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DATE OF ISSUE: 06 OCTOBER 2007

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

PUBLIC SERVICE VACANCY CIRCULAR NO 40 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 06 NOVEMBER 2007
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ANNEXURE A
DEPARTMENT OF AGRICULTURE

This Department Is An Equal Opportunity Affirmative Action Employer

The Department of Agriculture is committed to providing equal opportunities and practising 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 required
CLOSING DATE
:
15 October 2007

NOTE
:
● Applications must be accompanied by a signed Form Z 83 and a recent updated comprehensive CV as well as original certified copies of all qualification(s) and ID-document ● Please take note that no applications, received after the closing date of the said advertisements, will be considered ● Should you be in possession of a foreign qualification, it must be accompanied by an evaluation certificate from the South African Qualification Authority (SAQA) ● Failure to submit the requested documents will result in your application not being considered ● Please take note that all qualifications are subject to verification ● Successful candidate/s will be appointed on a probationary period of 12 months ● Correspondence will be limited to short listed candidates only ● If you have not been contacted within three (3) months after the closing date of this advertisement, please accept that your application was unsuccessful ● Please take note that all applications will be subject to reference checks ● The department reserves the right not to make any appointment in the above post(s) ● Non-SA Citizens must attach a certified copy of proof of permanent residence in South Africa ● Where applicable candidates will be subjected to a skills/knowledge test.

MANAGEMENT ECHELON

POST 40/01
:
DIRECTOR: PLANT HEALTH (REF. 429/2007)



Directorate: Plant Health
SALARY
:
Remuneration Package of R502 725 – 510 210 – 517 806 – 525 519 – 533 343 – 541 284 per annum. The inclusive remuneration package consists of a basic salary, the State’s contribution to the Government Employees Pension Fund, a medical fund and a flexible portion in terms of applicable rules. The successful candidate must enter into a performance agreement and sign an employee contract.

CENTRE
:
Pretoria

REQUIREMENTS
:
Applicants must be in possession of an appropriate recognised Bachelor of Science degree (BSc) coupled with appropriate experience ● Post graduate degree which covers the following fields: Plant Pathology or Microbiology or Virology or Entomology will be an added advantage ● Broad knowledge on plant diseases occurring in South Africa ● Knowledge of the government development objectives on priorities ● Proven leadership and high level plan health management ● Analytical skills ● High level negotiation skills ● Financial management, Human resources management and development ● Advanced policy development, formulation, interpretation and implementation ● Extensive computer user knowledge and experience. 

DUTIES
:
The successful candidate will be responsible to: Provide strategic management and leadership for the development and implementation of policies, legislations, strategies, systems and measures aimed to reduce plant risk associated with plants, plant products and regulated articles in accordance with the relevant legislation ● Provide leadership in ensuring equitable access to plant health services ● Ensure compliance with international plant health biosecurity obligations and responsibilities ● Provide leadership in prioritisation of research activities on plant health matters ● Formulate pest survey protocols, contingency plans and eradication programmes for regulated pests and establish Early warning Systems ● Formulate and facilitate the implementation of bi-lateral and multilateral plant health agreements and standards and export programmes and protocols ● Provide an effective pest risk analysis service and information protocols ● Provide an effective pest risk analysis service and information systems ● Manage delegated mandates and responsibilities and regularly report on implementation on Public Service delivery ● Manage the human resources and development of the Directorate: Plant Health according to the Public Service regulations ● Undertake efficient budgeting and expenditure control as well as procurement according to the PFMA Act, 1999, the Treasury Regulations and Departmental prescripts. 

ENQUIRIES
:
Mr. E. Rademeyer, Tel. Nr. 012-319-6502

APPLICATIONS
:
Director-General, Department of Agriculture, Directorate: Human Resources Management, Private Bag X250, PRETORIA, 0001

FOR ATTENTION
:
Ms. J.E. Smith, Room F-GF-06, Agriculture Place

NOTE
:
Preference will be given to female candidates and candidates with a disability.

POST 40/02
:
DIRECTOR: FOOD SAFETY AND QUALITY ASSURANCE (REF. 450/2007)



Directorate: Food Safety and Quality Assurance

SALARY
:
Remuneration Package of R502 725 – 510 210 – 517 806 – 525 519 – 533 343 – 541 284 per annum. The inclusive remuneration package consists of a basic salary, the State’s contribution to the Government Employees Pension Fund, a medical fund and a flexible portion in terms of applicable rules. The successful candidate must enter into a performance agreement and sign an employee contract.

CENTRE
:
Pretoria

REQUIREMENTS
:
Applicants must be in possession of a Bachelor’s degree and/or a postgraduate qualification in the Agricultural and/or Food Sciences field coupled with commensurate appropriate work and/or management experience.

DUTIES
:
The successful candidate will be responsible to: Provide strategic management and leadership for the development and implementation of policies, legislation, strategies, systems and measures aimed at the regulation and promotion of high quality agricultural products, norms and standards for food safety, and quality assurance and registration systems for agricultural inputs ● Monitor and analyse the national and international trends in the production and efficacy of registered agricultural food and production inputs in line with the need for increased competitiveness and sustainability of the South African agricultural sector ● Develop strategies to ensure the awareness and capacity of historically disadvantaged farmers, entrepreneurs and consumers in the production and us of high-quality agricultural products ● Manage an efficient system for the development, application, monitoring and administration of diverse food safety measures ● Human resources planning and management in line with the transformation policies of government, budget planning and expenditure control ● Management of delegated mandates and responsibilities ● Regularly report on implementation and Public Service delivery.

ENQUIRIES
:
Dr. B.M. Modisane, Tel. Nr. 012-319-6500

APPLICATIONS
:
Director-General, Department of Agriculture, Directorate: Human Resources Management, Private Bag X250, PRETORIA, 0001

FOR ATTENTION
:
Ms. J.E. Smith, Room F-GF-06, Agriculture Place

NOTE
:
Preference will be given to female candidates and candidates with a disability.

OTHER POSTS

POST 40/03
:
REGISTRAR: PLANT IMPROVEMENT ACT (REF. 434/2007)

SALARY
:
All inclusive package of R369 000 per annum

CENTRE
:
Directorate: Plant Production, Pretoria

REQUIREMENTS
:
B. Sc. Agric or equivalent qualification with either Agronomy, Horticulture, Plant Production or Botany as a major subject (you are requested to furnish a credit certificate and /or statement of results) ● Relevant experience and knowledge of propagation and breeding of various horticultural and agronomic crops ● Ability to interpret requirements and provisions of legislation, policies and other issues relating to plant improvement, including the Plant Improvement Act, 1976 (Act No. 53 of 1976) and other related legislation ● Good knowledge and understanding of the plant production sector in South Africa ● Policy formulation and legislation development skills ● Good communication skills (written and verbal) ● High level of planning, implementation, monitoring and evaluation skills ● Good interpersonal skills and networking skills ● Computer literacy (MS Word, Excel, Access and Power Point) ● Ability to compile documents such as submissions, letters, reports, recommendations and other line function documentation independently ● A valid Code B driver’s license and ability to drive. 

DUTIES
:
Administration of the Plant Implementation Act, 1976 (Act No. 53 of 1976) to ensure compliance in terms of the quality, varietal purity and orderly trade of plant and propagating material declared in terms of the Act ● Establishment and monitoring of certification schemes for plants and propagating material ● Development and review of legislation, policies, guidelines, norms and standards for plant improvement ● Liaise with industry and key stakeholders on issues relating to the Plant Improvement Act, 1976 ● Provide comprehensive advisory services on regulatory matters and other related issues ● Participation in the activities of national, regional and international organisations as it relates to plant improvement ● Manage the Sub-directorate: Regulatory Support with regard to finance, human resources, assets and organisational performance. 

ENQUIRIES
:
Mr. T. Ramashala, Tel. No. 012-319-6079

APPLICATIONS
:
ITP Response Handling, P.O. Box 14587, Lyttleton, 0140 or phone 0860-103-113. You may make telephonic enquiries, wherein you confirm receipt of your application, before the specific closing date.

POST 40/04
:
DEPUTY DIRECTOR: PLANT GENETIC RESOURCES (REF. 452/2007)

SALARY
:
All inclusive package of R369 000 per annum

CENTRE
:
Directorate: Genetic Resources, Pretoria

REQUIREMENTS
:
M.Sc. or M.Tech. Degree with specialisation in Botany, Genetics or sustainable management of plant genetic resources (you are requested to furnish a credit certificate and/or statement of results) ● In depth knowledge of policies, strategies, agreements and legislation relevant to the sustainable use of plant genetic resources for food and agriculture (PGRFA) ● Relevant work experience in the field of conservation (in situ or ex situ) and use (plant breeding, plant improvement, collection or characterisation) of PGRFA ● Previous management experience ● Broad knowledge of the agricultural sector in South Africa ● Ability to interpret and apply policies, international and national norms and agreements and legislation ● Good written and verbal skills ● Computer literate ● A valid Code B driver’s licence and the ability to drive. 

DUTIES
:
General management of the division plant genetic resources ● Formulate strategic outputs of the division plant genetic resources as per the priority programmes of the department ● Monitor the performance of the division plant genetic resources in terms of outputs as per strategic plan ● Contribute towards the development and implementation of policies, legislation, norms and standards on plant genetic resources management ● Draft documents as required by departmental administrative procedures and processes ● Coordinate the National Plant Genetic Resources Committee ● Liaise with key stakeholders and clients including farmers, farmer organisations, other government departments, regional and international organisations ● Ensure the implementation of the International Treaty on  Plant Genetic Resources for Food and Agriculture ● Serve as departmental representative on relevant national, regional or international technical and standard setting bodies. 

ENQUIRIES
:
Dr. J.B. Jaftha, Tel. No. 012-319-6024

APPLICATIONS
:
ITP Response Handling, P.O. Box 14587, Lyttleton, 0140 or phone 0860-103-113. You may make telephonic enquiries, wherein you confirm receipt of your application, before the specific closing date.

POST 40/05
:
AGRICULTURAL MANAGEMENT ADVISOR (REF. 453/2007)



Directorate: Food Safety and Quality Assurance



Note: This is a re-advertisement of Ref. 20/2007 and candidates who previously applied for this post are requested to re-apply.

SALARY
:
All inclusive package of R311 358 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
MSc. Agriculture Degree (Plant Pathology/Entomology) (you are requested to furnish a credit certificate and /or statement of results) with extensive research experience ● Sufficient appropriate experience in the evaluation of application for the registration of agricultural remedies (Fungicide, Insecticides and Nematicides) as well as knowledge of the regulatory system of agricultural remedies ● Sound computer skills in MS Word, MS Excel ● In possession of a Code EB driver’ licence or must be obtained within three months after date of appointment.

DUTIES
:
Evaluate application for the registration of the agricultural remedies ● Make recommendation based on sound science on the suitability/safety/efficacy of the agricultural remedies to the Registrar, Act 36 of 1947 ● Checked proposed advertisements and labels of agricultural remedies for scientific correctness ● Compile guides and provide information on registered agricultural remedies ● Develop policy guidelines, regulations and do revisions to the relevant sections of the Act ● Give inputs in the international forums and give evidence in related court cases when required ● Liaise with other government departments, research institutions and stakeholder in the agrochemical industry on regular basis.

ENQUIRIES
:
Mr. J.M. Mudzunga, Tel. No. 012-319-7303

APPLICATIONS
:
ITP Response Handling, P.O. Box 14587, Lyttleton, 0140 or phone 0860-103-113. You may make telephonic enquiries, wherein you confirm receipt of your application, before the specific closing date.

POST 40/06
:
ASSISTANT DIRECTOR: ECONOMY (AGRICULTURE) (2 X POSTS) (REF. 439/2007)



Directorate: International Trade

SALARY
:
All inclusive package of R311 358 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Three-years Bachelor’s Degree plus Honours Degree or a four-years Bachelors Degree; both options with two or more of the following subjects: Agricultural Economics, Economics, Business Economics (you are requested to furnish a credit certificate and/or statement of results) ● General macroeconomic understanding and its impact on the agriculture sector ● Good knowledge of the SA agricultural policy developments ● Good knowledge of the South African trade policy ● Good knowledge of global trade rules under the World Trade Organisation (WTO) ● Knowledge of African/European countries’ trade policies ● Good knowledge of bilateral and regional organisations in African/Europe ● Good knowledge of policy research, analysis and development processes ● Understanding of human resource management regulations including labour relations ● Understanding of financial and supply chain management prescripts, including bid procedures ● Knowledge of public service conditions ● Good verbal and written communication skills ● Negotiation skills ● Relevant experience.

DUTIES
:
Analyse agricultural trade and trade policy through the monitoring of existing policy matters and evaluate alternatives with a view to advising the Minister and departmental management on relevant policy issues ● Analyse and evaluate international developments that impact on agricultural that impact on agricultural policy and policy instruments in South Africa, while commenting and rendering advice on international events influencing agricultural policy decisions within the country ● Involved in trade negotiations and the implementation of trade agreements ● The specific area of work will focus mainly, although not exclusively on either the rest of Africa (North, East, Central and Western Africa) or Europe ● Management of the sub-directorate, which includes the supervision of employees ● Identifying and designing research projects pertaining to the above-mentioned aspects with regard to the whole agricultural sector ● Managing research projects contracted to other institutions ● Representing the department with regard to international agricultural trade relations. 

ENQUIRIES
:
Mr. L. Tswai, Tel. No. 012-319-8026/Ms. J. Letswalo, Tel. No. 012-319-8007

APPLICATIONS
:
ITP Response Handling, P.O. Box 14587, Lyttleton, 0140 or phone 0860-103-113. You may make telephonic enquiries, wherein you confirm receipt of your application, before the specific closing date.

POST 40/07
:
MARKETING OFFICER (REF. 432/2007)



Directorate: Marketing

SALARY
:
R196 815 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Bachelor’s Degree in Agriculture with a major in Agricultural Economics, Economics or Marketing and an additional qualification in training (you are requested to furnish a credit certificate and/or statement of results) ● Practical experience in co-ordinating and implementing agricultural training programme for farmers and extension officers ● Sound knowledge of farmers’ training needs on agricultural marketing ● Interpersonal and organisational skills ● Project management experience ● A valid driver’s licence.

DUTIES
:
Manage the national training programme on agricultural marketing ● Identify agricultural marketing training needs of farmers nationally ● Develop a national training programme on agricultural marketing ● Develop and distribute agricultural training materials for farmers ● Organise training sessions, workshops, and farmers’ days on agricultural marketing ● Co-ordinate the implementation of the training programme with training institutions, provincial departments, farmers’ organisations and other interested role-players ● Undertake any delegated responsibilities related to the portfolio.

ENQUIRIES
:
Ms. L. Ntshephe, Tel. No. 012-319-8071

APPLICATIONS
:
ITP Response Handling, P.O. Box 14587, Lyttleton, 0140 or phone 0860-103-113. You may make telephonic enquiries, wherein you confirm receipt of your application, before the specific closing date.

POST 40/08
:
CHIEF FOOD SAFETY AND QUALITY ASSURANCE OFFICER (REF. 451/2007)



Directorate: Food Safety and Quality Assurance

SALARY
:
R157 686 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
National Diploma or B.Agric. or B.Sc. Degree with botany, plant production/agronomy or plant protection as main subjects (you are requested to furnish a credit certificate and /or statement of results). Good communication (verbal and written) ● Knowledge in the field of quality and food safety systems, which encompass good agricultural practices/post harvest treatment/handling of grains and vegetables as well as applicable experience in the fields listed under duties below ● Computer literate (MS Word, Excel, Power Point and Access) ● Work independently and effectively under pressure ● Address meetings and gatherings with related industries ● Be prepared to travel and be in possession of a Code B driver’s licence or obtain it within three to six months after appointment date.

DUTIES
:
Draft, develop, amend, administer and interpret as well as implement sub-ordinate legislations relating to grains and vegetables as promulgated under the Agricultural Product Standards Act, 1990 (Act 119 of 1990) ● Communicate and advise the farming community and other stakeholders with regard to implementation and compliance with quality and food safety standards pertaining to grains and vegetables ● Liaise nationally and internationally in order to develop norms and standards for grains and vegetables that are informed and up to date ● Execute administrative tasks, supervise and offer training to junior employees where necessary.

ENQUIRIES
:
Mr. B. Makhafola, Tel. No. 012-319-6023

APPLICATIONS
:
ITP Response Handling, P.O. Box 14587, Lyttleton, 0140 or phone 0860-103-113. You may make telephonic enquiries, wherein you confirm receipt of your application, before the specific closing date.

POST 40/09
:
CHIEF AGRICULTURAL FOOD QUARANTINE TECHNICIAN (REF. 448/2007)


Directorate: Agricultural Product Inspection Services

SALARY
:
R157 686 per annum

CENTRE
:
Durban

REQUIREMENTS
:
Three-years National Diploma or B.Sc. Degree with at least one of the following subjects as a major: Botany, Horticulture, Food Technology/ Science, Microbiology, Viticulture, Oenology and / or Pomology (you are requested to furnish a credit certificate and /or statement of results) ● Sufficient applicable technical experience and knowledge of relevant legislation and international agreements listed in the duties hereunder ● Knowledge and experience of law enforcement, relevant industries, generic administrative procedures and supervising of staff ● Good problem solving, planning, organising, interpersonal relations, conflict handling and communication skills ● Basic skills in MS Office software ● A valid code B driver’s licence ● Conversant in English. 

DUTIES
:
Enforce the Agricultural Product Standards Act and the Liquor Products Act, related policies and international agreements to ensure that the quality and sanitary status of agricultural and liquor products comply with the prescripts ● This includes the independent planning and conducting of inspections and auditing of assignees ● Inspections include testing, sampling and evaluating agricultural products and marking requirements, the investigation of cases and administrative tasks relating to these functions ● Where applicable the sale/ movement of products will have to be prohibited and charges filed against transgressors ● Sometimes required to conduct inspections away from his/ her station as well as overnight away from his/ her station when necessary ● Render service on short notice and after hours at or away from his/ her station when necessary ● Executive administrative tasks, supervise and train staff where applicable ● Offer regulatory services pertaining other legislation and international obligations.

ENQUIRIES
:
Ms. R. Moodley, Tel. No. 031-337-2755/6

APPLICATIONS
:
ITP Response Handling, P.O. Box 14587, Lyttleton, 0140 or phone 0860-103-113. You may make telephonic enquiries, wherein you confirm receipt of your application, before the specific closing date.

POST 40/10
:
AGRICULTURAL SCIENTIST (LECTURER) (REF. 455/2007)


Directorate: Grootfontein Agricultural Development Institute

SALARY
:
R157 686 per annum

CENTRE
:
Middelburg, Eastern Cape

REQUIREMENTS
:
B.Sc. Agric. in Soil Science and/or Agronomy ● (you are requested to furnish a credit certificate and/or statement of results) ● Relevant experience in the field of soil science and/or agronomy ● Be able to lecture and assess in both English and Afrikaans ● Computer literacy (MS Word, MS Excel and MS Power Point) ● Communication and presentation skills. 

DUTIES
:
This is primarily a lecturing post with the following specific duties: Lecturing and training of students in the Higher and Further Education and Training bands in the field of soil science and agronomy ● Development of course material, study guides and skills programs ● Assistance with student affairs. Conduct research ● Supervision of employees.

ENQUIRIES
:
Mr. S. Schoonraad, Tel. No. 049-842-1113

APPLICATIONS
:
Department of Agriculture, Directorate: Grootfontein Agricultural Development Institute, Private Bag X529, Middelburg, Eastern Cape, 5900

FOR ATTENTION
:
Ms. C. Green

POST 40/11
:
SENIOR ADMINISTRATIVE OFFICER (REF.442/2007)

SALARY
:
R132 054 per annum

CENTRE
:
Directorate: Agricultural Product Inspection Services, Pretoria

REQUIREMENTS
:
Three-years Bachelor’s Degree or equivalent qualification with appropriate relevant experience or a Grade 12 certificate with extensive relevant experience ● Relevant appropriate experience in Budgeting, PFMA, Supply Chain Management, Registry services, foreign visits and supervision of personnel ● Computer literacy in MS Word and Excel ● Must be able to liaise with outside companies and archives.

DUTIES
:
Handle the operational budget for Director ● Handle Office and Division Administration ● Handle the procurement for the Director’s office and the Division Administration ● Perform a Registry services, asset control for the Director’s office and Division Administration ● Drivers support ● Messenger services ● Operator - fax machines and photocopy machines. Cleaning services ● Foreign visits ● Supervisory responsibilities ● Conduct conflict management.

ENQUIRIES
:
Ms. M. J. Nell, Tel. No. 012- 319-6354

APPLICATIONS
:
ITP Response Handling, P.O. Box 14587, Lyttleton, 0140 or phone 0860-103-113. You may make telephonic enquiries, wherein you confirm receipt of your application, before the specific closing date.

