel.

ENQUIRIES
:
Mr CA Cruywagen, tel. no. (044) 272-8921 or Mr Glass, tel. no. (021) 483-2473.

APPLICATIONS
:
The Director: Human Resource Management, Department of Health, PO Box 2060, Cape Town, 8000.

FOR ATTENTION
:
Mr G Limby/Ms G Abrahams
CLOSING DATE
:
11 May 2007
POST 16/125
:
PRINCIPAL PHARMACIST


Directorate: Supply Chain Management (Cape Medical Depot – Pre-packing Unit) 

SALARY
:
R146 685 per annum plus a non-pensionable scarce skills allowance of 15% of basic annual salary.

CENTRE
:
Head Office, Cape Town

REQUIREMENTS
:
Registration with the South African Pharmacy Council as Pharmacist and extensive appropriate experience. The following will serve as Recommendations: Computer literacy, previous logistic experience and experience with MEDSAS. Knowledge of good pharmaceutical manufacturing practice to ensure safe and high quality product. Sound human relations to be able to deal with the needs of both professional and production staff. Experience in the rank of Pharmacist.

DUTIES
:
Safe and efficient re-packing of bulk medicines into patient ready packs for use in health facilities. Exercise tight control over pharmaceutical stock from the receipt to despatch as finished product to ensure no stock losses take place. Quality control through the entire process in order to provide a finished product to ensure no stock losses take place. Keep accurate records and statistics for legal and reference purposes. Co-ordinate and assist with the training of Pharmacist’s Assistant Learners. Supervise store personnel.

ENQUIRIES
:
Mr Glass, tel. no. (021) 483-2473 or Ms S Brand, tel. no (021) 483-2318.

APPLICATIONS
:
The Director: Human Resource Management, Department of Health, PO Box 2060, Cape Town, 8000.

FOR ATTENTION
:
Mr G Limby/Ms G Abrahams
CLOSING DATE
:
18 May 2007

POST 16/126
:
PRINCIPAL AUXILIARY SERVICES OFFICER (WHEELCHAIR REPAIR WORKSHOP)



(Chief Directorate: Regional Hospitals, Mental Health Services and Emergency Medical Services)

SALARY
:
R 64 143 per annum
CENTRE
:
Western Cape Rehabilitation Centre, Mitchell’s Plain

REQUIREMENTS
:
Junior (or equivalent) Certificate. Experience as a workshop manager (written proof required). Recommendations: Good basic to advanced knowledge of wheelchairs and their parts. Flexibility and willingness to assist with service delivery in different clinical areas. Good technical, observation and practical problem-solving skills. Ability to work well within a team. Good verbal and written communication skills. Good work habits – punctuality, organisation, etc. Willingness to further develop/learn human resource development skills.

DUTIES
:
Manage and develop the Wheelchair Repair Workshop functions and staff. Repair all makes of wheelchairs and mobility assertive devices. Educate and train clients and their carers in wheelchair repairs and maintenance.

ENQUIRIES
:
Mr M Cloete, tel. no. (021) 370-2373/66 

APPLICATIONS
:
The Deputy Director: Western Cape Rehabilitation Centre, Private Bag X19, Mitchell’s Plain, 7789.

FOR ATTENTION
:
Mr M McEvoy

CLOSING DATE
:
16 May 2007
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