POST 40/12
:
SENIOR ADMINISTRATIVE OFFICER (REF. 441/2007)



Directorate: Veterinary Services

SALARY
:
R132 054 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Three-years Bachelors Degree or Diploma in Human Resources Management or Administration ● Appropriate relevant experience in human resources management and development ● Computer literacy (MS Word and Excel) ● A valid driver’s licence. 

DUTIES
:
Assist with the recruitment of employees within the directorate ● Training of employees ● Performance evaluation of employees ● Compile submissions.

ENQUIRIES
:
Ms. F. Makhubela, Tel. No. 012-319-7521

APPLICATIONS
:
ITP Response Handling, P.O. Box 14587, Lyttleton, 0140 or phone 0860-103-113. You may make telephonic enquiries, wherein you confirm receipt of your application, before the specific closing date.

POST 40/13
:
ASSISTANT PLANT PRODUCTION OFFICER (REF. 449/2007)



Directorate: Plant Production

SALARY
:
R106 335 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
B.Sc. Agric Degree or equivalent qualification with either Agronomy or Plant Production as a major subject (you are requested to furnish a credit certificate and /or statement of results) ● Good knowledge of production practices and trends of various grain crops grown in South Africa ● Knowledge and understanding of the South African grain sector ● Negotiation and problem solving skills ● Good communication skills (verbal and written) ● Good planning and interpersonal skills ● Computer literacy (MS Word, Excel, Access and Power Point) ● A valid Code B driver’s licence.

DUTIES
:
Participate in the development and promotion of policies and strategies to support the grain sector ● Assist with the development and promotion of sustainable production practices for grain crops grown in this country ● Participate in the development and implementation of programmes, projects and schemes aimed at improving the production of grain crops ● Render advisory services to clients on matters related to grain production ● Liaise with all stakeholders in the grain industry.

ENQUIRIES
:
Mr. S. Msibi, Tel. No. 012-319-6380

APPLICATIONS
:
ITP Response Handling, P.O. Box 14587, Lyttleton, 0140 or phone 0860-103-113. You may make telephonic enquiries, wherein you confirm receipt of your application, before the specific closing date.

POST 40/14
:
ASSISTANT PLANT PRODUCTION OFFICER (REF. 440/2007)


Directorate: Plant Production

SALARY
:
R106 335 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
B.Sc. Agric Degree or equivalent qualification with either Horticulture or Plant Production as a major subject (you are requested to furnish a credit certificate and /or statement of results) ● Good knowledge of production practices and trends of various ornamental plants grown in South Africa ● Knowledge and understanding of the South African ornamental plants section ● Negotiation and problem solving skills ● Good communication skills (verbal and written) ● Good planning and interpersonal skills ● Computer literacy (MS Word, Excel, Access and Power Point) ● A valid Code B driver’s licence.

DUTIES
:
Participate in the development and promotion of policies and strategies to support the ornamental plants sector ● Assist with the development and promotion of sustainable production practices for ornamental plants grown in this country ● Participate in the development and implementation of programmes, projects and schemes aimed at improving the production of ornamental plants ● Render advisory services to clients on matters related to production of ornamental plants ● Liaise with all stakeholders in the ornamental plants’ sector.

ENQUIRIES
:
Mr. M.J. Mahlabe, Tel. No. 012-319-6135

APPLICATIONS
:
ITP Response Handling, P.O. Box 14587, Lyttleton, 0140 or phone 0860-103-113. You may make telephonic enquiries, wherein you confirm receipt of your application, before the specific closing date.

POST 40/15
:
FARM MANAGER (REF. 445/2007)


Directorate: Grootfontein Agricultural Development Institute

SALARY
:
R85 362 per annum

CENTRE
:
Middelburg, Eastern Cape

REQUIREMENTS
:
Three-years National Diploma/ B-degree in an Agricultural Discipline ● Extensive farming experience as a foreman or farm manager ● Skills and ability to interpret/ understand policies and prescripts (e.g. Financial and Budget Management Guidelines, Supply Chain Management Guidelines, Health and Safety Related Guidelines, etc) ● Ability to work under pressure, to meet deadlines/ targets and to accept responsibility ● Communication and report writing skills ● A valid driver’s licence.

DUTIES
:
Manage the natural resources of the farm e.g. rotational grasing, burning, etc. ● Manage the day-to-day agricultural activities of the farm e.g. cultivation of land, appropriate disposal of waste material, etc. ● Implement new infrastructure projects and maintain existing infrastructure e.g. farm fences, roads, irrigation systems, buildings, animal housing, water supply systems, implements, tractors, etc. ● Perform all administrative and related functions which would include the following: Compile reports as required, manage assets of the farm, give input for budget and planning, expenditure and asset control, management, development and supervision of personnel ● Keep updated with regard to applicable prescripts, policies, procedures, technologies and new developments in the subject field and ensure implementation in the unit ● Participation in the management of contingency activities in accordance with legislation ● Provide, manage and ensure training and guidance to employees.

ENQUIRIES
:
Mr. A Elie, Tel. No. 049-842-1113

APPLICATIONS
:
Department of Agriculture, Directorate: Grootfontein Agricultural Development Institute, Private Bag X529, Middelburg, Eastern Cape, 5900

FOR ATTENTION
:
Ms. C. Green

POST 40/16
:
SENIOR ACCOUNTING CLERK (REF. 437/2007)



Directorate: Financial Administration

SALARY
:
R85 362 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Grade 12 or equivalent certificate (Accounting as a passed subject or subject towards obtainment of a degree or diploma) ● Computer literacy (MS Excel spreadsheet) ● Knowledge and experience of PERSAL and the Basic Accounting System (BAS) ● Good interpersonal and communication skills ● Problem solving skills ● Meet deadlines and accept responsibilities. Note: Shortlisted candidates will be tested on knowledge of the Public Finance Management Act 1999, (Act 1 of 1999), Treasury Regulations, Persal and Basic Accounting System functions (BAS).

DUTIES
:
Capturing PERSAL transactions ● Administrate, reconcile and maintain ledger accounts of inter-departmental claims etc ● Distribution of salary advices and salary reports, as well as subsequent follow-up work ● Reconciliations of salary records ● Administration of Garnish orders and distribution of monthly statements ● Payment of casual workers and fuel claims pertaining to subsidised vehicles ● Administration of leave without pay ● Handling of salary enquiries.

ENQUIRIES
:
Ms. A. Willms, Tel. No. 012-319-6929

APPLICATIONS
:
ITP Response Handling, P.O. Box 14587, Lyttleton, 0140 or phone 0860-103-113. You may make telephonic enquiries, wherein you confirm receipt of your application, before the specific closing date.

POST 40/17
:
SENIOR ACCOUNTING CLERK (REF. 456/2007)



Directorate: Finance

SALARY
:
R68 955 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Grade 12 or equivalent certificate (Accounting as a passed subject or as a subject towards obtainment of a degree or diploma) ● Computer literacy (MS Excel spreadsheet) ● Knowledge and experience of PERSAL and the Basic Accounting System (BAS) ● Good interpersonal and communication skills ● Problem solving skills, meet deadlines and accept responsibilities. Note: Shortlisted candidates will be tested on knowledge of the Public Finance Management Act 1999, (Act 1 of 1999), Treasury Regulations, Persal and Basic Accounting System functions (BAS).

DUTIES
:
Capturing PERSAL transactions. Administrate, reconcile and maintain ledger accounts of inter-departmental claims etc ● Distribution of salary advices and salary reports, as well as subsequent follow-up work ● Reconciliations of salary records. Administration of Garnish orders and distribution of monthly statements ● Payment of casual workers and fuel claims pertaining to subsidised vehicles ● Administration of leave without pay ● Handling of salary enquiries.

ENQUIRIES
:
Ms. A. Willms, Tel. No. 012-319-6929

APPLICATIONS
:
ITP Response Handling, P.O. Box 14587, Lyttleton, 0140 or phone 0860-103-113. You may make telephonic enquiries, wherein you confirm receipt of your application, before the specific closing date.

POST 40/18
:
SENIOR ACCOUNTING CLERK (REF. 443/2007)



Directorate: Financial Administration

SALARY
:
R68 955 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Grade 12 certificate or equivalent qualification with Accounting as a subject (Accounting as a passed subject towards obtainment of a degree or diploma will also be acceptable) ● Experience in a government financial environment ● Computer literacy (MS Office) ● Knowledge and experience in the field of debtor management ● Basic Accounting System (BAS) ● Knowledge and experience in the Public Finance Management Act (PFMA) and Treasury Regulations ● Good verbal and written communication skills ● Good interpersonal skills and accept responsibilities. Ability to work independently. 

DUTIES
:
Recovery of debt ● Administer debtor’s accounts and entity registration on BAS.

ENQUIRIES
:
Ms. A.M. de Lange, Tel. No. 012-319-7011

APPLICATIONS
:
ITP Response Handling, P.O. Box 14587, Lyttleton, 0140 or phone 0860-103-113. You may make telephonic enquiries, wherein you confirm receipt of your application, before the specific closing date.

POST 40/19
:
ADMINISTRATION CLERK (REF. 435/2007)
SALARY
:
R58 290 per annum

CENTRE
:
Directorate: Land Use and Soil Management, Pretoria

REQUIREMENTS
:
Grade 12 certificate or equivalent qualification ● Sufficient applicable experience in general administrative duties (financial, budget, supply chain management, inventories, transport, minute taking and registration relief work) ● Assist with collection and disbursing of post to and from Post Office and office ● Computer literacy (MS Word, Excel and Outlook) ● A valid driver’s licence.

DUTIES
:
General administrative work ● Filing ● Operating equipment ● Handling, following up and finalising enquiries ● Arrange meetings and venues ● Procure payments of requisitions ● Budget control ● Control of assets (inventory) ● Manage all transport matters (departments and subsidised vehicles) ● Assist in the managing of logistics and serve as secretary.

ENQUIRIES
:
Ms. E. van Dyk, Tel. No. 012-319-7558

APPLICATIONS
:
ITP Response Handling, P.O. Box 14587, Lyttleton, 0140 or phone 0860-103-113. You may make telephonic enquiries, wherein you confirm receipt of your application, before the specific closing date.

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
:
The Director-General, Department of Environmental Affairs and Tourism, Private Bag x 447, Pretoria, 0001.

FOR ATTENTION
:
Ms P Diphaha

CLOSING DATE
:
22 October 2007

NOTE
:
Applications must be submitted on the form Z83 and should be accompanied by certified copies of qualifications as well as a comprehensive CV in order to be considered, to 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. People with disabilities are encouraged to apply.
OTHER POST

POST 40/20
:
depUty DIRECTOR: ENVIRONMENTAL IMPACT MANAGEMENT- EXTENSION SERVICES CAPACITY AND SUPPORT DIRECTORATE (AP126/2007)

SALARY 
:
Remuneration package of R369 000 per annum (including basic salary (60% of package), State’s contribution to the Government Employee Pension Fund (15% of basic salary) and a flexible portion. The flexible portion of the package can be structured according to the individual’s personal needs.

CENTRE
:
Pretoria 
REQUIREMENTS
:
An appropriate recognised 3 year Bachelor’s degree or equivalent qualification, in Environmental Management or related field and relevant experience. Honours and Masters degrees will be considered as an added advantage. Project Management knowledge and experience are essential. An experience in reviewing Environmental Impact Assessment (EIAs) applications is essential. An innovative and creative person with sound organising, leadership and planning skills, Interpersonal skills and good communication skills, computer literacy, report writing experience. Facilitation skills are essential. Proven management and administrative abilities. Valid code 08 driver’s license is essential. The successful candidate will be required to travel frequently.

DUTIES
:
Manage the development of human resources capacity in national, provincial and local government in terms of the Environmental Impact Management Legislation and Regulatory Framework. Ensure the development of the strategy to support stakeholders, other than EIM authorities, in the implementation of EIM regulatory framework. Ensure the implementation of mechanisms to assist upcoming developers in complying with EIA requirements in order to ensure efficient and effective implementation and administration of Environmental Impact Management. Co-ordinate the assistance to identified role-players in the development and implementation of interventions, provincial policies and regulations, etc. needed in order to optimize the efficiency and effectiveness of EIM legislation and Regulations. Ensure guidance and assistance to all implementers and administrators of legislation and regulations related to environmental impact management. Render technical support to identified projects related to environmental management support.    

ENQUIRIES
:
Ms S B P Hlela Tel: (012) 310 3045
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

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

NOTE
:
Applications should be submitted on form Z83 obtainable  from any Public Service Department and should be accompanied by a CV (experience must be comprehensively detailed) and certified copies of qualification certificates. No faxed applications will be considered. 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 POST

POST 40/21
:
ADMINISTRATIVE OFFICER


(This post is advertised in the public Service only. Applicants who are not employed in the Public Service in terms of the public Service Act, 1994 will not be considered for the post). 

SALARY
:
R106 335 per annum (plus competitive benefits)  

CENTRE
:
Cluster: HIV and AIDS and  STI: Directorate: HIV and AIDS Prevention Strategies, Pretoria.

REQUIREMENTS
:
An appropriate recognised three-year Bachelor’s Degree/National Diploma in Public Administration/Management or equivalent qualification. Three years experience in office administration. Knowledge and experience in financial management and provisioning administration. Good planning, interpersonal and organisational skills. The ability to handle different tasks and work under pressure. Computer literacy (MS Word, Excel, PowerPoint, GroupWise and LOGIS). Knowledge and experience in the field of HIV and AIDS organisations will be an added advantage.

DUTIES
:
*Provide administrative support to the STI, HIV Prevention Unit *Handle procurement or standard and non-standard items *Coordinate, liaise and monitor financial performances of all programmes *Prepare purchasing orders and requisition for purchasing orders and services *Making travel subsistence claims *Arrange internal and external meetings, workshops, conferences *Compile agendas and minutes *Liaise with internal and external stake holders *Assist with compiling minutes of the meeting *Manage the filing system *Prepare information of the meetings and presentations 

ENQUIRIES
:
Ms E Marumo at tel. (012) 401 9670. 

ANNEXURE D
INDEPENDENT COMPLAINTS DIRECTORATE

The Independent Complaints Directorate is an equal opportunity and affirmative action employer. It is our intention to promote representativity in terms of race, gender and disability within the Department through the filling of posts. Candidates whose appointment / promotion / transfer will promote the achievement of employment equity within the ICD, will receive preference.

APPLICATIONS
:
Independent Complaints Directorate Private Bag X 941 Pretoria 0001

FOR ATTENTION
:
Ms O Mazibuko

CLOSING DATE
:
19 October 2007

NOTE
:
Applications should be submitted on a Z83 form obtainable from any Public Service Department, accompanied by a comprehensive CV and certified copies of Qualifications. Faxed applications  will not be considered. If you have not been contacted within 3 months after the closing date of this advertisement, please accept that your application was unsuccessful, as communication will be made with the shortlisted candidates only.

OTHER POST

POST 40/22
:
CLIENT SERVICE CLERK
SALARY
:
R 58 290 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
A Grade 12 or equivalent qualification. Relevant switchboard experience. Computer literate. Good communication skills (written and verbal). Interpersonal skills. Highly motivated individual with good command of English. Passionate about rendering good customer service.   Ability to work on a switchboard. He / she must be willing to work under pressure. People with disability are welcome to apply. Note: The successful candidate will have to undergo security vetting. His/her character should be beyond reproach.

DUTIES
:
Key competencies include: Handling switchboard for incoming and outgoing calls, take messages Forward calls to the appropriate divisions/sections/ officials Handle incoming and outgoing faxes Print and distribute monthly telephone accounts, compile report thereof Keep register for all telephone accounts, and make Telkom payments Update telephone register and roster (Cellphone & Landline) Ensure that the switchboard is manned at all times and that customers (inside and outside) are attended to without delay Handle all administration of the switchboard (Reporting of faults)

ENQUIRIES
:
Ms S Makwela @012 423 1412

ANNEXURE E
DEPARTMENT OF LAND AFFAIRS

The Department reserves the right not to appoint any applicant in this position. Persons with disabilities are encouraged to apply. The Suitable candidate will be selected with the intention of promoting representivity and achieving affirmative action targets as contemplated in the relevant component’s Employment Equity Plan.

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

CLOSING DATE
:
21October 2007
NOTE
:
Applications must be submitted on form Z 83, obtainable from any Public Service Department and should be accompanied by a comprehensive Curriculum Vitae (previous experience must be comprehensively detailed) and certified copies of qualifications, service certificates and identification document. Applicants with foreign qualifications must submit a SAQA evaluation report on the qualification. Non-SA citizens must attach a certified copy of proof of permanent residence in South Africa. Applicants must also provide the full names, addresses and telephone numbers of at least three referees. Failure to submit the requested documents may result in your application not being considered (Applications lacking evidence of relevant experience will not be considered). 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 at a time, date and place as determined by the Department. The candidate would be expected to complete a competency based assessment. 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.

OTHER POSTS

POST 40/23
:
DEPUTY DIRECTOR: SECRETARIAT SUPPORT SERVICE (REF S8/3/2007/1044)



Directorate: Executive Service

SALARY
:
R369 000 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
A relevant three year degree or an equivalent qualification and/or appropriate experience; * A minimum of 5 years experience working in Government; * Knowledge of the Department of Land Affairs, its management structures and functions would be a strong advantage; * Exceptional organising and planning skills; * Experience in minute-taking and report writing; * Exceptional writing and document editing skills, with the emphasis on high-level English language skills; * Exceptional communication and listening skills; * Experience in information management; * Networking skills; * Appropriate event management experience; * Excellent computer skills, including a sound knowledge of Microsoft Office applications, a familiarity with information technology in general and the Internet; * A legitimate drivers licence is required. Recommendations: This position requires a dedicated and hard working person with the ability to take on challenging responsibilities, work irregular hours (including weekends) in a high pressure environment, maintain confidentiality and provide services and products of professional quality; * Work experience within the Department of Land Affairs will be an advantage Note: Candidates must be willing to travel.  Applicants without a legitimate drivers licence or with a learners drivers licence will not be considered.  Female candidates from the designated groups who are familiar with the working environment of the Department of Land Affairs are encouraged to apply.  Shortlisted candidates may be required to do a written exercise on the day of the interviews.  Appointment is subject to a positive security clearance
DUTIES
:
Provide secretariat support services to the Director-General (DG) in respect of certain meetings chaired by the DG; * Manage the arrangement of meetings, including all logistical requirements; * Draft or supervise the drafting of agendas and minutes of meetings; * Perform quality control on agendas and minutes; * Secure hospitable, user-friendly and disability accessible venues for meetings and specific Departmental events; * Design, control and manage follow-up systems in respect of decisions and the allocation of tasks emanating from meetings; * Liaise with internal and external stakeholders relating to scheduled meetings and arrangements; * Effectively manage the budget allocated to the Subdirectorate; * Ensure that a proper archiving system regarding meeting documentation is maintained; * Manage, maintain and purchase equipment and stationery requirements for secretariat services; * Coordinate dates for meetings to be included in Departmental year planner; * Develop databases and tools for reports and web distribution; * Administer risk exposure and weaknesses in controls by implementing mitigating strategies; * Ensure professional standards in relation to services rendered and resource requirements; * Manage staff within the Subdirectorate
POST 40/24
:
CONTROL INDUSTRIAL TECHNICIAN (REF S8/3/2007/1037)


Office of the Surveyor General

SALARY
:
R196 685 per annum 

CENTRE
:
Polokwane

REQUIREMENTS
:
Applicants must have a land survey related National Diploma or equivalent qualification accompanied by proven appropriate experience. * Proven supervisory skills complemented by a thorough knowledge of the Land Survey Act No 8 of 1997, Sectional Titles Act No 95 of 1986 and Regulations will add value to applications. * Extensive computer experience and especially knowledge of the Geographical and Cadastral Information Systems are recommended. * A tho​rough knowledge of cadastral surveys, the examination and maintenances of cadastral documents are required. * The knowledge of the Deeds Registries Act No 47/1937 will be a further recom​mendation. * Project Management and training experience will be an advantage.

DUTIES
:
The successful candidate will manage and train staff and handle all cadastral matters according to the provisions of the Land Survey Act No 8 of 1997, the Sectional Titles Act No 95 of 1986 and the Regulations promulgated under these Acts. * In addition, he/she will prepare inputs for the budget and assist with the management of funds as well as supervise subordinates and personnel evaluation of staff

POST 40/25
:
ASSISTANT DIRECTOR: SECRETARIAT SUPPORT SERVICE (REF S8/3/2007/1043)



Directorate: Executive Service

SALARY
:
R196 815 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
A relevant three year degree or an equivalent qualification and/or appropriate experience; * A minimum of 3 years experience working in Public Sector; * Exceptional organising and planning skills; * Experience in minute-taking and report writing, with the emphasis on high-level English language skills; * Exceptional communication and listening skills; * Experience in information management; * Knowledge of procurement procedures and policies; * Appropriate event management experience; * Experience in budgeting and knowledge of the PFMA and Treasury Regulations;  * Knowledge of procurement procedures;  * Excellent computer skills, including a sound knowledge of Microsoft Office applications; * A legitimate drivers licence is required. Recommendations: This position requires a dedicated and hard working person with the ability to take on challenging responsibilities, work irregular hours (including weekends) in a high pressure environment, maintain confidentiality and provide services and products of professional quality; Knowledge and working experience within the Department of Land Affairs, its Management Structures and function would be an added advantage. Note: Candidates must be willing to travel.  Applicants without a legitimate drivers licence or with a learners drivers licence will not be considered.  Female candidates who are familiar with the working environment of the Department of Land Affairs are encouraged to apply.  Shortlisted candidates may be required to do a written exercise on the day of the interviews.  Appointment is subject to a positive security clearance
DUTIES
:
Provide secretariat support services to the Director-General (DG) in respect of certain meetings chaired by the DG; * Provide secretariat support services to senior managers in the Office of the DG as instructed by the Director: Executive Services;  * Arrange meetings and ensure that all logistical requirements are in place; * Draft agendas and minutes of meetings; * Perform quality control on agendas and minutes; * Assess venues for meetings to ensure venues are hospitable, user-friendly and disability accessible;  * Liaise with internal and external stakeholders relating to scheduled meetings, arrangements and relevant documentation; * Maintain a proper archiving system regarding meeting documentation; * Assist with the drafting of the Departmental year planner; * Ensure professional standards in relation to services rendered and resource requirements; *  Manage the budget allocated to the Subdirectorate;  * Manage all procurement needs of the Subdirectorate;  * Control all assets in the Subdirectorate;  * Manage subordinates
POST 40/26
:
ASSISTANT DIRECTOR: SECRETARIAT SUPPORT SERVICE (REF S8/3/2007/1042)



Directorate: Executive Service

SALARY
:
R157 686 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
A relevant three year degree or an equivalent qualification and/or appropriate experience; * A minimum of 3 years experience working in Public Sector; * Exceptional organising and planning skills; * Experience in minute-taking and report writing, with the emphasis on high-level English language skills; * Exceptional communication and listening skills; * Experience in information management; * Knowledge of procurement procedures and policies; * Appropriate event management experience; * Excellent computer skills, including a sound knowledge of Microsoft Office applications; * A legitimate drivers licence is required. Recommendations: This position requires a dedicated and hard working person with the ability to take on challenging responsibilities, work irregular hours (including weekends) in a high pressure environment, maintain confidentiality and provide services and products of professional quality; *Knowledge and working experience within the Department of Land Affairs, its Management Structures and function would be an added advantage. Note: Candidates must be willing to travel.  Applicants without a legitimate drivers licence or with a learners drivers licence will not be considered.  Female candidates who are familiar with the working environment of the Department of Land Affairs are encouraged to apply.  Shortlisted candidates may be required to do a written exercise on the day of the interviews.  Appointment is subject to a positive security clearance
DUTIES
:
Provide secretariat support services to the Director-General (DG) in respect of certain meetings chaired by the DG; * Provide secretariat support services to senior managers in the Office of the DG as instructed by the Director: Executive Services;  * Arrange meetings and ensure that all logistical requirements are in place; * Draft agendas and minutes of meetings; * Perform quality control on agendas and minutes; * Assess venues for meetings to ensure venues are hospitable, user-friendly and disability accessible;  * Liaise with internal and external stakeholders relating to scheduled meetings, arrangements and relevant documentation; * Maintain a proper archiving system regarding meeting documentation; * Assist with the drafting of the Departmental year planner; * Ensure professional standards in relation to services rendered and resource requirements; * Manage subordinates
POST 40/27
:
SENIOR ADMINISTRATIVE OFFICER: SECRETARIAT SUPPORT SERVICE (REF S8/3/2007/1041)



Directorate: Executive Service

SALARY
:
R132 054 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
A relevant three year degree or an equivalent qualification and/or appropriate experience; * Exceptional writing and document editing skills, especially in respect of minute taking, with the emphasis on high-level English language skills; * Knowledge of procurement procedures, administrative policies, LOGIS and BAS * Ability to organise and coordinate events/functions;  * Good customer service abilities;  * Excellent computer skills, including a sound knowledge of Microsoft Office applications;  * A legitimate drivers licence is required. Recommendations: This position requires a dedicated and hard working person with the ability to take on challenging responsibilities, work irregular hours (including weekends) in a high pressure environment, maintain confidentiality and provide services and products of professional quality. * Knowledge of the Department of Land Affairs, its management structures and functions would be a strong advantage. Note: Candidates must be willing to travel.  Applicants without a legitimate drivers licence or with a learners drivers licence will not be considered.  Female candidates are encouraged to apply.  Shortlisted candidates may be required to do a written exercise on the day of the interviews. Appointment is subject to a positive security clearance
DUTIES
:
Provide secretariat support services to the Director-General (DG) in respect of certain meetings chaired by the DG; * Provide secretariat support services to senior managers in the Office of the DG as instructed by the Director: Executive Services; * Provide operational support to the Secretariat; * Arrange meetings, workshops and conferences, including all logistical arrangements; * Assist with presentations and reports;  * Draft submissions as instructed; * Ensure that documentation for meetings are received and distributed in an appropriate manner; * Ensure that documentation used for meetings is archived appropriately and available for reference; *  Maintain filing system for the Secretariat;  * Draft agendas and minutes of meetings; * Assess venues for meetings to ensure venues are hospitable, user-friendly and disability accessible;  * Manage, maintain and purchase equipment and stationery requirements for secretariat services; * Ensure professional standards in relation to services rendered and resource requirements

POST 40/28
:
PRINCIPAL DEEDS CONTROLLER (3 POSTS) (REF S8/3/2007/1038)



Office of the Registrar of Deeds

SALARY
:
R106 335 per annum 

CENTRE
:
Johannesburg

REQUIREMENTS
:
Grade 12 or equivalent and 2 or more year’s relevant experience. * Extensive knowledge on examination and proven ability in the interpretation of the Deeds Registries Act, Sectional Titles Act, and other Acts, Ordinances, Proclamation, Case Law, Common Law and Chief Registrar’s Circulars are essential. * Experience in a Deeds Registry.

DUTIES
:
The successful candidate will be responsible for examination of deeds in the Deeds Registry, Linking of deeds and supporting documents, endorsing of deeds and completion thereof. * Pencil linking. * Examine drafting of deeds and other supporting documents. * Complete office fees. * Cal​culate stamp duty. * Verify information on printout. * Check, indicate and interpret interdicts on printout. * Check, indicate and interpret information contained in flyleaf and township condition. * Check general plan. * Check, indicate and interpret all references such as general power of attorney and all other reference in respect of sectional title transaction. * Raise notes on all the above. * Removal of notes and advise conveyancers regarding of notes made and any other duties that may from time to time be imposed by the Registrar of Deeds

ANNEXURE F
NATIONAL PROSECUTING AUTHORITY

APPLICATIONS
:
Forward your application, clearly quoting the relevant recruitment number, each post has a different Recruitment number, Applications without the correct Recruitment number/without a Recruitment number will not be processed, to National Prosecuting Authority of South Africa, Private Bag x 752, Pretoria, 0001. E – Mail addresses and fax numbers are provided for each post respectively. Alternatively, hand deliver to:  123 Hartley, cnr. Westlake Street, Weavind Park, Pretoria, 0001 or post to: Private Bag X 752, Pretoria 0001.

CLOSING DATE
:
22 October 2007 (Applications will not be accepted after the closing date).

NOTE
:
For applications to be accepted: Applications must be submitted on a Z.83 , obtainable from any Public Service Department, or www.npa.gov.za and must be completed in full. In full means both pages of the Z.83 must be completed and page 2 duly signed. If your Z.83 is not completed as prescribed above, your application will not be accepted. CV‘s without Z.83 will not be accepted. Hand written Z.83 and CV’s must be completed in block letters, if not your application will not be accepted. Where candidates must list their preferred Region(s)/ Region(s) of preference, it must be done on page 2 of the Z.83, below the declaration field. Applications without an indication of the preferred Region(s) will not be accepted. If you apply for more than one post, you must please submit a different/separate application for each post. Applications with multiple posts and Recruitment numbers will not be accepted. Each post has a separate Fax number and e- mail address. When you forward your application by fax/e- mail, ensure that you forward it to the correct fax number / e- mail address. Applications forwarded to the wrong fax number/e- mail address will not be processed. Postal applications must reach the NPA before the closing date. It is the sole responsibility of the applicant to ensure that the postal application (s) is with the NPA before the closing date. The NPA can not be held responsible for postal delays. Late postal applications will not be processes. The NPA advise applicants that postal applications be forwarded by registered mail. Candidates who would like to receive acknowledgement of receipt, must please complete the information in the correspondence contact details on page 1 of the Z. 83. (To have an acknowledgement sent to your cell phone, provide your cell number in the preferred contact details field). Applicants attention is drawn to the fact that the NPA uses an Electronic Response Handling System in respect of faxed and emailed applications. Please DO NOT contact telephonically the NPA directly after you have faxed/emailed your applications, to enquire if your application(s) have been received. Once your application(s) have been captured on the Response Handling System, an automatic acknowledgement of receipt will be generated to your Preferred Contact Method, as indicated in portion C of your Z.83. If you have not received an acknowledgement of receipt three (3) weeks after the closing date, then you can contact the NPA. Certified copies of qualifications need not to be included in your application(s) now. The certified copies will only be requested from the candidates who are short – listed for an interview. Where an advertisement states that a valid Drivers License is required, then please supply a certified copy of your license. The NPA reserves the right not to fill any particular position. If you do not hear from us within 3 months, please accept your application was unsuccessful. On the Z.83, information is required in respect of Race, Gender and Disability. Applicants are requested to complete these fields on the Z.83 because the NPA uses the information for Employment Equity purposes. Applicants are also requested to duly complete their ID numbers, name and surname information on the Z.83. Enquiries : Directed to the specific NPA Business Unit. Successful candidates will be subjected to a security clearance at least up to a level of Top Secret. Appointment to these posts will be provisional, pending the issue of security clearance. If you can not get a security clearance, your appointment will be re- considered / possibly be terminated. Competency assessments will be conducted for level 12 and higher posts. All hand delivered applications must be sent to the VGM building at the NPA head office at Silverton in Pretoria. All applications sent by post must be addressed to the following postal address:

OTHER POSTS

POST 40/29
:
TRANSLATOR REF NO. RECRUIT 0848
SALARY
:
R146 685 p.a. plus housing allowance, annual service bonus, pension and medical benefits

CENTRE
:
CPP Upington, CPP Belville

REQUIREMENTS
:
Applicants must be in possession of a Senior certificate or equivalent qualifications. A Tertiary qualification will be an advantage. Specialization in translation will serve as a strong recommendation. Language ability of English Afrikaans, Zulu Xhosa, Tswana.  2-3 years proven translating/interpreting experience as a sworn translator/interpreter in the above mentioned languages. Good written and verbal communications skills. Computer literacy (MS Office). Ability to maintain interpersonal relations. Accuracy and attention to detail. Ability to work under pressure. Knowledge of the National language Policy, Experience in translating in the public sector. SATI accreditation as a translator and/ or accreditation as a sworn translator in the relevant languages. A valid code 8 drivers licence.

DUTIES
:
Translation of a wide variety of legal documents, statements and / or exhibits from Afrikaans into English and vice versa. Interpret during consultations or in court for the prosecutor and /or witness from Afrikaans to English. Giving language advice. Liaising with customers of the NPA. Exercising quality control. Safeguarding official documents. Perform any other duties that he or she may be assigned to in terms of translation or the prosecution functions in the office. To perform all duties in accordance with the code of conduct and the policy and Directives of the National Prosecuting Authority.

ENQUIRIES
:
Tshwana Mponeng 012 845 6099 Recruit0848@npa.gov.za Fax no. 012 843 4084

POST 40/30
:
ASSISTANT MANAGER: FINANCE AND PROCUREMENT REF NO. RECRUIT 0849

SALARY
:
R132 054 per annum plus housing allowance, annual service bonus, pension and medical benefits 

CENTRE
:
DPP Cape Town

REQUIREMENTS
:
A Bachelor’s degree/diploma in Financial Management and/or Accounting.  Excellent written and verbal communication skills.  Innovative, proactive, decisive under pressure and solution-oriented.  Ability to meet strict deadlines.  Strong organisational and communication skills.  BAS, PERSAL and PASTEL. Thorough knowledge of PFMA and Treasury Regulations.  Sound accounting skills.  The person appointed in this position will be subjected to security clearance and the signing of a performance agreement

DUTIES
:
Compile and manage the budget.  Monitor budget spending in accordance with set policies and procedures.  Prepare and submit financial reports as per the proper financial management systems.  Perform all accounting and financial operations for the office.  Provisioning and administration functions of the office.  Perform any other finance-related function as required by the supervisor from time to time.

ENQUIRIES
:
Tshwana Mponeng 012 845 6099 Recruit0849@npa.gov.za Fax no. 012 843 4085 

POST 40/31
:
ASSISTANT MANAGER: HUMAN RESOURCES REF NO. RECRUIT 0850

SALARY
:
R132 054 per annum plus housing allowance, annual service bonus, pension and medical benefits

CENTRE
:
DPP Kimberley
REQUIREMENTS
:
A three year relevant degree or diploma with at least 3 – 5 years appropriate experience. Knowledge and skills in HR regulatory framework including PSBC resolutions e.g. PSA, PSR, BCEA, LRA, EEA etc. General computer literacy in programmes such as MS Word, MS Excel, MS PowerPoint etc. Knowledge and experience of PERSAL and staff establishment.  Strong organizational and leadership skills. General management skills.  Ability to think strategically and innovatively. Willingness to perform additional tasks when required.

DUTIES
:
Reporting to the Corporate Manager the incumbent will be responsible for: Staff procurement activities e.g. (Recruitment and Selection, probation, contract and permanent appointments), Staff Maintenance and Staff exit. Provide advice to the Business Unit on HR issues. Train and develop HR Administration staff. Supervision of staff.  Ensure proper implementation of HR policies and procedures.  

ENQUIRIES
:
Tshwana Mponeng 012 845 6099 Recruit0850@npa.gov.za Fax no. 012 843 4086 

POST 40/32
:
CHIEF ADMINISTRATIVE ASSISTANCE: FINANCE REF NO. RECRUIT 0851

SALARY
:
R106 335 per annum plus housing allowance, annual service bonus, pension and medical benefits

CENTRE
:
DPP Pietermaritzburg

REQUIREMENTS
:
Degree/ Diploma in Financial Management plus 2-3 experience in government Finance. Excellent writing and verbal communication skills. Ability to work under pressure and deadlines driven. Experience in the public Sectors financial environment is essential. All legislation pertaining to government spheres. Knowledge of BAS, Subsistence and traveling claims, PERSAL, LOGIS, PFMA, Treasury and Tax Regulations, Supply Chain Management, Finance and procurement Policies and Procedures. Supervisory skills

DUTIES
:
Process payments of service providers. Process subsistence and traveling claims for the unit in line with the available budget. Render support in compilation and control of budget. Carry out tasks relating to the acquisition, supply and distribution of inventory in accordance with procurement Policy. Manage petty cash. Liaise with corporate services regarding all matters pertaining to Finance.

ENQUIRIES
:
Tshwana Mponeng 012 845 6099 Recruit0851@npa.gov.za Fax no. 012 843 4087 

POST 40/33
:
CHIEF ADMINISTRATIVE ASSISTANCE: HR REF NO. RECRUIT 0852

SALARY
:
R106 335 per annum plus housing allowance, annual service bonus, pension and medical benefits

CENTRE
:
NPS Head Office (Pretoria), DPP Johannesburg

REQUIREMENTS
:
Grade 12. 3-5 years relevant experience, in office administration. First line of supervision. Decision making powers in terms of own work and team members. Ability to plan own work and that of others. 

DUTIES
:
Execution, interpretation and recommendations on policies and procedures. Technical and general advice and ability to do functional work independently. Conduct enquiries and follow ups in related field. Conduct research in related field. Disciplinary authority under appropriate delegation and reporting responsibility. Responsible for the planning, organizing and coordination of HR Administrative activities within the office. Ensure compliance with the Performance Management systems. Ensure job evaluations are conducted when necessary. Ensure compliance with Basic Conditions of Employment Act, Labour Relations Act, Public Service Act and applicable regulations. Manage specific HR project initiatives as and when required. Handle normal HR Practices, such as appointments, transfers, terminations of service, promotions, remuneration, processing leave, Conditions of service and recruitment. 

ENQUIRIES
:
Tshwana Mponeng 012 845 6099 Recruit0852@npa.gov.za Fax no. 012 843 4088 

POST 40/34
:
CHIEF ADMINISTRATIVE ASSISTANT: GENERAL SOCA REF NO. RECRUIT 0853

SALARY
:
R106 335 per annum plus housing allowance, annual service bonus, pension and medical benefits

CENTRE
:
Head Office (Pretoria) 

REQUIREMENTS
:
Senior Certificate or equivalent and relevant experience. Performing general administrative functions. Good planning and organizing skill, written and verbal communication skills. Proven managerial experience. Problem solving skills, knowledge and skill of administrative and secretarial services. General computer literacy skills and knowledge in programs such as MS Word, Excel, PowerPoint, etc. Strong interpersonal and communication skills. A valid drivers license will be an added advantage.

DUTIES
:
Provide high quality administrative support to the Corporate Manager, logistical support fleet management and human resources administration. Keep a well-organized administrative system for the office. Manage communication with internal and external stakeholders. Manage petty cash. Liaise with Corporate Service on all matters pertaining to administrative function of the office. Draft correspondence to members of the public, other organizations and state departments. Manage sub-ordinates. Any other duties as requested by the Corporate Manager or a delegated official.

ENQUIRIES
:
George Maphuthuma 012 845 6171 Recruit0853@npa.gov.za Fax no. 012 843 4089

POST 40/35
:
PRINCIPAL ADMINISTRATIVE ASSISTANT: GENERAL REF NO. RECRUIT 0854

SALARY
:
R85 362 per annum plus housing allowance, annual service bonus, pension and medical benefits

CENTRE
:
DPP Pietermaritzburg, DPP Pretoria, CPP Witbank, CPP Nylstroom, CPP Butterworth

REQUIREMENTS
:
Applicants must be in possession of a senior certificate/e equivalent qualification, with typing as a fully passed subject plus 2-3 years relevant experience. Very good communication skills (written & verbal). General computer literacy and knowledge of programs such as Ms Word, Power Point, Excel, Outlook. Strong organizational ability. Ability to read & write. Good interpersonal skills. Good office administration skills. Good administration practice skills. 

DUTIES
:
The appointee will be required to provide high quality administrative support to the office of the Director of Public Prosecutions. This will include: Receiving guests and visitors, and screening calls. Management of correspondence. Liaise and communicate with a range of stakeholders in the Justice Sector. Plan, organize and co-ordinate events, meetings or other arrangements. Manage information and ensure an appropriate filing system. Provide a high quality typing service for the unit. Assist with providing a high quality switchboard service to the Office. Make travel and accommodation arrangements when necessary. Diary Management.

ENQUIRIES
:
Tshwana Mponeng 012 845 6099 Recruit0854@npa.gov.za Fax no. 012 843 4090 

POST 40/36
:
PRINCIPAL ADMINISTRATIVE ASSISTANT: HR X3 POSTS SIX (6) MONTHS CONTRACT REF NO. RECRUIT 0855

SALARY
:
R85 363 per annum plus housing allowance, annual service bonus, pension and medical benefits

CENTRE
:
DPP Johannesburg

REQUIREMENTS
:
Matric certificate plus 2-3 years relevant experience.  Knowledge of PERSAL, Knowledge of Human Resource Management in the Public Service , Good communication (Verbal  and written ) skills, Good organizational and people management skills, Computer Literacy, particularly Windows packages, Ability to work under pressure, Good interpersonal skills . 

DUTIES
:
Perform a variety of Human Resource functions and tasks in the region, Assist in formulating, implementing and maintaining HR Policies. Assist in the interview process. Liaise with Corporate Services regarding all matters pertaining to HR functions, Assist in the training and development programmes in the office, Assist in the Performance Assessments Process. 

ENQUIRIES
:
Tshwana Mponeng 012 845 6099 Recruit0855@npa.gov.za Fax no. 012 843 4091 

POST 40/37
:
PRINCIPAL ADMINISTRATIVE ASSISTANT: HR REF NO. RECRUIT 0856
SALARY
:
R 85 362 per annum plus housing allowance, annual service bonus, pension and medical benefits

CENTRE
:
DPP Pietermaritzburg, NPS Head Office (Pretoria), DPP Bloemfontein

REQUIREMENTS
:
Matric certificate plus 2-3 years relevant experience.  Knowledge of PERSAL, Knowledge of Human Resource Management in the Public Service.  Good communication (Verbal and written) skills. Good organisational and people management skills. Computer Literacy, particularly Windows packages. Ability to work under pressure, Good interpersonal skills. 

DUTIES
:
Perform a variety of Human Resource functions and tasks in the region. Assist in formulating, implementing and maintaining HR Policies. Assist in the interview process. Liaise with Corporate Services regarding all matters pertaining to HR functions. Assist in the training and development programmes in the office.  Assist in the Performance Assessments Process. 

ENQUIRIES
:
Tshwana Mponeng 012 845 6099 Recruit0856@npa.gov.za Fax no. 012 843 4092 

POST 40/38
:
PRINCIPAL ADMINISTRATIVE ASSISTANT- DOCUMENTS REF NO. RECRUIT 0857

SALARY
:
R85 362 per annum plus housing allowance, annual service bonus, pension and medical benefits

CENTRE
:
DPP Grahamstown (Bhisho), DPP Pretoria 

REQUIREMENTS
:
Grade 12 or equivalent with typing as a subject. Knowledge of document management systems. Knowledge of the Criminal Justice System and or public service systems. Good organizational and people management skills. Good communication (verbal and written) skills. Computer literacy, particularly Windows packages & Good Interpersonal Relations. 

DUTIES
:
Management and development of the court roll for the high court. Perform docket administration functions in terms of high court cases. Perform any other related functions as required by the Document Consultant and the Corporate Manager from time to time.

ENQUIRIES
:
Tshwana Mponeng 012 845 6099 Recruit0857@npa.gov.za Fax no. 012 843 4093 

POST 40/39
:
PRINCIPAL ADMINISTRATIVE ASSISTANT:HRM REF NO. RECRUIT 0865
SALARY
:
R85 362 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A Senior Certificate with appropriate experience as an Office Assistant. Computer Literacy skills and experience in Ms Word, Powerpoint, Excel, Outlook, Intranet and Internet. Strong organizational ability. Good administration skills. General office management skills and knowledge. Ability to work under pressure. Good interpersonal and communication skills.

DUTIES
:
The successful candidate will be responsible for the following duties in the office of the Senior Manager of Human Resources Management: -Screening incoming and outgoing calls in the office of the Senior Manager and ensure the efficient flow of information. Render administrative and secretarial support to the Senior Manager, i.e. typing, faxing, making copies, co-ordination of daily activities, management of electronic diary, proper preparation and recording of all meetings and appointments. Welcome and receive visitors. Plan and organize events and meetings for the section. Respond to telephone queries as and when required. Provide professional support to the Senior Manager i.e. maintain filing system, complete transport and subsistence claims, make reservations for traveling and follow up on arrangements. Arrange all logistical requirements for the section.  Procure stationery. Assist in preparing for meetings and presentations, prepare agendas and minutes and assist with compilation of reports. Record incoming and outgoing mail, distribute to relevant managers. Facilitate follow-up actions on submissions. Ensure proper functioning of the office.

ENQUIRIES
:
Given Mathabe  Tel no. 012 845 6164 Recruit0865@npa.gov.za Fax no. 012 843 4101 

POST 40/40
:
SENIOR ADMINISTRATIVE ASSISTANT: GENERAL – AFU REF NO. RECRUIT 0866

SALARY
:
R68 955 per annum plus housing allowance, annual service bonus, pension and medical benefits

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
Grade 12 certificate or equivalent qualification and relevant experience. Strong interpersonal, presentation and communication skills. Good written and verbal communication skills. Good computer skills and knowledge of Excel and Word. Proven administrative skills.

DUTIES
:
Capture data for State Attorney and Curator Accounts on Excel accurately. Receive and handle correspondence relating to curators. Ensure that proper document tracking system is in place. Assist with the reconciliation of CARA deposits and trace unallocated deposits. Receive, process, capture, and keep records subsistence & travel claims of staff. Assist with the allocation of stationery. General administrative functions, including filing, photocopying and faxing of documents 

ENQUIRIES
:
Tshwana Mponeng 012 845 6099 Recruit0866@npa.gov.za Fax no. 012 843 4102 

POST 40/41
:
SENIOR ADMINISTRATIVE ASSISTANT: GENERAL REF NO. RECRUIT 0858

SALARY
:
R68 955 per annum plus housing allowance, annual service bonus, pension and medical benefits

CENTRE
:
DPP Pretoria x2, CPP Pretoria (Soshanguve), CPP Nylstroom, DPP Bloemfontein, DPP Cape Town, CPP Mmabatho, CPP East Rand (Germiston), DPP Johannesburg (STU), DDPP Port Elizabeth 

REQUIREMENTS
:
Matric / Senior certificate plus experience in performing general administrative functions. Diploma in Office Administration will serve as an advantage. Knowledge of public service legislation. Planning and organising skills.  Written and verbal communication skills. Computer literacy in MS Office packages

DUTIES
:
Provide high level of support service to the SPP.  Design and keep a well-organised administrative system for the SPP.  Draft correspondence to members of the public, other organisations and state departments.  Liaise with corporate services with regard to all matters pertaining to the administrative functioning of the office.  Provide high level administrative support to the legal staff, logistical and human resources.  Good office practice.

ENQUIRIES
:
Tshwana Mponeng 012 845 6099 Recruit0858@npa.gov.za Fax no. 012 843 4094 

POST 40/42
:
SNR ADMIN ASSISTANT: FINANCE REF NO. RECRUIT 0859
SALARY
:
R68 955 per annum, plus housing subsidy, pension and medical aid benefits

CENTRE
:
DPP Pietermaritzburg

REQUIREMENTS
:
Grade 12 and relevant Finance experience. 3 years experience as an Office assistant in a financial environment. Document management experience is also important

DUTIES
:
Perform all accounting and financial operations (S&T, creditors, Suppliers, petty cash, etc.) functions for the Office. Capturing financial statistics and maintaining electronic registers. Perform any other related finance functions as required by the supervisor from time to time.

ENQUIRIES
:
Tshwana Mponeng 012 845 6099 Recruit0859@npa.gov.za Fax no. 012 843 4095

POST 40/43
:
ADMINISTRATIVE ASSISTANT: GENERAL REF NO. RECRUIT 0860

SALARY
:
R58 290 per annum plus housing allowance, annual service bonus, pension and medical benefits

CENTRE
:
DPP Kimberley x2, DPP Cape Town x3, DPP Grahamstown, DPP Mmabatho, DDPP Port Elizabeth

REQUIREMENTS
:
Matric / Senior certificate plus experience in performing general administrative functions.  Knowledge of public service legislation.  Planning and organising skills.  Written and verbal communication skills.  Computer literacy in MS Office packages.  

DUTIES
:
Provide high level of support service to the office.  Design and keep a well-organised administrative system for the office.  Provide support and administrative advice to all component of the office.  Draft correspondence to members of the public, other organisations and state departments.  Liaise with corporate services with regard to all matters pertaining to the administrative functioning of the office.  Provide high level administrative support to the legal staff, logistical and human resources.  Good office practice. 

ENQUIRIES
:
Tshwana Mponeng 012 845 6099 Recruit0860@npa.gov.za Fax no. 012 843 4096
POST 40/44
:
ADMINISTRATIVE ASSISTANT: GENERAL REF NO. RECRUIT 0861

SALARY
:
R58 290 per annum plus housing allowance, annual service bonus, pension and medical benefits

CENTRE
:
DPP Kimberly, DDPP Port Elizabeth

REQUIREMENTS
:
Matric/Senior certificate plus 1- 2 years Procurement Section / Logistics administration Ability to organize and prioritize work; Good communication (verbal and written) skills; Computer Literacy, especially Ms packages, including Word and Excel. Knowledge of supply chain management and relevant procurement prescripts

DUTIES
:
Eliminate or reduce fruitless and wasteful expenditure Monitor & control the usage of contract/ Government vehicles, Safeguard Departmental assets, Monitor Departmental Inventory. Maintain Departmental service contracts, Manage all travel & accommodation arrangements for Provincial staff, Perform other Procurement related tasks Perform any other task as requested by the Deputy Manager or Corporate Manager. Maintain management of fleet.

ENQUIRIES
:
Tshwana Mponeng 012 845 6099 Recruit0861@npa.gov.za Fax no. 012 843 4097

POST 40/45
:
ASSISTANT FINANCE OFFICER: RECRUIT 0862
SALARY
:
R58 290 per annum plus housing allowance, annual service bonus, pension and medical benefits

CENTRE
:
DPP Grahamstown

REQUIREMENTS
:
Applicants must be in possession of Grade 12 certificate and relevant experience in debt administration. Knowledge of the PFMA and Treasury Regulations. Knowledge of Basic Accounting System (BAS) and PERSAL. Computer Literacy in MS Office (MS-Word and EXCEL).

DUTIES
:
Reporting to the Senior Finance Officer: Debt. The incumbent will be responsible for reconciling debtor’s accounts on monthly basis, distribution of debt statements, Creation and recovery of debt owed to the NPA, keeping a fully updated register of all debtors accounts and clearing of suspense accounts

ENQUIRIES
:
Tshwana Mponeng 012 845 6099 Recruit0862@npa.gov.za Fax no. 012 843 4098 Ref no. 

POST 40/46
:
ADMINISTRATIVE ASSISTANT: HR RECRUIT 0863
SALARY
:
R58 290 per annum plus housing allowance, annual service bonus, pension and medical benefits

CENTRE
:
DPP Grahamstown

REQUIREMENTS
:
Matric/Senior certificate plus experience in performing general administrative functions. Knowledge of Persal.  Good communication (verbal and written Skills. Good organizational and people management skills. Computer literacy (MS Office packages). Ability to work under pressure.

DUTIES
:
Provide support and administrative advice to HR component.  Liaise with corporate services with regard to all matters pertaining to HR functions.  Perform a variety of Human Resource functions and tasks in the region. Provide high level administrative support to the legal staff, logistical and human resources.

ENQUIRIES
:
Tshwana Mponeng 012 845 6099 Recruit0863@npa.gov.za Fax no. 012 843 4099 Ref no. 

POST 40/47
:
SWITCHBOARD OPERATOR REF NO. RECRUIT 0864
SALARY
:
R58 290 p.a. plus housing allowance, annual service bonus, pension and medical benefits

CENTRE
:
DPP Mmabatho 

REQUIREMENTS
:
Matric Certificate.  Computer literacy with and understanding of Ms Office, MS Excel. Good interpersonal skills are additional requirements

DUTIES
:
To answer all incoming calls. Keep staff extension numbers register up to date and change register when staff changes offices or where there are staff changes. Registration of daily incoming inquests in section. Report faulty machines when out of order. Attend to public at reception. Sort out incoming faxes and distribute to relevant officials. Assist with registration of daily incoming work when requested to do so. Maintain register of outgoing for mail. To maintain a telephone lists. 

ENQUIRIES
:
Tshwana Mponeng 012 845 6099 Recruit0864@npa.gov.za Fax no. 012 843 4100 

ANNEXURE G
OFFICE OF THE PUBLIC SERVICE COMMISSION

The Office of the Public Service Commission is an equal opportunity, representative employer. It sees itself as an employer that embraces and promotes 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. Persons with disability are especially encouraged to apply. An indication of representivity profile by applicants 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.
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. The successful candidate will be required to undergo a top-secret security clearance. 

MANAGEMENT ECHELON

POST 40/48
:
DIRECTOR: NATIONAL ANTI-CORRUPTION HOTLINE


Job Purpose: To manage the National Anti-Corruption Hotline and promote professional ethics and anti-corruption measures.

SALARY
:
R 502 725 per annum (The package includes a basic salary (60% of package), State’s contribution to the Government Employee Pension Fund (15% of basic salary) and a flexible portion 40% that may be structured in terms of the applicable guidelines. The successful candidate will be required to enter into a performance agreement within three months after assumption of duty. 

CENTRE
:
Head Office, Pretoria
REQUIREMENTS
:
Ideal candidate’s profile: ●An appropriate recognised Bachelor’s degree or equivalent qualification in Public Administration or Legal field ●Extensive experience in preventing and combating corruption ●A post-graduate qualification will be an added advantage ●Skills and Competencies: Knowledge of Public Service Regulatory Framework ● Extensive experience in and knowledge of anti-corruption legislation and measures, legal and public service prescripts and proven management experience ● Corporate governance, Information management, financial management and the Public Finance Management Act ●People management, presentation, analytical, good writing and communication skills ●Sufficient computer skills in the Microsoft Office Suite, e.g. Excel, Word and PowerPoint. 

DUTIES
:
Provide strategic management and leadership on the management of the National Anti-Corruption Hotline (NACH) ●Provide strategic innovation to enhance the NACH ●Liaise with key stakeholders participating in the Hotline Conduct strategic research, marketing and policy formulation ●Assist with the investigation of hotline cases and follow up with departments ●Promote professional ethics and anti-corruption measures ●Make recommendations on the management of the NACH. 

ENQUIRIES
:
Mr R Davids (012) 352 1123
FOR ATTENTION
:
Ms A Steenkamp

CLOSING DATE
:
26 October 2007

OTHER POSTS

POST 40/49
:
ASSISTANT DIRECTOR: HUMAN RESOURCE DEVELOPMENT
SALARY
:
R157 686 per annum
CENTRE
:
Pretoria
REQUIREMENTS
:
Ideal candidate profile: A relevant recognized Degree or Diploma in Human Resource Management/Public Management or Administration. Experience in the following areas: Human Resource Development, Organizational Development, Performance Management, Skills Development Facilitation. Essential knowledge or relevant HR framework, including Public Service Act, Public Service Regulations, Labour Relations Act, Skills Development Act, South African Qualifications Authority Act, National Human Resource Development Strategy, Senior Management Service Handbook, Performance Management and Development Framework. Commitment to people-centred, organizational development, supervisory and presentation skills. Ability to work under pressure and also independently. Good interpersonal relations. Creative, motivated, self-driven, results-oriented and be initiative. Ability to work both independently and as part of a team. Commitment to transformation. Code EB driver’s licence.
DUTIES
:
Key performance areas: Compile and implement the Workplace Skills Plan and implementation reports to PSETA. Develop and review HRD Policies. Management of Internship, Learnership and ABET programmes. Provide advice and information to management and staff with regard to training and development matters. Conduct in-house workshops with regard to orientation/re-orientation and approved HRD Policies. Represent the Office in the Human Resource Development Forums. Oversee and monitor the service providers in the implementation of the learnership and ABET programmes. Align the Workplace Skills Plan with the Strategic objectives of the Office. Oversee, manage and monitor the implementation of the performance management and development systems in the Office. Ensure the proper implementation of the Incapacity Code and Procedures in respect of poor performance in accordance with PSCBC Resolution 10 of 1999. Conduct workshops on performance management system. Compile reports regarding budget inputs. Perform human resources functions, which include supervision of staff, staff performance and development, asset, finance and stationery.

ENQUIRIES
:
Mr SS Malema Tel: (012) 352-1112
FOR ATTENTION
:
Ms May Steenkamp

CLOSING DATE
:
19 October 2007

ANNEXURE H
DEPARTMENT OF PROVINCIAL AND LOCAL GOVERNMENT

Join the Exciting World of the Public Service

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
:
The Personnel Administrator, Human Communications, Telephone: 011-807 3260, PO Box 1305, Rivonia, 2128 or fax to 086 619 7693 or e-mail to humancv@humancommunications.co.za (MS Word)

CLOSING DATE
:
19 October 2007

NOTE
:
Applications, on form Z.83 (obtainable from any Public Service department or electronically from www.gov.za), and accompanied by a comprehensive CV and certified copies of qualifications and certificates of service should be forwarded, quoting the relevant reference number.  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 the Department.

MANAGEMENT ECHELON

POST 40/50
:
EXECUTIVE MANAGER: PUBLIC PARTICIPATION AND EMPOWERMENT (CHIEF DIRECTOR LEVEL)



Branch: Free Basic Services And Infrastructure



Purpose: To establish, lead and build a team responsible for facilitating community participation and communication, education and relationship building between households, municipalities and other spheres and institutions of Government with a view of empowering poor households for effective participation in all the benefits of Government programmes and services.

SALARY
:
An all-inclusive remuneration package of R 591 510 per annum.  The package includes a basic salary (60% of package), State’s contribution to the Government Employee Pension Fund (13% of basic salary) and a flexible portion that may be structured in terms of the applicable guidelines.

CENTRE
:
Pretoria

REQUIREMENTS
:
A Bachelor’s degree in communication, public relations or social development with a sound practical understanding of best practices, methodologies and instruments (media, workshops and summits) for informing, empowering and mobilizing communities.  Track record in mobilizing, teaming and directing key stakeholders, communities, the public, mayors, councilors and officials in improving community intelligence. Intimate knowledge of poor community dynamics, conditions and issues. Intimate knowledge of Government programmes for community communication, community education, poverty relief, free basic services, skills development and capacity building. Demonstrated ability to work effectively in intergovernmental campaigns with people on all levels in Government and in the private sector.

DUTIES
:
The successful candidate will report to the Deputy Director-General: Free Basic Services and Infrastructure and will be required to perform the following functions:  Team Management: Lead and manage the performance and success of the members of the Public Participation and Empowerment Team. Community Participation:  Initiate, develop and co-ordinate programmes and interventions for mobilizing municipal service workers, community households and stakeholder representative groups to participate in community consultation, communication and decision-making processes aimed at effective participation in Government programmes, service delivery partnerships, community development, poverty alleviation and local economic development projects. Community Development Co-ordination: Initiate, Develop and co-ordinate Community Development Workers Programme and interventions for developing the knowledge, skills and capacity of municipal service workers, household members and stakeholder representative groups to participate effectively in the offerings and benefits of government programmes and public governance, municipal planning, policy-making and decision-making processes aimed at poverty alleviation, service delivery and local economic development.

ENQUIRIES
:
Mr Y Patel, Tel (012) 334 4939

ANNEXURE I
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. 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

CLOSING DATE
:
12 October 2007 

NOTE
:
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.

OTHER POSTS

POST 40/51
:
DEPUTY DIRECTOR: (ECDP) EMERGING CONTRACTORS DEVELOPMENT PROGRAMMES REF 2007/953

SALARY
:
All inclusive salary of R311 358 per annum

CENTRE
:
Cape Town Regional Office

REQUIREMENTS
:
An appropriate Bachelor’s degree or equivalent qualification in any of the built environment disciplines, (Engineering); Training and Development or a degree in Management. A valid driver’s license. Knowledge of the development of emerging contractor’s enterprise will be an added advantage. Recommendation: Good communication, training, development, business and writing skills. Computer literacy.

DUTIES
:
Manage the programme in the Region. Ensure that all applicants go through the multimedia training when they register. Identify training needs for the emerging contractors. Interact with representatives of the emerging contractors. Liaise with training service providers and funders to ensure that ECDP contractors benefit the training available. Assist in rolling out and present letter of this programme to other Departments and/or organizations. Train contractors in preparing estimates and filling tender documents. Shortlist contractors for work opportunities. Prepare regular reports on training results and evaluations to the Regional Manager. Recommend contractors to the suppliers and financial institutions for both material and finance .recruit contractors in areas where there is insufficient capacity. Manage the contractor’s rooster system. Report on the progress in the ECDP.

ENQUIRIES
:
Ms E van der Hoven, Tel (021) 402 2255

APPLICATIONS
:
The Regional Manager, Department of Public Works, Private Bag X9027, Cape Town, 8000

FOR ATTENTION
:
Ms N Mtsulwana

POST 40/52
:
PA TO DDG: ASSET MANAGEMENT REF 2007/942



To render an effective and efficient administrative as well as logistical assistance to DDG: Asset Management as well as to undertake research and develop appropriate policies, strategies and programmes to be used to promote the Branch.

SALARY
:
All inclusive salary package of R311 358 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
An appropriate degree/diploma in any of the following fields: Social Science, Administration, Building Sciences, Financial related. Strong administrative skills. Appropriate management experience. Excellent verbal & written communication skills including strong report writing skills. Knowledge or understanding of the programmes administered by the Branch. Excellent practical hands on skills and knowledge of the MS office package (Word, Excel, and Power Point).  Ability to liaise at all levels in a professional and confident manner. Networking skills.

DUTIES
:
Interface with Ministry, Director-General, Senior Management and private organisations, both local as well as international. Co-ordinate high-level meetings in all aspects, such as logistics, transport arrangements and take charge of invitations and RSVP functions etc. Act as formal channel of communication between office of the DDG and other Departments and organisations. Compile briefing notes as well as other documentation to adequately prepare the DDG for such meetings. Contribute to the development and promotion of the programmes under the jurisdiction of the DDG. Undertake research and inform DDG of such outcomes in strengthening the position of the Branch within the wider context of its mandate. Actively intervene in the promotion and development of the Branch in all aspects including Human Resources.  Represent DDG at meetings as and when required to. Attend to less important functions and take to conclusion such actions. Co-ordinate all standard reports within set deadlines for transmission to Senior Management. Develop and maintain stakeholder management tool (construction and property industry and public sector stakeholders). Consolidate all Chief Director’s reports to produce a monthly Branch report.  Manage (respond, distribute and follow-up) correspondence to and from the DDG’s office.

ENQUIRIES
:
Mr SV Mathobela, Tel (012) 337 2116

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

FOR ATTENTION
:
Mrs TB Hlatshwayo

POST 40/53
:
ASSISTANT DIRECTOR: EMPLOYEE RELATIONS LABOUR RELATIONS MANAGEMENT REF 2007/952

SALARY
:
R196 815 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A Bachelor’s Degree/National Diploma qualification in Labour Relations Management, Public Administration and/or related fields. A Labour Relations Practitioner with in-depth understanding of enabling legislation (BCEA, Employment Equity Act, OHSA, SDA, LRA, etc.)   Three (3) to five (5) years experience in dealing with disputes and representing the employer in the GPSSBC, CCMA and Labour Court Matters. Thorough knowledge of grievance and conflict management processes. A successful candidate should also have knowledge of PERSAL, Computer literacy, financial management and negotiation skills, excellent writing and communication skills. A valid drivers license will be an added advantage.

DUTIES
:
The duties include the following: Effectively implement all Labour Relations management policies, prescripts and relevant legislations. Dispute and grievance database management. Act as an advisor to line functions and employees in relations to matters of discipline. Train all employees in respect to Labour Relations processes and procedures. Liaise with external structure like the DPSA, PSC, DoL etc in relations to disputes, misconducts, submission of required reports or any other matter that deals directly with employee relations issues. Represent the Department in disciplinary hearings, conciliation and arbitrations both by the CCMA. GPSSBC. PSCBC or assist in drafting of affidavits for Labour Court review and applications. 

ENQUIRIES
:
Mr. T Rathaha, Tel (012) 337 2855 

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

FOR ATTENTION
:
Mrs TB Hlatshwayo

POST 40/54
:
ASSISTANT DIRECTIOR EPWP (X2) TRAINING COODINATOR REF 2007/969
SALARY
:
R196 815 per annum

CENTRE
:
Free State Province 

REQUIREMENTS
:
A Tertiary qualifications in Human Resource Management/Development or relevant qualification. Relevant experience in training management and management experience. Knowledge in Disciplinary procedures and Human Resource Management. A candidate must have the following skills:  Policy interpretation, Decision making, Project Management, Facilitation and report writing skills. Willing to adapt work schedule in accordance with office requirements and prepared to travel. 

DUTIES
:
The provision of assistance to stakeholder, communication and training. Assist with planning and organizing of implementation processes of training. Assist with organising invitations to trainees and service providers. Provide technical support to training sessions. Assist with complication of training reports. Respond to training related queries.

ENQUERIES
:
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
:
Mrs TB Hlatshwayo

POST 40/55
:
PROJECT MANAGER X3 CAPITAL MAINTENANCE & TECHNICAL TEAM REF 2007/956

SALARY
:
R157 686 per annum.

CENTRE
:
Durban Regional Office

REQUIREMENTS
:
Tertiary qualification in the built environment, recognized by the SACPCMP and minimum of 3 years experience in the built environment. Registration by the SACPCMP as Candidate CPM and appropriate experience in the planning and managing of projects in the built environment.  A valid driver’s license; Computer literacy; Knowledge and understanding of the following acts: Public Finance Management Act; Occupational Health and Safety Act as well as Building Regulations;  Environment Conservation Act; Knowledge and understanding of the Government Procurement System; Good financial and budget skills; Sound analytical skills with good communication, both written and verbal.

DUTIES
:
Contribute to project initiation, scope definition and scope change control for envisaged projects. Full project management function, cost, quality and time control. Manage project cost estimates and control changes in line with allocated budgets. Plan and attend project meetings during the project phases. Assist with the compilation of project documentation to support project processes; Implement project administration processes according to Government requirements. Ensure implementation of procurement activities and adherence thereof to Government policies. Support the project environment and activities to ensure that project objectives are delivered timeously; Management of and engagement in multi-disciplinary construction teams regarding the construction/maintenance of facilities.

ENQUIRIES
:
Mr S Davids, Tel: (031-314 7163) 

APPLICATIONS
:
The Director General, Department Of Public Works, Private Bag X54315, Durban, 4000

for ATTENTION
:
Mr BE Mbatha
POST 40/56
:
CHIEF INDUSTRIAL TECHNICIAN REF 2007/958
SALARY
:
R132 054 per annum

CENTRE
:
Head Office (Pretoria) 

REQUIREMENTS
:
Three year National Diploma level in Water Care or Analytical Chemistry or equivalent qualification on that level. A driver’s license is essential. The minimum requirement is a code B driver’s license. The following requirements are essential: EXPERIENCE: Relevant years of experience demonstrating a high level of competence in chemical water analysis, water purification practices and sound knowledge of commercially available plants. A sound understanding of legislation pertaining to water and environment is required. The following capabilities are essential. Performance of analytical techniques for the analysis of water samples. Handling of glassware and electronic analytical equipment. Handling of purification plant equipment (pumps, dosing siphons, distribution arms on biofilters, aerators, mechanical screens etc.) Computer literacy. Good oral and written communication skills. Good technical problem solving abilities. Good reasoning and persuasion abilities. Sewage and potable water process design and operational procedures. Good human relations. Knowledge of the Water Act and Water Services Act, the Environmental Conservation Act and the National Environmental Management Act.

DUTIES
:
Scheduled inspection on monthly, quarterly and six-monthly basis. Sampling of sewage/water purification plant final effluent and plant components as necessary. Operator training as necessary. Technical problem solving. Analysis of final effluent from sewage/water purification. plants. Report writing compliance/ non-compliance of plants. Liaison with Chief Industrial Technician (Analytical Services) on laboratory administration. General housekeeping and care for electronic apparatus. Interpretation of analytical data and problem identification. Establishment of inspection routine schedules. Compilation of final effluent reports .Drinking water quality assessment and the recommendations to improve water quality if necessary

ENQUIRIES
:
Ms ND Ndumo, Tel: (012) 337 2079

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

FOR ATTENTION
:
Mrs TB Hlatshwayo

POST 40/57
:
EXECUTIVE SECRETARY LEGAL SERVICES REF 2007/959
SALARY
:
R132 054 per annum

CENTRE
:
Head office (Pretoria)

REQUIREMENTS
:
A Post Matric Qualification and relevant in Office Management and co-ordination. The ability to liaise at Senior Management level and ability to work and cope under intense pressure are important prerequisites. Maintain confidentiality and be able to work independently, with minimum supervision. Advanced computer literacy in MS office packages (MS Word, MS Excel and MS PowerPoint). Experience in customer relations and client liaison, In addition, applicants must have the knowledge of budgeting processes and how to apply them. Knowledge of Government Procurement processes will be an advantage.

DUTIES
:
Manage the traffic in the office of Chief Director Efficient and effective Human Resources, Financial administrative support, Efficient and effective, including operating the LOGIS and BAS financial systems, Perform the duties of Chief User Clerk in the office of the Chief Director,  Provisioning of stationery and supplies, Maintain an electronic post register for incoming and outgoing post, Maintain a filing registry in the office of the Chief Director, Electronic management of the Chief Director’s diary, Schedule meetings and telephone management, Make official travel arrangements for the Chief Director , Assist with the preparation and development of Chief Director’s presentations, reports and minutes of meetings,  Arrange official functions for the office of the Chief Director,  Assist in the identification and development of training material for the Chief Directorate and organise training facilities, Responsible for procurement processes within the office of the Chief Director and manage the petty cash,  Assist in the development of the MTEF budget of the Chief Directorate and develop and maintain a monthly commitment register,  Ensure the security profile and classification of documentation reports and information related to the office.

EQUIRIES
:
Ms J Monare, Tel (012) 337 3208

APPLICATIONS
:
The Director General, Department of Public Works, Private bag X65, Pretoria, 0001 or Hand Delivered at 124 Church Street, Poyntons Building, Pretoria

FOR ATTENTION
:
Mrs TB Hlatshwayo

POST 40/58
:
SENIOR PERSONNEL PRACTITIONER PLANNING AND RECRUITMENT REF 2007/954


NB: Kindly note that this is a re-advertisement. Applicants who applied previously are encouraged to reapply. 

SALARY
:
R132 054 per annum

CENTRE
:
Cape Town Regional Office

REQUIREMENTS
:
An appropriate degree/diploma or equivalent qualification in Human Resource Management with relevant experience. Knowledge and understanding of enabling legislation (BCEA, EEA, PSA, PSR, CORE, etc).  Ability to perform effectively in a pressure driven environment.  Proven and strong verbal and written communication skills. Well developed counseling skills. Sound analytical, statistical and problem solving skills. Knowledge of PERSAL. Computer literate. Driver’s licence 

DUTIES
:
Ensure proper execution of all recruitment and planning tasks, both manually and on systems.  Prepare and provide employment statistics to the Head of Human Resources.  Ensure adherence to effective implementation of policies, regulations and Acts with regard to HR.  Administer, advice and support to management and staff on recruitment and selection. Participate in employees’ health and wellness programmes. Render exit management services.

ENQUIRIES
:
Mrs N. Mtsulwana Tel. (021) 402 2132

APPLICATIONS
:
The Regional Manager, Department of Public Works, Private Bag X9027, Cape Town, 8000

FOR ATTENTION
:
Ms N Mtsulwana

POST 40/59
:
ADMINISTRATIVE OFFICER EMERGING CONTRACTORS DEVELOPMENT PROGRAMME (ECDP) REF 2007/963

SALARY
:
R106 335 per .annum 

CENTRE
:
Mafikeng Regional Office

REQUIREMENTS
:
A Bachelor’s degree or equivalent qualification preferably in the built environment( Architecture, building and engineering) or an N3 (passed the trade test) with at least two years experience in the construction industry, coupled with the sound knowledge and understanding of registration requirements for contractors. Knowledge of preferential targeting policies of the department and construction site procedures including supervision and monitoring.  Understanding of the procurement systems and relevant policies Analytic ability.  Strong written and verbal communication, good interpersonal skills and computer literacy are an added advantage.

DUTIES
:
Ensure the registration, establishment and maintenance to the database of emerging contractors. Preparation and submission of regular reports on emerging contractors to the regional Programme manager. Compiling minutes during workshops, meetings and training sessions. Manage the ECDP programme in the absence of the Regional Programme Manager. 

ENQUIRIES
:
Ms B. Toni Tel. (018) 384 9331 Ext 2244

APPLICATIONS
:
The Regional Manager, Department of Public Works, Private Bag X 120, Mafikeng, 2735 or Hand delivered 2nd Floor West Gallery, Mega City 

FOR ATTENTION
:
Mr HS Dlamini 

POST 40/60
:
ADMINISTRATIVE OFFICER PROJECT MANAGEMENT REF 2007/966
SALARY
:
R106 335 per annum

CENTRE
:
Nelspruit Regional Office

REQUIREMENTS
:
An appropriate National Diploma/ Degree or equivalent qualification appropriate experience in an office environment, Good communication and writing skills, Good financial skills, Knowledge of WCS will be an added advantage, Good organizational skills, Computer literate. Knowledge and understanding of Government Administration procedures. 

DUTIES
:
Provide administrative and general office management support to Project Managers: *supporting project management processes within specific time frames * preparing documentation for presentations and reports * organizing office logistical matters and acting as general receptionist * making required travel and accommodation arrangements * administrating office correspondence, documents and reports * managing the flow of information and documents in the office * processing forms and documents related to claims, payments, invoices and consultant fees relevant to the office * updating of WCS on a daily basis 

ENQUIRIES
:
Mr AJ Nel, Tel (013) 753 6300

APPLICATIONS
:
The Regional Manager, Department of Public Works Private Bag X11280, Nelspruit, 1200 

FOR ATTENTION
:
MS NP Nkosi

POST 40/61
:
ADMINISTRATION OFFICER UTILIZATION & CONTRACT ADMINISTRATION REF 2007/964

SALARY
:
R106 335 per annum

CENTRE
:
Cape Town Regional Office

REQUIREMENTS
:
A National Diploma in Property Management or a Senior certificate plus at least three years appropriate experience in property management ( building, land/or administration). Knowledge and understanding of the PFMA, Property related Acts and Property laws and local Regulations. Valid drivers license and be prepared to travel. Strong communication skills (written and verbal0 and the ability to communicate at all levels. Good interpersonal, analytical, planning, organizing and financial management skills. Basic MS Office computer literacy. Knowledge of contracts and administration of lease is recommended.

DUTIES
:
The updating of the National Fixed Asset Register on the Property Management Information System of the Regional Office to reflect all relevant property-related information. Keep abreast of property management trends to ensure optimal performance and maximum value of fixed assets. Communicate with relevant stakeholders regarding the maintenance of the National Fixed Asset Register. Carry out regular inspections to ensure maximization of property utilization and for vesting purposes. Identify superfluous State properties and prepare for disposals. Appoint security companies to prevent illegal occupation. Identify properties to be cleared of overgrown vegetation and to clear fine breaks. Liaise with all spheres of Government(s) in respect of property related matters. Negotiate with potential tenants and conclude lease agreements in line with the requirement of the PFMA, Treasury Regulations, and other prescripts and Policies of the Department

ENQUIRIES
:
Ms SF Jakins, Tel (021) 402 2157

APPLICATIONS
:
The Regional Manager, Department of Public Works, Private Bag X9027, Cape Town, 8000

FOR ATTENTION
:
Ms N Mtsulwana

POST 40/62
:
INDUSTRIAL TECHNICIAN MECHANICAL ENGINEERING PROFESSIONAL SERVICES REF 2007/968

SALARY
:
R106 335 per annum

REQUIREMENTS
:
National Diploma in Mechanical Engineering (T\N\S stream) with relevant experience. A valid driver’s license, Computer literacy, knowledge and understanding of the following Mechanical Design and Construction, Applicable Legislation and Structural Requirements, norms and standards, Occupational Health and Safety Act as well as Building Regulations, Technical Knowledge of the general built environment. Technical aptitude and skills. Computer literacy (CAD, MS Office). Ability to work with Consultants, professionals and staff at various levels.

DUTIES
:
Draft Designs, prepare Mechanical and material schedules, prepare \ redraw as-built drawings, ensure compliance of drawings with building regulations and other legal, occupational health and safety and environmental requirements. Evaluate consultant design and identify deficiencies and areas of non compliance. Under site measurement surveys and evaluate mechanical structures. Determine and report progress, faults and snags. Determine compliance with technical standards, regulations and specifications. Measure and record findings, maintain technical information and specifications. Establish and foster relations and communicate findings with clients.

ENQUIRIES
:
Mr S Davids, Tel (031) 3147163

APPLICATIONS
:
The Regional Manager, Department of Public Works, Private Bag X54315, Durban, 4000

FOR ATTENTION
:
Mr BE Mbatha

POST 40/63
:
ADMINISTRATIVE OFFICER REGISTRY FINANCE AND PROCUREMENT REF 2007/962

SALARY
:
R106 335 per annum

CENTRE
:
Mmabatho Regional Office 

REQUIREMETS
:
A Degree/Diploma or equivalent qualification and appropriate experience. Knowledge of MS Word application. Ability to identify, classify & record large variety of official documents & to manage a logical filling system.  Communication ability, A team worker, Perseverance, loyalty and Strongly orientation towards rendering a friendly client service.

DUTIES
:
Be responsible for training and supervision off junior colleagues. Compile statistics for annual and quarterly reports. Render auxiliary service to professional personnel. Manage the registration section. Delegate and management of work. Be responsible for personnel evaluation function. Handle inquiries of a more advanced nature. Scrutinize, record and dispatch outgoing correspondence. Manage/upkeep an official DOD filling system. Sort and post documents. Maintain an effective pending system, Draw and route files. An appropriate qualification and experience in office administration and registry practices. The following will serve as a recommendation: Knowledge of the States registry policies and procedures; Good human relations; Computer literacy; Sound communication and interpersonal skills; Strong organizational skills. Receipt and opening of mail and registered mail; Processing of mail and correspondence and distribution of mail; Preparation and dispatch of mail; Administer mail and correspondence; Administration of the Registry Office; Filing of correspondence; supervision and control over staff.

ENQUIRIES
:
Ms T Matlholwa, Tel (018) 3849331 ext 2254

APPLICATIONS
:
The Regional Manager, Department of Public Works, Private Bag X 120, Mafikeng, 2735 or Hand delivered 2nd Floor West Gallery, Mega City 

FOR ATTENTION
:
Mr HS Dlamini 

POST 40/64
:
STATE ACCOUNTANT REF 2007/957

SALARY
:
R106 335 per annum

CENTRE
:
Bloemfontein Regional Office

REQUIREMENTS
:
A three year degree or diploma in finance field, extensive relevant experience in public financial management. Extensive knowledge of relevant legislation, regulations, guidelines and policies is expected. Sound interpersonal and communication skills, computer literate, multi-tasked skills, self driven, result orientated, motivated, meet deadlines and acceptance of responsibility is required for this post. Extensive budgeting experience, above average knowledge of Excel and membership of the Institute for Public Finance and Auditing will be an added advantage

DUTIES
:
Reporting to the Assistant Director the incumbent of this position will take responsibility for: Monitor and Control of the adherence to sound accounting and NPDW practices, prescribed policies and regulations in all transactions. Monitor and control all payments on the transversal systems. Ensure correct allocation of expenditure. Be responsible for all budget functions of the regional office, including the submission of monthly financial reports, projections and provide meaningful interpretation of reports. The incumbent will contribute to the preparation of the financial statements. Monitor and control general ledger reconciliation processes of all the financial systems as well as the effective management of asset and liability accounts.

ENQUIRIES
:
Mr. P.J Whielers, Tel (051 -400- 8700)

Applications
:
The Regional Manager, Department of Public Works Private Bag X20605 Bloemfontein 9300 or Hand Deliver at 14 Elizabeth Street Civilia Building

FOR Attention
:
Mr CTI Mofokeng

POST 40/65
:
ASSISTANT ADMIN OFFICER UTILIZATION AND CONTRACTS ADMINISTATION (X3) PROPERTY MANAGEMENT REF 2007/965

SALARY
:
R85 362 per annum

CENTRE
:
Cape Town Regional Office

REQUIREMENTS
:
A Senior Certificate plus relevant experience in property management or a fixed asset management environment (A relevant National Diploma/Bachelor’s Degree would be an added advantage). Good computer, communication and interpersonal skills. Good written, analytical and financial skills. Driver’s license would be an advantage.

DUTIES
:
The updating of the National Fixed Asset Register on the Property Management Information System of the Regional Office to reflect all relevant property-related information. Keep abreast of property management trends to ensure optimal performance and maximum value of fixed assets. Communicate with relevant stakeholders regarding the maintenance of the National Fixed Asset Register. Carry out regular inspections to ensure maximization of property utilization and for vesting purposes. Identify superfluous State properties and prepare for disposals. Appoint security companies to prevent illegal occupation. Identify properties to be cleared of overgrown vegetation and to clear fine breaks. Liaise with all spheres of Government(s) in respect of property related matters. Negotiate with potential tenants and conclude lease agreements in line with the requirement of the PFMA, Treasury Regulations, and other prescripts and Policies of the Department

ENQUIRIES
:
Ms SF Jakins (021) 402 2157

APPLICATIONS
:
The Regional Manager, Department of Public Works, Private Bag X9027, Cape Town, 8000

FOR ATTENTION
:
Ms N Mtsulwana

POST 40/66
:
SECRETARY (OFFICE OF THE DDG) ASSETS MANAGEMENT REF 2007/960

SALARY
:
R85 362 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A Senior Certificate with appropriate experience as an Office Assistant.  Computer literacy (MS Word, PowerPoint, Excel, Intranet and Internet, as well as typing skills. Knowledge of Logis and BAS will be an added advantage.  Interpersonal, organisational and communication skills are also required.  Good record keeping skills. Knowledge and understanding of the built environment will be an added advantage.  

DUTIES
:
The successful candidate will be responsible for the following duties in the Office of the DDG Assets Management: To manage all telephone calls – screening incoming and outgoing calls in the office of the DDG and ensuring the efficient flow of information.  Responding to telephonic queries as and when required. Provide professional support to the DDG and Personal Assistant i.e. maintain filing system, complete transport and subsistence claims, make reservations for local and overseas travels and following up on arrangements. Assist in preparing for meetings and presentations, preparing agendas and minutes and assist with the compilation of reports. Record incoming mail, distribute to relevant managers and assist with tracking of documentation. Render administrative and secretarial support to the DDG and Personal Assistant, i.e. typing, co-ordination of daily activities, management of electronic diary, proper preparation and recording of all meetings and appointments

ENQUIRIES
:
Mr S Mathobela, Tel (012) 337 2116 

APPLICATIONS
:
The Director-General, Department of Public Works, Private Bag X 65, Pretoria, 0001, or Hand delivered at 124 Church Street, Poyntons Building, Pretoria

FOR ATTENTION
:
Mrs TB Hlatshwayo

POST 40/67
:
ASSISTANT ADMIN Officer: PROCUREMENT Ref 2007/961
SALARY
:
R68 955.per annum 

CENTRE
:
Cape Town Regional Office

REQUIREMENTS
:
Grade 12 with appropriate knowledge and experience in the tender / procurement environment.  The following will serve as a recommendation: Good verbal and written communication skills.  Good organisation and interpersonal skills. Attention to detail and accurate record keeping. Computer literacy (MS Office Package). Knowledge of PPPFA, PFMA, Treasury Regulations, Supply Chain Management and Government Procurement, planning and technical operational skills, related to the job, as well as government procurement policies & procedures.

DUTIES
:
Scrutinise and compile bid documents. Selling of tender documents. Managing addendums to bid documents. Assist in opening of bids and recording and publishing results. Requesting extensions of validity dates.  Sorting supplier quotations. Compiling correspondence. Attending to enquiries and liaising with external/internal clients. Maintaining accurate record keeping systems for procurement related services.  

ENQUIRIES
:
Ms R Mouton Tel: (021) 402-2076

APPLICATIONS
:
The Regional Manager, Department of Public Works, Private Bag X9027, Cape Town, 8000

FOR ATTENTION
:
Ms N Mtsulwana

POST 40/68
:
ARTISAN: (ELECTRICIAN) REF 2007/967
SALARY
:
R58 290 per annum

CENTRE
:
Durban Regional Office

REQUIREMENTS
:
A proof of passing a trade test in terms of the Provisions of Section 13 (2)(h) of the Manpower Training Act, 1981, as amended or a certificate issued under the provision of the repealed section 27 of the Act and relevant years of working experience. Knowledge of the OHS Act.

DUTIES
:
Maintenance including new work to building infrastructure works. Maintain tools. Compile material quantities per project. Supervise assistants.

ENQUIRIES
:
Mr ER Kemp, Tel (031) 3147157

APPLICATIONS
:
The Regional Manager, Department of Public Works, Private Bag X54315, Durban, 4000

FOR ATTENTION
:
Mr BE Mbatha

ANNEXURE J
THE PRESIDENCY

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

NOTE
:
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, marked to the attention of Ms K Mashifane, tel 012 300 5592 or hand deliver to Union Building, Government Avenue, East Wing Entrance

OTHER POSTS

POST 40/69
:
DEPUTY DIRECTOR: HUMAN RESOURCES DEVELOPMENT AND SPECIAL PROGRAMMES
SALARY
:
R369 000 all-inclusive package per annum.
CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate recognized Bachelor’s degree or equivalent qualification, preferably in the Human or Social Sciences discipline.  The ideal candidate should be able to display the following competencies at a competent level:  applied strategic thinking, budgeting and financial management, citizen focus and responsiveness, team leadership, planning and organising, project management, problem solving and decision making, communication and information management as well as project management. 

DUTIES
:
The successful candidate will be responsible for the following key performance areas: *Performance Management Implement an effective performance management system that supports the transformation of the organisational culture. -Ensure the alignment of organisational and team/individual performance rating with the incentive scheme-Facilitate the full understanding of the performance management system by all employees*Employee Health and Wellness Programme - Develop and implement overall health and wellness strategy for The Presidency-Ensure that the Office has effective and comprehensive counselling services for all staff-Ensure that The Presidency observe and commemorate Wellness and World AIDS Calendar days*HRD and Skills Development-Ensure that there is an alignment between HRD interventions with organisational strategy and the Public Service HRD strategy-Monitor and implement the internal training Quality Management Systems - Liaise with statutory bodies such as SETA’s, SGBs, SAQA, etc to ensure alignment with HRD interventions-Oversee the implementation of Executive Leadership Programme, Internship, Learnership and Career Development Programme as well as ABET Programme

ENQUIRIES
:
Mr Sydney Mashiloane (012 300 5572)

CLOSING DATE
:
12 October 2007

POST 40/70
:
STATE ACCOUNTANT
SALARY
:
R 106 335 per annum
REQUIREMENTS
:
An appropriate Degree or National Diploma in Finance/Accounting and/or relevant, Experience, sound knowledge of Bas, logis Procurement intergration, Safety Net, PFMA & Treasury Regulations. Computer literacy in (Ms word & excel) Good communication & interpersonal skills. Ability to work under pressure & Independently.

DUTIES
:
Responsible for Pay Master General account, clearing exceptions, authorising journals, Authorising of payments on Bas, logis procurement Integration,  Handling & control of telephones & GG Accounts, verification of banking details, Authorising of Telegraphic Transfer & Foreign payments through safety net, bank Reconciliation. (Month closure on BAS).Attend to all quires relating to the post. Perform any other reasonable tasks and be able to work under pressure.

ENQUIRIES
:
Ms Marie Hartman (012 300 5608)
CLOSING DATE
:
19 October 2007

POST 40/71
:
SENIOR ACCOUNTING CLERK

SALARY
:
R 68 955 per annum
CENTRE
:
Finance

REQUIREMENTS
:
Senior Certificate (Grade 12 with Accounting). Computer literacy and analytical skills. Appropriate experience in travel and subsistence. Knowledge of BAS and Persal Systems. Good communication skills. Appointment of a candidate is subject to security clearance.

DUTIES
:
Receiving and processing all travel and subsistence, advances, and claims. Capturing of all travel and subsistence, advances and claims payments vouchers and journals on BAS and Persal systems. Resolve queries relating to travel and subsistence. Perform any other reasonable tasks and be able to work under pressure.

ENQUIRIES
:
Mr. Mario Maasdorp (012-300 5613)

CLOSING DATE
:
19 October 2007

POST 40/72
:
DRIVER
SALARY
:
R 58 290 per annum

CENTRE

Pretoria

REQUIREMENTS
:
A senior certificate (Grade 12) and a valid 08 drivers licence.  Applicants who have a valid public drivers permit will have a distinct advantage.  The applicant must be familiar with the Johannesburg and Tshwane areas.

DUTIES
:
The successful candidate will be responsible for driving duties for all official trips for on behalf of the Department.   Undertake work after hours and on weekends.  Completion of trip authorisation documents.  Undertake daily completion of mileage and monthly reconciliation of the vehicle log book.  Arrange the servicing and valet of the official vehicle.  Deliver documents and assist with Messenger services. Report any accidents to the transport officer. Perform any other transport duties assigned by the supervisor.

ENQUIRIES
:
Mr C Serutle Tel (012) 300 5655 

CLOSING DATE
:
19 October 2007

ANNEXURE K
PROVINCIAL ADMINISTRATION: FREE STATE

DEPARTMENT OF EDUCATION

The Free State Provincial Government and Free State Department of Education are equal opportunity, affirmative action employers. Please note the following: the FSDoE will give preference to candidatures in the following order: It is our intention to promote representivity (race, gender and disability) in the Department through the filling of these posts.  Candidates whose transfer/promotion/appointment will promote representivity
CLOSING DATE
:
11 October 2007 @ 16h00

NOTE
:
The particulars of the posts, requirements, etc. are attached. Introduction and general measures. Firstly, to the candidature of excess employees who are at a level equivalent to that of the advertised vacancy. Secondly, to the candidature of employees other than those referred to in the above paragraph i.e. non-excess employees and excess employees at lower/ higher levels than that of the advertised vacancy. Lastly, to the candidature of non-public servants. All applications must be submitted on a Z.83 form, obtainable from any Public Service Department, as well as from FSDoE, or the official website: (www.fsdoe.fs.gov.za) and must be completed in full. In full means both pages of the Z.83 must be completed and page 2 duly signed. Applications must be accompanied by original certified, copies of formal and informal qualifications, driver’s licence (where specified), identity document and a detailed C.V. Separate applications must be submitted for every vacancy, according to the Departmental Employment Equity plan and targets, will receive preference. Applicants must clearly quote the relevant reference number on application forms and on the envelope and forward the applications to the address as indicated in the advertisement. N.B.: Please note that: Incomplete and late applications will not be considered.  Failure to comply with the procedure outlined above, will lead to an application being rejected.  Applicants are informed that applications, copies of qualifications and CVs will not be returned; Applicants who terminated their services with voluntary severance packages may not apply; Faxed applications will not be accepted; Salary progression on the salary scales is subject to performance assessment; The FSDoE reserves the right not to fill advertised positions; and Applicants educational qualifications will be verified and references will be checked; and It is expected of candidates to be available for selection interviews on a date, time and place determined by the Free State Department of Education. Please forward your application, quoting the relevant reference number on your Z83 application as well as on the envelope. It will be expected from the successful candidate on level 13 to sign a performance agreement with the Department.  Applicants are respectfully informed that, if no notification of appointment is received within 4 months of the closing date, they must accept that their application had been unsuccessful. This advertisement will also appear on the website of the Department at www.fsdoe.fs.gov.za.

MANAGEMENT ECHELON

POST 40/73
:
DIRECTOR: INTERNAL AUDIT: INTERNAL AUDIT DIRECTORATE: REF 28/2007/01

SALARY
:
An all-inclusive Senior Manager’s remuneration package of R502 725 per annum to be structured according to the individual’s personal needs. 

CENTRE
:
Bloemfontein

REQUIREMENTS
:
A Bachelor degree or Diploma (Internal Auditing) is required. A CIA (recommended/preferred) and/or CA (SA)(RQV 13). More than 10 years’ experience in relevant internal audit or external audit (including management experience). An In-depth understanding of the public sector industry (especially Provincial Government). Excellent written and verbal communication skills as well as excellent editing skills. Key Performance Areas The incumbent will be responsible for managing the internal audit function so that audit work fulfils the purposes and responsibilities established in the Department’s internal audit charter; resources are efficiently and effectively employed; and audit work conforms to the Standards for the Professional Practice of Internal Auditing. 

DUTIES
:
Evaluate identified risks Ensure the reliability and integrity of financial and operating information Ensure compliance with policies, plans, standards, laws and regulations that could have significant impact upon operations Take measures to safeguard assets, including tests of existence and ownership Ensure economy and efficiency in the use of resources Effectiveness in the accomplishment of objectives and goals established for Departmental operations and projects. Develop the annual internal audit plan and monitor performance against the plan Coordinate activities to the extent possible with the Auditor-General to enhance audit efficiency Exercise discretion in the review of records to ensure confidentiality Present to Executive Management and/or the Audit Committee, a report on significant and major recommendations or deficiencies on which audited management has not taken proper corrective action Ensure that the internal audit function does not develop or implement procedures, does not prepare records, or make management decisions, or engage in any other activity that could be reasonably construed to compromise its independence Responsible for monthly activity reports to senior management and updates to the Corporate Internal Audit Procedures Manual Perform a final review of the internal audit reports.

ENQUIRIES
:
Mr MS Rakometsi(  (051) 404 8430 

APPLICATIONS
:
The Director HRM, Department of Education, Private Bag X20565 Bloemfontein, 9300 (Katleho Building)

OTHER POSTS

POST 40/74
:
DEPUTY DIRECTOR: HUMAN RESOURCE MANAGEMENT DIRECTORATE: PUBLIC SERVANTS: PERSONNEL PROVISIONING SUB DIRECTORATE: REFERENCE:28/2007/02 

SALARY
:
R311 358 pa all inclusive package (a portion of the package can be structured according to the individual’s personal needs) 

CENTRE
:
Bloemfontein

REQUIREMENTS
:
A relevant Tertiary or equivalent qualification with more than 7 years experience. Code 08 Driver’s licence as travelling is required. Computer literate. Recommendation: Sound knowledge and skills in Human Resource Management, in particular recruitment, terminations, mobility and salary administration. Good communication, management, interpersonal and report writing skills. Knowledge of Public Service Act and Public Service Regulations, Labour Relations Act, PFMA and CORE.

DUTIES
:
Overall management of recruitment, selection and appointments, promotions, evaluation of qualifications, HR Mobility, terminations of service, management of re-deployment data base as well as the determination and implementation of salaries and allowances for Public Servants.  Advise management on issues related to the above. Provide training and guidance on policy issues related to the above to the 5 District offices and provincial office staff. Managing performance of down line staff; including the development and assessment of such performance. Report writing. 

ENQUIRIES
:
Ms L Munday ( (051) 404 4291

APPLICATIONS
:
Director: Human Resource Management, Private Bag X 20565, Bloemfontein (Katleho Building, 106 Selborne Ave)
POST 40/75
:
ASSISTANT DIRECTOR (WORK STUDY): ORGANISATIONAL AND HUMAN RESOURCE DEVELOPMENT: ORGANISATIONAL DEVELOPMENT SUB-DIRECTORATE:  REFERENCE: 28/2007/03

SALARY
:
R196 815.00pa – R228 492Ppa

CENTRE
:
Bloemfontein

REQUIREMENTS
:
Appropriate Bachelor's degree (or equivalent qualification) and Certificate in Management Services (Work-study). A certified and experienced Job Analyst ● A minimum of 5 years relevant experience. Valid driver's licence. Recommendations Ability to analyse options, make recommendations and prepare reports ● Good verbal and written communication and reporting writing skills. Computer literate. ● Research skills and the ability to interpret and apply policies. Innovative, creative and analytical. Responsible and self motivated.

DUTIES
:
Advice Senior Management and officials of the Free State Department of Education on strategic interventions in the organisational structure, staff establishment, systems and processes, including the management of the division Work Study to improve organizational efficiency. Develop and assist with the implementation of departmental policies/strategies, monitoring mechanisms and recommended solutions regarding organizational structures, systems and process to improve organizational efficiency. Monitoring and evaluate the implementation of provincial policies/strategies that impacts on organisational efficiency to ensure that management is timeously advised on corrective actions where necessary. Form design and management in the Department. Assist in the development of job descriptions and conducting job evaluation in the Department to ensure that jobs are graded correctly in terms of the Equate Job Evaluation system. Identify development needs and utilize self-development opportunities to enhance job performance. 

ENQUIRIES
:
Mr Riaan Strydom, tel. (051) 404-9567

APPLICATIONS
:
The Director HRM, Department of Education, Private Bag X20565 Bloemfontein, 9300. (Katleho Building)

POST 40/76
:
ASSISTANT DIRECTOR: DEMAND, ACQUISITION & LOGISTICS DIRECTORATE: BOOK PROVISIONING SUBDIRECTORATE:  REFERENCE NR 28/07/04
SALARY
:
R157 686pa – R183 066 per annum

CENTRE
:
Bloemfontein

REQUIREMENTS
:
An appropriate recognized Bachelor’s Degree or equivalent 3-year qualification obtained after Matric as well as 5 years relevant experience. Recommendation Effective written and communication skills and ability to communicate on all levels.  Computer literacy. Ability to work under pressure. Experience of Procurement and Delivery of Learning and Teaching Support Material (LTSM) to schools will be an added advantage. 

DUTIES
:
Ensure that orders for Learners and Teachers Support Material (LTSM) are placed for all schools. Liaise with District Offices on all LTSM matters. Compile reports. Communicate with publishers and suppliers, schools and district offices with regard to orders, payments and progress on LTSM supply to schools. Management of Procurement and Delivery of LTSM to schools within time frames. Supervise staff.

ENQUIRIES
:
Mr SJ Tshabalala (051) 404 4072

APPLICATIONS
:
Director HRM, Department of Education, Private Bag X 20565, Bloemfontein, 9300 (Selborne Avenue 106, Katleho Building)

POST 40/77
:
CHIEF ADMIN CLERK: ACQUISITION MANAGEMENT SUB DIRECTORATE:  DEMAND ACQUISITION & LOGIS DIRECTORATE:  REF NO 28/2007/05
SALARY
:
R106 335 pa – R123 456 pa
CENTRE
:
Bloemfontein

REQUIREMENTS
:
Senior Certificate (Grade 12) with at least 3 years applicable experience Recommendations: Appropriate knowledge and experience of SCM, PPPFA, PPPF Regulations, PFMA, SCM Regulations, SCM Practice Notes as well as appropriate experience in Acquisition Management/Bid Administration. Computer literacy, ability to work under pressure and supervisory skills.

DUTIES
:
Ensure that bids are correctly arranged and invited in time, Evaluation of bids on the hand of evaluation criteria, Short listing of companies, Allocation of bid  preferences, Calculation of PPPF points and comparative prices, Compiling of submission to DBAC, verifying of work. Ensure on a daily basis that all bid conditions, prescripts, delegated powers and regulations are correctly followed.  Compiling of letters of acceptance, supervise staff, assist internal and external clients in all aspects of Acquisition Management. 

ENQUIRIES
:
SJ Tshabalala (051) 4044072

APPLICATIONS
:
Director HRM, Department of Education, Private Bag X 20565,  Bloemfontein, 9300 (Selborne Avenue 106, Katleho Building)

POST 40/78
:
CLEANER:  MOTHEO DISTRICT REF NO 28/2007/06
SALARY
:
R38 610 – R43 062 pa 

CENTRE
:
Vulamasango School
REQUIREMENTS
:
ABET or equivalent qualification

DUTIES
:
Provide cleaning and other services outside and inside the school building. Assist with off loading of goods.

ENQUIRIES
:
Mr F Kraalshoek (  (051) 404 4319

APPLICATIONS
:
The District Director: Motheo District Office, Private Bag x20512, Bloemfontein, 9300

ANNEXURE L
PROVINCIAL ADMINISTRATION: GAUTENG

DEPARTMENT OF ECONOMIC 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 355-2222 

CLOSING DATE
:
19 October 2007

NOTE
:
Applications must be submitted on form Z83, obtainable from any Public Service department, which must be completed in full. A certified copy of your Identity Document and qualifications as well as a CV must be attached. The specific reference number of the post must be quoted; failure to comply with these instructions will disqualify applications from being processed. Please note that applications without the post reference number will not be processed.

OTHER POST

POST 40/79
:
ADMINISTRATIVE OFFICER: AGENCY SUPPORT AND PROMOTION; 70046160

Directorate: Agency Support and Promotion 

SALARY
:
R106 335 per annum (Plus benefits)

CENTRE 
:
Johannesburg

REQUIREMENTS
:
B degree/ Diploma in Public Administration, minimum one to two years experience within administration and economics environment. Computer skills (excel essential)Project management skills, Statistical /analytical skills and exposure to PFMA and other statutory requirements.

DUTIES
:
Provide administrative support to Cluster Directors, Follow-up and collate agency reports and provide /send feedback reports to agencies Analyze and prepare monthly operational reports and submit to Directors. Verification of statistical and impact reports. Manage filing system of all agencies document both manually and electronically. Undertake any other duties that are ancillary to the above functions as the Cluster Directors may require form time to time.

ENQUIRIES
:
Lungile Vilakazi: (011) 355 -8540

DEPARTMENT OF EDUCATION

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 

NOTE
:
Applications must be submitted on form Z83, obtainable from any Public Service department, which must be completed in full. A certified copy of your Identity Document and qualifications as well as a CV must be attached. The specific reference number of the post must be quoted; failure to comply with these instructions will disqualify applications from being processed. Please note that applications without the post reference number will not be processed.

OTHER POSTS

POST 40/80
:
CHIEF EDUCATION SPECIALIST (UNIT HEAD) REF No: 70046004
Directorate: Human Resource Development

Sub-Directorate: Bursary Policy And Allocation

SALARY
:
R371 913 (All inclusive package)

CENTRE
:
HEAD Office, Johannesburg

REQUIREMENTS 
:
An appropriate, recognized 3-year degree/Teaching diploma or a minimum of REQV 13 which must include 9 years minimum teaching experience PLUS credible, relevant management experience. Must be registered with SACE. Hands on experience and in-depth knowledge of policies underpinning Teacher Development. A sound knowledge of the National Qualification framework and Outcomes –based Education (OBE), including National Curriculum Statements (NCS). Must have a sound knowledge of the education legislation. Must have experience in project management and financial management. An understanding of the transformation issues and capacity building processes in education. Must have the ability to work independently as well as in teams. Must have analytical and strategic planning skills as well as good written and communication skills. Must be computer literate. Must have proven management and leadership skills. Must have a strong interest in the education system. The ideal candidate must have the necessary skill to facilitate and ensure professional development, management and support services to educators.
DUTIES
:
The incumbent will manage the development, coordination, implementation and monitoring of Teacher Development policies. Must coordinate all the curriculum and teacher development and support initiatives relevant to Teacher Development. Must ensure the enhancement and expansion of the capacity of student teachers and of educators in line with Norms and Standards for educators. Coordinate the implementation of the PRESET programmes including the management of bursaries. Structure and facilitate constructive relationships with various sub-directorates, teacher and curriculum development providers and various stakeholders to ensure the smooth coordination of Teacher Development programmes. Ensure the establishment and the sustenance of appropriate structures, mechanisms, processes and procedure to facilitate the development and implementation of Teacher Development strategies and Initiatives. Development, coordination and management of PRESET and INSET Bursary policies, including allocation processes.

ENQUIRIES
:
Takalani Nwedamutswu Tel No.: 011-355 0401

CLOSING DATE
:
19 October 2007
POST 40/81
:
CHIEF EDUCATION SPECIALIST (UNIT HEAD) REF No: 70046005

Directorate: human resource development

Sub-directorate: teacher support

SALARY
:
R371 913 (All inclusive package)

CENTRE
:
Head Office, Johannesburg

REQUIREMENTS
:
An appropriate, recognized 3-year degree/Teaching diploma or a minimum of REQV 13 which must include 9 years minimum teaching experience PLUS credible, relevant management experience. Must be registered with SACE. Hands on experience and in-depth knowledge of policies underpinning Teacher Development. A sound knowledge of the National Qualification framework and Outcomes –based Education (OBE), including National Curriculum Statements (NCS). Must have a sound knowledge of the education legislation. Must have experience in project management and financial management. An understanding of the transformation issues and capacity building processes in education. Must have the ability to work independently as well as in teams. Must have analytical and strategic planning skills as well as good written and communication skills. Must be computer literate. Must have proven management and leadership skills. Must have a strong interest in the education system. The ideal candidate must have the necessary skill to facilitate and ensure professional development, management and support services to educators. 


DUTIES
:
Manage the development and support of educators within the GDE. Manage the implementation of developmental needs of educators. Manage formal and informal INSET programmes of educators. Manage the optimal utilisation of teacher centres for supporting curriculum implementation in schools. Develop and maintain policy on teacher development in line with national policy, norms and standards

CLOSING DATE
:
19 October 2007

POST 40/82
 
DEPUTY DIRECTOR (1 POST)REF NO: 70046010
Directorate human resource development

Subdirectorate special projects

SALARY
:
R311 358 (All inclusive package)

CENTRE
:
Head Office
REQUIREMENTS
:
A 3 year degree in a relevant field. The incumbent must have an excellent understanding of transformation issues in South African society and how that impacts on the public service. Must have well developed communication skills. Should have excellent organisational skills. Excellent analytical skills. Experience in financial and project management.

DUTIES
:
Manage special projects within the GDE, with particular focus of gender, disability and related aspects. Develop and maintain policy on gender. Develop policies, systems and programmes that enhance awareness of gender and other anti-bias issues, as well as monitor the implementation of such programmes within the GDE. Liaise with other stakeholders and statutory bodies in pursuit of ensuring GDE compliance with applicable legislation and policy.

ENQUIRIES
:
Takalani Nwedamutswu Tel: 011-355 0401

CLOSING DATE
:
19 October 2007

POST 40/83
:
DEPUTY DIRECTOR: ORGANISATION DEVELOPMENT REF NO: 70046077
Directorate Human Resource & Organisation Systems

SALARY
:
R311 358 per annum. (All inclusive package)

CENTRE
:
Head Office, Johannesburg

REQUIREMENTS
:
An appropriate HR tertiary qualification and Word Study Qualification. Experience: 5 – 10 years in OD and Job Evaluation, Certificate in Job Evaluation. Computer literacy and skills, e.g. Microsoft Word and OrgPlus. Knowledge of relevant policies and procedures, e.g. Public Service Regulations. Project management skills. The successful candidate must be an innovative thinker with the ability to plan and co-ordinate activities. Good written and verbal communication skills. Problem solving facilitation and interpersonal skills. Ability to work under pressure.

DUTIES
:
Analyse and re-engineer organization systems/processes. Alignment of organization design with organization objectives. Co-ordinate Job Evaluations. Co-ordinate and Manage and implement strategic/change interventions. Strategic Management. Budgeting

ENQUIRIES
:
M.Kok Tel No (011) 355-0422

CLOSING DATE
:
19 October 2007
POST 40/84
:
DEPUTY DIRECTOR (1 POST )REF NO: 70046011
Directorate human resource development

Subdirectorate office staff training and development

SALARY
:
R311 358 per annum (All inclusive package)

CENTRE
:
Head Office 

REQUIREMENTS
:
A 3-year degree in a training and development field. Must have good understanding of the National Qualifications Framework (NQF). Experience in training and development with particular understanding of skills planning and development within the framework of applicable legislation and policy. Experience in strategic planning. Good organisational, analytical and leadership skills. Good communication skills. Must have some experience of working with/ in community structures. 

DUTIES
:
Manage the skills development planning process of the GDE. Develop and maintain implementation of policy within the GDE for enhanced skills planning compliant with legislation. Communicate policies and practices on training and development to staff and managers and develop organisational competence across the GDE for effective training and development. Ensure cross-functional integration for skills planning and implementation.

ENQUIRIES
:
Takalani Nwedamutswu Tel: 011-355 0401

CLOSING DATE
:
19 October 2007
POST 40/85
:
DEPUTY DIRECTOR 

Directorate Finance And Administration
SALARY
:
R311 358 per annum. (All inclusive package)

CENTRE
:
District Office Gauteng East, REF No: 70046078

Johannesburg North, REF No: 700450989

Johannesburg West  REF No: 70045990

REQUIREMENTS
:
A recognised B Comm Accounting/Financial Administration Degree/Diploma and at least 5 years working experience. Knowledge of PFMA, Treasury Regulations, Reference Guide to New Economic Reporting Format and other relevant financial  and educational related  policies, Knowledge of public sector procurement and Supply Chain Management. Computer literacy especially Excel, Access, Word and PowerPoint. Knowledge of BAS (Basic Accounting System), PERSAL, SAP Excellent communication skills.

DUTIES
:
Provide financial administration and procurement administration to the District office and schools. Maintain all the accounting records of the district. Assist with clearing of accounts. Assist in the preparation and administration of district budget allocation process. Budget forecasting and reporting through Matlotlo council. Prepare weekly Cashflow inputs (funds requisitioning). Prepare monthly and quarterly reports for the district. Prepare adjustment budget inputs including virements for the district. Coordinate and distribute payroll control sheets. Responsible for accounts payments and revenue collection. Assist in with the audit process and clearing of all audit queries. Report in writing any unauthorized, irregular or fruitless and wasteful expenditure. Assist IDSO’s with all financial administrative aspects affecting schools. Implement and maintain asset management policies of the department. Link between district and GSSC. Manage SLA with the GSSC and all other implementing agencies. Coordination of Risk management processes. Ensure compliance with PFMA and Treasury Regulations and Accounting principles and Departmental policies, Financial Delegations and also through applicable compliance certificates.

ENQUIRIES
:
Ms B Mabuya Tel No 011 864-6163 GE Ms P Thabethe Tel No 011 694-9357 JN Ms S Sandlana Tel No 011 831-5300 JW

CLOSING DATE
:
19 October 2007

POST 40/86
:
DEPUTY CHIEF EDUCATION SPECIALIST (DCES) 7 POSTS  REF NO: 70046002
Directorate Human Resource Development

Sub-Directorate Teaching And Institution Training And Teacher Support

SALARY
:
R198 072 – R268 281 per annum (Plus benefits)

CENTRE
:
Head Office, Johannesburg

REQUIREMENTS
:
An appropriate, recognized 3-year degree/Teaching diploma or a minimum of REQV 13 which must include 7 years minimum teaching experience. Must be registered with SACE. Hands-on experience and knowledge of policies underpinning teacher development.  A sound understanding of the National Qualifications Framework (NQF) and Outcomes Based Education (OBE).  Knowledge and understanding of education transformation issues and capacity building processes in education.  Knowledge of and experience in project and financial management.  Ability to manage projects, communicate at all levels, work with a team, and good interpersonal relations.  Excellent verbal and written communication skills, computer skills and a valid driver’s license.

DUTIES
:
Manage the development, coordination, implementation and monitoring of teacher development policies. Gather and manage data related to educator professional development.  Coordination of the implementation of INSET programmes.  Interact with Districts and Teacher Education Providers and Stakeholders to ensure the smooth coordination of teacher development programmes.  Manage national and provincial driven teacher development strategies and initiatives. Manage the development, coordination, implementation and monitoring Teacher Development policies.  Coordination of implementation of INSET programmes.  Manage national and provincial driven teacher development strategies and initiative.  Provide education professional development.

ENQUIRIES
:
Takalani Nwedamutswu (011) 355 0401

CLOSING DATE
:
19 October 2007

POST 40/87
:
DEPUTY CHIEF EDUCATION SPECIALIST (2 posts) REF No: 70046006
Directorate Human Resource Development

Subdirectorate Bursary Policy And Allocations

SALARY
:
R198 072 – R268 281 per annum (Plus benefits)

CENTRE
:
Head Office, Johannesburg 

REQUIREMENTS
:
An appropriate, recognized 3-year degree/Teaching diploma or a minimum of REQV 13 which must include 7 years minimum teaching experience. Must be registered with SACE. Hands-on experience and knowledge of policies underpinning Teacher Development as well as teacher education. A sound knowledge of the National Qualification Framework and Outcomes-Based –Education (OBE) and other relevant education legislation. An understanding of transformation issues and capacity building processes in education. Ability to coordinate projects and processes involving a variety of role players. An ability to work independently as well as in teams, including project management. Analytical and strategic planning skills as well as good written and verbal communication skills. The ideal candidate must have the necessary skills to facilitate and ensure professional development, management and support services to educators. 

DUTIES
:
The incumbent will manage the development, coordination, implementation and monitoring of Teacher Development policies. Gather and manage data related to PRESET and INSET programmes. Coordinate the implementation of PRESET programmes, including the management of bursaries. Interact with District, Teacher Education Providers, and other stakeholders to ensure the smooth coordination of the teacher development programmes. Manage national and provincial driven teacher development strategies and initiatives. Development, coordination and management of PRESET and INSET bursary policies, including allocation processes.   

ENQUIRIES
:
Takalani Nwedamutswu Tel: 011-355 0401

CLOSING DATE
:
19 October 2007
POST 40/88
:
ASSISTANT DIRECTOR: REPRESENTATIVE STRUCTURES
Directorate Policy Planning and District Information Systems Management

SALARY
:
R198 072 – R268 281 per annum (Plus benefits)

CENTRE
:
Districts: Ekurhuleni South, REF No: 70046016

Gauteng East, REF No: 70046017

Johannesburg Central, REF No: 70046018

Johannesburg East, REF No: 70046019

Johannesburg North, REF No: 70046020

 Johannesburg West, REF No: 70046021

Sedibeng West, REF No: 70046022

Tshwane South REF No: 70046023
REQUIREMENTS
:
A multi skilled person who holds an appropriate tertiary qualification plus relevant experience. Sound knowledge of education issues, including education legislation in Gauteng Community work experience. Strong verbal and written communication skills coupled with excellent demonstrable computer skills as well as good interpersonal relations. Strong administrative, organizational and general office management skills. Event/function management skills as well as functions will be an added advantage. Excellent administrative and organizational skills. Valid driver’s license

DUTIES
:
Establish and maintain system and data base for the District Education and Training Councils (DETC’s) and Local Education and Training Units (LETU’s) in the district in order to co-ordinate the flow of correspondence between offices of the Policy and Planning Unit, District managers and Head Office. Track and trace documents. Ensure that all administrative matters in relation to the DETC’s and LETU’s are expedited in line with legislative requirements. Co-ordination of DETC and LETU activities such as interviews, workshops, school visits, the writing of minutes, dispatching of notices and minutes of meetings, venues, catering and ordering stock. Liaise closely with various stakeholders and offices.The candidate will be expected to work overtime, which will include weekends as many stakeholders can only meet at  weekends and evenings. Drafting reports for presentation to the District Director when the need arises. Drafting of monthly and quarterly reports regarding the Local Education and Training Councils and the District Education and Training Councils.

ENQUIRIES
:
Mr M Nkonyana Tel No: 011 395-6142 ES

Ms B Mabuya Tel No: 011 864-6163 GE

Mr S Mkhulise Tel No 011 983-2308 JC

Mr B Matabane Tel No 011 666-9002 JE

Ms P Thabethe Tel No 011 694-9357 JN

Ms M Sandlana Tel No 011 831-5300 JW

Mr D Thinane Tel No 016 933-3300 SE

Ms J Moena Tel No 012 400-4801 TS

CLOSING DATE
:
19 October 2007
POST 40/89
:
DEPUTY CHIEF EDUCATION SPECIALIST (UNIT HEAD) (1 POST) REF NO: 70046012

Directorate human resource development

Subdirectorate employee support

SALARY
:
R198 072 – R268 281 per annum (Plus benefits)

CENTRE
:
Head Office, Johannesburg 

REQUIREMENTS
:
An appropriate, recognized 3-year degree/Teaching diploma or a minimum of REQV 13 which must include 7 years minimum teaching experience. Must be registered with SACE. Must have excellent people skills. The incumbent must be a good communicator, who has high levels of discretion, who can manage confidential information. Demonstratable experience in treating people with empathy, dignity and tolerance.

DUTIES
:
Manage the employee wellness programme for the GDE. Develop and maintain policy that promotes wellness in the workplace. Champion the integration of wellness objectives in the cross-functional areas within the GDE.

ENQUIRIES
:
Takalani Nwedamutswu Tel: 011-355 0401

CLOSING DATE
:
19 October 2007
POST 40/90
:
DEPUTY CHIEF EDUCATION SPECIALIST: IDSO
Directorate Institutional Development And Support

SALARY
:
R198 072 – R268 281 per annum (Plus benefits)

CENTRE
:
DISTRICTS (Johannesburg Central REF No: 70046024, Sedibeng West (x2) REF NO: 70046025 Tshwane West X6) REF No: 70046051 (Sedibeng East-Physical Planner REF No: 70046052

REQUIREMENTS
:
An appropriate, recognized 3-year degree/Teaching Diploma or a minimum of REQV 13 which must include 7 years minimum teaching experience backed by extensive appropriate experience. Hands-on experience and knowledge in teacher development and curriculum development  policy and practice. A sound knowledge of National Qualification Framework  and NCS. An understanding of transformation issues and capacity building  processes in education. Ability to co-ordinate projects and processes involving a  variety of players. Ability to work independently as well as in a team. Good  written and verbal communication skills. Computer literate. Proven  management and leadership skills. Valid driver’s license.

DUTIES
:
Manage the implementation of education policies through overall institution management, institutional development support and training programme. Develop and maintain school policies. Monitoring of schools, to facilitate compliance with National/Provincial policies. Developing schools in areas of weaknesses pertaining to leadership, management and governance. Providing schools with broad curriculum support. Facilitating specialist support required by schools in other areas of weaknesses identified/requested by the school. Liaising with schools on behalf of district/provincial office with respect to information that may be required from time to time. Evaluate the physical infrastructure of schools and communicating the relevant section of the department in terms of needs of the school. Assist in the district ensuring that the examination is implemented according to plan. Developing the necessary reports on schools as may be required from time to time by Management. Ensure that the schools have effective and efficient financial management systems in place. Monitor the admission processes. Assist the school to maintain fair labour environment. Assist all schools to transform. Ensure that an effective transport scheme is implemented. Facilitate the provisioning of a Poverty alleviation and school nutrition programme. 

ENQUIRIES
:
Mr Mkhulise Tel No 011 983-2308 JC



Mr D Thinane Tel No 016 933-3300 SW



Mr T Makofane Tel No 012 702-8596 TW



Ms S Beg Tel No 016 440-1767

CLOSING DATE
:
19 October 2007
POST 40/91
:
DEPUTY CHIEF EDUCATION SPECIALIST: INTERMEDIATE PHASE REF No: 70046053
Directorate: Curriculum Delivery: Section Intermediate Phase

SALARY
:
R198 072 – R268 281 per annum (Plus benefits)

CENTRE
:
DISTRICT: Johannesburg West 

REQUIREMENTS
:
An appropriate, recognized 3-year degree/Teaching diploma or a minimum of REQV 13 which must include 7 years minimum teaching. Proven management and leadership abilities. Hands-on experience and knowledge in teacher development and curriculum development and practice A sound knowledge of the relevant education legislation and policies (FET Act, ABET Act, Skills development Act, etc). Knowledge of the National Qualification Framework (NQF), SAQA and NCS. A sound understanding of transformation issues and capacity building process in education. Proven experience in managing people, projects and finances and the ability to plan strategically. Good written and verbal communication skills. Ability to work independently as well as in a team. Computer literate. Analytical and report writing skills. Valid driver’s license

DUTIES
:
Managing the Intermediate Phase Unit. Management of human resources in the Intermediate Phase unit. Facilitating curriculum and teacher development and support initiatives relevant to the Intermediate Phase. Ensuring the enhancement and expansion of the capacity of educators to be effective facilitators and mediators of learning. Ensuring the establishment and substance of appropriate structures, mechanisms, processes and procedure to facilitate the development and implementation of curriculum. Developing appropriate and implementable short, medium and long-term strategies and projects. Structuring and facilitating constructive relationships with various teacher and curriculum development providers in the community, private, government and non-government sectors. Plan and develop policies for supporting the management of the Intermediate phase. Establish and maintain systems for supporting strategic planning in the Intermediate phase. Monitor the quality of institutions. Finance management and control.

ENQUIRIES
:
Ms M Sandlana Tel No 011 831-5300

CLOSING DATE
:
19 October 2007
POST 40/92
:
DEPUTY CHIEF EDUCATION SPECIALIST 
Sub-directorate e-learning and curriculum support programmes

Unit - multimedia, learning and teaching support material

SALARY
:
R198 072 – R268 281 per annum. (Plus benefits)

CENTRE

DISTRICTS – Ekurhuleni South, REF No: 70046054 Johannesburg Central, REF No: 70046055 Gauteng East REF No: 70046056

REQUIREMENTS
:
An appropriate, recognized 3-year degree/Teaching diploma or a minimum of REQV 13 which must include 7 years minimum teaching experience. Proven management and leadership abilities. Hands-on experience and knowledge in LTSM. A sound knowledge of the relevant education legislation and policies (FET Act, ABET Act, Skills development Act, etc). Knowledge of the National Qualification Framework (NQF), SAQA and NCS Proven experience in managing people, projects and finances and the ability to plan strategically. Good written and verbal communication skills Ability to work independently as well as in a team. Computer literate. Strong interest in education support systems. Analytical and report writing skills. Valid driver’s license

DUTIES
:
Facilitate the evaluation, selection and distribution and reprint of appropriate existing support material. Develop additional learning materials and teaching support materials for the programmes. Review the status of educator preparation and programme implementation. Conduct an impact evaluation and synthesize surveys conducted. Co-ordinate the provisioning of library services and TELI.

ENQUIRIES
:
Mr M Nkonyana Tel No 011 398-6142 ES



Mr S Mkhulise Tel No 011 983-2308  JC



Ms B Mabuya Tel No 011 864-6163 GE

CLOSING DATE
:
19 October 2007
POST 40/93
:
DEPUTY CHIEF EDUCATION SPECIALIST:  ECD AND  FOUNDATION PHASE 

Directorate Curriculum Delivery: Ecd And Foundation Phase Unit

SALARY
:
R198 072 – R268 281 per annum (Plus benefits)

CENTRE
:
DISTRICT (Ekurhuleni North, REF No: 700 46057

Ekurhuleni South, REF No: 70046058

Gauteng East, REF No: 70046059

 Sedibeng East, REF No: 70046060

Sedibeng West REF No: 70046061

REQUIREMENTS
:
An appropriate, recognized 3-year degree/Teaching diploma or a minimum of REQV 13 which must include 7 years minimum teaching experience. Must be registered with SACE. Proven management and leadership abilities. Hands-on experience and knowledge in teacher development and curriculum development and practice. A sound knowledge of the relevant education legislation and policies (FET Act, ABET Act, Skills development Act, etc). Knowledge of the National Qualification Framework (NQF), SAQA and NCS. A sound understanding of transformation issues and capacity building process in education. Proven experience in managing people, projects and finances and the ability to plan strategically. Good written and verbal communication skills. Ability to work independently as well as in a team. Computer literate. Analytical and report writing skills. Valid driver’s license.

DUTIES
:
Managing the ECD and Foundation Unit. Management of human resources in the ECD and Foundation Unit. Facilitating curriculum and teacher development and support initiatives relevant to ECD and Foundation Unit. Ensuring the enhancement and expansion of the capacity of educators to be effective facilitators and mediators of learning. Ensuring the establishment and substance of appropriate structures, mechanisms, processes and procedure to facilitate the development and implementation of curriculum. Developing appropriate and implementable short, medium and long-term strategies and projects to achieve the above. Structuring and facilitating constructive relationships with various teacher and curriculum development providers in the community, private, government and non-government sectors. Plan and develop policies for supporting the management of ECD and Foundation Phase educators and programmes. Establish and maintain systems for supporting strategic planning in ECD and Foundation Phase classes. Monitor the quality of institutions. Finance management and control.

ENQUIRIES
:
Mr E Tau Tel No 011 746-8098 EN



Mr M Nkonyana Tel No 011 398-6142 ES



Ms B Mabuya Tel No 011 864-6163 GE



Ms B Beg TelNo 016 440-1767 SE



Mr D Thinane 016 933-3300 SW

CLOSING DATE
:
19 October 2007
POST 40/94
:
DEPUTY CHIEF EDUCATION SPECIALIST SECTION:  EDUCATION SUPPORT SYSTEMS
Directorate E-Learning And Curriculum Support Programmes

SALARY
:
R198 072 – R268 281 per annum (Plus benefits)

CENTRE
:
DISTRICT – Gauteng East, REF No: 70046062 Tshwane West REF No: 70046063

REQUIREMENTS
:
An appropriate, recognized 3-year degree/Teaching diploma or a minimum of REQV 13 which must include 7 years minimum teaching experience. Must be registered with SACE. Proven management and leadership abilities. Hands-on experience and knowledge in Education Support Systems. A sound knowledge of the relevant education legislation and policies (FET Act, ABET Act, Skills development Act, etc). Knowledge of the National Qualification Framework (NQF), SAQA and NCS. A sound understanding of transformation issues and capacity building process in education. Proven experience in managing people, projects and finances and ability to plan strategically. Good written and verbal communication skills. Ability to work independently as well as in a team. Computer literate. Strong interest in education support systems. Analytical and report writing skills. Valid driver’s license

DUTIES
:
Implement educational social development programmes. Co-ordinate the implementation of education support system (for learners including career guidance, educators, SGB’s, SMT’s) policy and plans. Promote and develop sports programmes in schools. Promote and develop Youth, Arts & Cultural programmes. Ensure safe health promoting environments in institutions (e.g. HIV/AIDS).

ENQUIRIES
:
Ms B Mabuya Tel No 011 864-6163 GE Mr T Makofane Tel No 012 702-8596

CLOSING DATE
:
19 October 2007
POST 40/95
:
DEPUTY CHIEF EDUCATION SPECIALIST
Directorate human resource management

Sub-directorate human resource development

SALARY
:
R198 072 – R268 281 per annum (Plus benefits)

CENTRE
:
DISTRICTS – Ekurhuleni North, REF No: 70046064 Johannesburg Central, REF No: 70046065 Johannesburg West, REF No: 70046066 Sedibeng East REF No: 70046067

REQUIREMENTS
:
An appropriate, recognized 3-year degree/Teaching diploma or a minimum of REQV 13 which must include 7 years minimum teaching experience. Must be registered with SACE. Hands-on experience knowledge of policies underpinning teacher development.  A sound understanding of the National Qualifications Framework (NQF) and Outcomes Based Education (OBE).  Knowledge and understanding of education transformation issues and capacity building processes in education.  Knowledge of and experience in project and financial management.  Ability to manage projects, communicate at all levels, work with a team, and good interpersonal relations.  Excellent verbal and written communication skills, computer skills and a valid driver’s license.

DUTIES
:
Support and monitor cluster based mentoring systems for management and educator development opportunities. Manage and monitor educator INSET and community learning Centres which should serve all sectors. Assist in the development of PRESET according to provincial needs and individual preference and needs. Promote a working environment which, materially and psychologically, promotes effective INSET (including linkages amongst INSET providers). Facilitate Curriculum and Educator related support services & programmes via the management of Teacher/Curriculum Centres in the district. Facilitate the development of all GDE staff. Co-ordinate and provide employee support service.

ENQUIRIES
:
Mr E Tau Tel No 011 746-8098 EN



Mr S Mkhulise Tel No 011 983-2308 JC



Ms M Sandlana Tel No 011 831-5300 JW



Ms S Beg Tel No 016 440-1767 SE

CLOSING DATE
:
19 October 2007

POST 40/96
:
DEPUTY CHIEF EDUCATION SPECIALIST
Directorate: human resource management

Sub-directorate: human resource planning and systems

SALARY
:
R198 072 – R268 281 per annum (Plus benefits)

CENTRE
:
DISTRICTS –,

Ekurhuleni South, REF No: 70046069

Gauteng East, REF No: 70046070

Johannesburg Central, REF No: 70046071

Johannesburg South, REF No: 70046072

Johannesburg North, REF No: 70046073

Sedibeng East, REF No: 70046074

Tshwane West REF No: 70046075

REQUIREMENTS
:
An appropriate, recognized 3-year degree/Teaching diploma or a minimum of REQV 13 which must include 7 years minimum teaching experience. Must be registered with SACE. Demonstrable understanding of the Public Service Regulations (PSR), Employment of Educators Act (E of EA), Employment Equity, Labour Relations Act, Personnel Administration Measures etc.  Knowledge of and experience in project and financial management.  Ability to manage projects, communicate at all levels, work with a team, and good interpersonal relations.  Excellent verbal and written communication skills, computer skills and a valid driver’s license.

DUTIES
:
Receive and verify appropriate utilization/post requirements and submit posts to be advertised with copies of HRPP recommendation to CES for approval by Senior Manager. Receive and verify substantive vacant posts and post requirement for vacancies in both Offices and institutions. Receive and/or collate excess documentation and re-allocate excess personnel in offices and institutions. Co-ordination of information sharing meetings with stakeholders in District. Implement & co-ordinate HR policy/circular/documents relevant to the line function. Support the HR planning processes in the district and institutions. Manage the Human Resource supply and demand processes on a transversal basis.

ENQUIRIES
:
Mr e Tau Tel No 011 746-8098 EN



Mr M Nkonyana Tel No 011 398-6142 ES



Ms E Mabuya Tel No 011 864-6163 GE



Mr. S Mkhulise Tel No 011 983-2308 JC



Mr L Jacobs Tel No 011 854-6421 JS



Ms P Thabethe Tel No 011 694-9354 JN



Ms S Beg Tel No 016 4401767 SE



Mr T Makofane Tel No 012 702-8596 TW

CLOSING DATE
:
19 October 2007

POST 40/97
:
DEPUTY CHIEF EDUCATION SPECIALIST: SENIOR PHASE REF No: 70046076
Directorate Curriculum Delivery:  Senior Phase Unit

SALARY
:
R198 072 – R268 281 per annum. (Plus benefits)

CENTRE
:
DISTRICT – Sedibeng West

REQUIREMENTS
:
An appropriate, recognized 3-year degree/Teaching diploma or a minimum of REQV 13 which must include 7 years minimum teaching experience. Must be registered with SACE. Proven management and leadership abilities. Hands-on experience and knowledge in teacher development and curriculum development and practice A sound knowledge of the relevant education legislation and policies (FET Act, ABET Act, Skills development Act, etc). Knowledge of the National Qualification Framework (NQF), SAQA and NCS. Sound understanding of transformation issues and capacity building process in education. Proven experience in managing people, projects and finances and the ability to plan strategically Good written and verbal communication skills. Ability to work independently as well as in a team. Computer literate. Analytical and report writing skills. Valid driver’s license.

DUTIES
:
Managing the Senior Phase Unit. Management of human resources in the Senior Phase Unit. Facilitating curriculum and teacher development and support initiatives relevant to Senior Phase Unit. Ensuring the enhancement and expansion of the capacity of educators to be effective facilitators and mediators of learning. Ensuring the establishment and substance of appropriate structures, mechanisms, processes and procedure to facilitate the development and implementation of curriculum. Developing appropriate and implementable short, medium and long-term strategies and projects. Structuring and facilitating constructive relationships with various teacher and curriculum development providers in the community, private, government and non-government sectors. Plan and develop policies for supporting the management of the Senior Phase educators and programmes. Establish and maintain systems for supporting strategic planning in Senior Phase classes. Monitor the quality of institutions. Finance management and control.

ENQUIRIES
:
Mr D Thinane Tel No 016 933-3300

CLOSING DATE
:
19 October 2007
POST 40/98
:
ASSISTANT DIRECTOR (5 POSTS) REF NO: 7004003
Directorate Human Resource Development

Subdirectorate Teaching And Institution Training   And Teacher Support

SALARY
:
R157 686 – R184 698 per annum (Plus benefits)

CENTRE
:
Head Office, Johannesburg

REQUIREMENTS
:
Bachelor’s degree or equivalent qualifications backed by relevant experience. Appropriate knowledge and experience in skills development issues. Ability to gather and analyze information, initiative, innovative thinking, good presentation and facilitation skills, and understanding of the education sector.  Computer skills.  Good verbal and written communication skills.  Good interpersonal skills and a valid driver’s license.

 DUTIES
:
Working as part of the Teacher Development Team at Head Office, the incumbents will co-ordinate training and development programmes of the GDE.  The incumbents would have to manage information systems that support planning, implementation, monitoring and accountability for training and development programmes in the GDE. Interact with districts and other statutory stakeholders in the effective co-ordination of skills development and human resources development in the GDE.

ENQUIRIES
:
Takalani Nwedamutswu (011) 355 0401

CLOSING DATE
:
19 October 2007
POST 40/99
:
ASSISTANT DIRECTOR REF 70046004 
Directorate: Human Resource Development

Subdirectorate Bursary Policy And Allocations

SALARY
:
R157 686 – R184 698 per annum (Plus benefits)

CENTRE
:
Head Office, Johannesburg

REQUIREMENTS
:
A 3-year degree in a relevant field. Must have strong IT competency, particularly the ability to create and manage information systems. Must have well developed organisational skills. Incumbent must be a self-starter who can initiate and implement projects.

DUTIES
:
Create and manage systems for managing the administration of bursaries in the GDE. Compile and maintain updated reports on the intake and utilisation of bursary recipients in the GDE. Liaise with other relevant sections in Head Office for the proper co-ordination, administration and implementation of bursaries in the GDE.

ENQUIRIES
:
Takalani Nwedamutswu Tel: 011-355 0401

CLOSING DATE
:
19 October 2007

POST 40/100
:
ASSISTANT DIRECTORS (3 POSTS) REF 70046008
Directorate human resource development

Subdirectorate special projects

SALARY
:
R157 686 – R183 066 per annum (Plus benefits)

CENTRE
:
Head Office, Johannesburg 

REQUIREMENTS
:
A 3 year degree in Public Administration  or equivalent. Must have strong organisational skills. Must have some experience in project management and financial management. Must have good understanding of transformation issues, particularly in public service. Must have excellent communication and analytical skills. Must have experience in working with community/ development structures.

DUTIES
:
Co-ordinate the functioning and administration of the Special Projects Unit. Compile reports and co-ordinate the interaction of the unit with stakeholders in Head Office, Districts and other statutory bodies. Be an ambassador for the GDE in Gender and transformation issues.

ENQUIRIES
:
Takalani Nwedamutswu Tel: 011-355 0401

CLOSING DATE
:
19 October 2007
POST 40/101
:
ASSISTANT DIRECTOR (1 POST) REF 70046010
Directorate human resource development

Subdirectorate special projects

SALARY
:
R157 686 – R183 066 per annum (Plus benefits)

CENTRE
:
Head Office, Johannesburg

REQUIREMENTS
:
A 3 year degree in Public Administration or equivalent. Must have strong organisational skills. Must have some experience in project management and financial management. Have good understanding of transformation issues, particularly in public service. Excellent communication and analytical skills. Must have experience in working with community/ development structures.

DUTIES
:
Co-ordinate the functioning and administration of the Special Projects Unit. Compile reports and co-ordinate the interaction of the unit with stakeholders in Head Office, Districts and other statutory bodies. Be an ambassador for the GDE in Gender and transformation issues.

ENQUIRIES
:
Takalani Nwedamutswu Tel: 011-355 0401

CLOSING DATE
:
19 October 2007
POST 40/102
:
ASSISTANT DIRECTOR: HUMAN RESOURCE ADMINISTRATION (CONDITIONS OF SERVICE REF No: 70046013
SALARY
:
R157 686- R184 698 per annum (Plus benefits)

CENTRE
:
Head Office, Johannesburg

REQUIREMENTS
:
An appropriate three-year qualification in Human Resource Management backed with relevant experience OR More than 10 years appropriate experience. Leadership and Management Skills. Organising and Planning Skills.  Budgeting Skills. Strategic thinking.  Sound communication Skills (verbal and written). Thorough knowledge of PERSAL System. Management of HRA projects. Knowledge of the HRA policies and procedures in conjunction with the PSCBC and ELRC Resolutions. Sound communication Skills (verbal and written). Recruitment processes and the Performance Management Development Systems. Knowledge of PFMA. Knowledge of Establishment Control. Computer literacy in MS Excel Word, Access and Microsoft Office.  Good interpersonal Skills. Ability to mediate/negotiate.  Public Service experience will be an advantage. Valid drivers license will be an added advantage.

DUTIES
:
Effective Management of the HRA Component (Conditions of Service) and identification of training needs of the sub-directorate.  Management of the HRA processes in relation to the appointments of both Public Servants and CS Educators, payment of salaries, maintenance of condition of service benefits and terminations.   Compile management reports and able to analyse statistical information.  Knowledge and understanding of government audit process and procedures.  Provide advice and support to the Head Office staff on new legislations and other relevant HR Policies.  Perform the HRA processes as per the Service Level Agreements between GDE and the GSSC. Ensure efficient and effective control on all PERSAL transactions (emphasis on establishment control).  Implement the Performance Management Development Systems.  Investigate and resolve all HRA issues.  Assisting with the HRA budget.  Liaise and co-ordinate with the Gauteng Shared Service Centre.

ENQUIRIES
:
F. Reyneke, Tel: (011) 355-0337
CLOSING DATE
:
19 October 2007
POST 40/103
:
ASSISTANT DIRECTOR (3XPOSTS: OD & JOB EVALUATION, REF No: 70046014 PROCESS IMPROVEMENT & REF No: 70046082 CHANGE MANAGEMENT))REF No: 70046083

Directorate Human Resource & Organisation Systems

SALARY
:
R157 686 – R184 698 per annum (Plus benefits)

CENTRE
:
Head Office, Johannesburg

REQUIREMENTS:
:
An appropriate tertiary qualification and Word Study Qualification. Experience: 3 – 5 years in OD and Job Evaluation, Certificate in Job Evaluation. Computer literacy and skills, e.g. Microsoft Word and OrgPlus. Knowledge of relevant policies and procedures, e.g. Public Service Regulations. Project management skills. The successful candidate must be an innovative thinker with the ability to plan and co-ordinate activities. Good written and verbal communication skills. Problem solving facilitation and interpersonal skills. Ability to work under pressure.

DUTIES
:
Interpretation and implementation of policy regarding the OD related field. Development of policies/submissions regarding the OD related field. Analyse and re-engineer organization systems/processes. Alignment of organization design with organization objectives. Co-ordinate and implement strategic/change interventions. Co-ordinate Job Evaluation

ENQUIRIES
:
M.Kok  (011) 355-0422

CLOSING DATE
:
19 October 2007
POST 40/104
:
ASSISTANT DIRECTOR: HUMAN RESOURCE ADMINISTRATION (ESTABLISHMENT) REF NO: 70046015
SALARY
:
R157 686 – R184 698 per annum (Plus benefits)

CENTRE
:
Head Office

REQUIREMENTS
:
An appropriate three-year tertiary qualification in Human Resource Management backed with relevant OR More than 10 years appropriate experience. Administration. Leadership and Management Skills. Organising and Planning Skills. Budgeting Skills. Strategic thinking.  Sound Communication Skills (verbal and written). Thorough Knowledge of PERSAL and BAS systems. Knowledge of establishment control and usage of MATRIX. Management of Service Level Agreements and HRA projects.   Knowledge of the HRA policies and procedures in conjunction with the PSCBC and ELRC Resolutions. Recruitment processes and the Performance Management Development Systems. Knowledge of PFMA. Computer literacy in MS Excel Word, Access and Microsoft Office.  Good interpersonal Skills. Ability to mediate/negotiate. Valid drivers license will be an added advantage.

DUTIES
:
Effective Management of the HRA Establishment Control. Ensure accurate information on PERSAL and to activate quality assurance on PERSAL System. Ensure PERSAL alignment with the approved establishments (office and institutions). Liaise with SITA on ad hoc communication, reports and PERSAL Training including the registration and follow-up of SCC’S registered on PERSAL system. Identification of training needs of the sub-directorate. Knowledge and understanding of government audit process and producers. Compile management reports and able to analyse statistical information.  Provide advice and support to the Head Office and District Offices on establishment control issues. Perform within the Service Level Agreements between GDE and the GSSC.   Implement the Performance Management Development Systems.  Investigate and resolve all HRA Establishment Control issues.  Assisting with the HRA budget.  Interface and linkage between PERSAL and BAS systems. Follow-up and Identifying of possible “GHOST” employees including the freezing/unfreezing of salaries.  Monitoring and rectification of Appointment Dates.  Requesting of PERSAL Reports. Compiling and distribution of HRA Memorandums.  Liaise and co-ordinate with the Gauteng Shared Service Centre. 

ENQUIRIES
:
F. Reyneke, Tel: (011) 355-0337

CLOSING DATE
:
19 October 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 

NOTE
:
Applications must be submitted on form Z83, obtainable from any Public Service department, which must be completed in full. A certified copy of your Identity Document and qualifications as well as a CV must be attached. The specific reference number of the post must be quoted; failure to comply with these instructions will disqualify applications from being processed. Please note that applications without the post reference number will not be processed.

MANAGEMENT ECHELON

POST 40/105
:
PRINCIPAL STORMATOLOGIST/ SENIOR LECTURER/ ASSOCIATE PROFESSOR REF NO: 70046029
SALARY
:
R506 725per annum (Plus Benefits)

CENTRE
:
Medunsa Oral health Centre

REQUIREMENTS
:
Masters degree in Dental Science (MDS) or Equivalent specialist qualification. HPCSA registration as dentist. Minimum of 5 years teaching experience at a tertiary dental institution. Minimum 5 years clinical experience. Minimum 5 years clinical experience. Proven research experience. A PhD or equivalent will be strongly recommended.

DUTIES
:
Teaching and Training of pre-and post graduate students in Restorative Dentistry, Restorative Materials, Endodontics and Paedodontics. Development and execution of independent research projects. Treat of dental patients Assist HOD in the departmental administration, activities and responsibilities. Manage the department as second in charge.

ENQUIRIES
:
Prof IC Du Preez Tel (012) 521 4277

CLOSING DATE
:
19 October 2007

NOTE
:
criteria based on qualifications, distinctions, clinical, teaching and research experience and performance will be used for short listing and interview scoring. Incomplete application forms without the necessary supporting documentation and certificates will not be considered. 

POST 40/106
:
PRINCIPAL SPECIALIST (NUCLEAR MEDICINE) REF NO: 70046247



Directorate: Clinical Services

SALARY
:
R502 725 per annum (All inclusive package)

CENTRE
:
Dr. George Mukhari Hospital

REQUIREMENTS
:
Registration with the Health Professional Council of South Africa as aNuclear  Physician. Extensive post registration experience, preferably in an academic environment.

DUTIES
:
Head the clinical Department of Nuclear Medicine. Organise equipments in Nuclear Medicine. Gather statistics and do clinical audit. Stimulate research in Nuclear Medicine and supervise registrars training. Lecturing and teaching of undergraduate, post graduate students and Nuclear Medicine Radiographers. Assist the Head of Internal Medicine in running the department. Manage performance and discipline sub – ordinates.

ENQUIRIES
:
Dr F. Benganga , Tel (012) 521 4584

CLOSING DATE
:
25 October 2007

OTHER POSTS

POST 40/107
:
SENIOR SPECIALIST (PAEDIATRICS AND CHILD) REF NO: 70046248



Directorate: Clinical Services

SALARY
:
R383 844 (All inclusive package)

CENTRE
:
Dr. George Mukhari Hospital

REQUIREMENTS
:
Registration with the Health Professional Council of South Africa as Specialist. Extensive post registration experience, preferably in an academic environment.

DUTIES
:
Perform clinical duties. Present lectures to under- and Post -graduate students. Exersice control over subordinates and their work. Perform tasks of a more complex nature. Conduct and supervise research. Evaluate and develop sub-ordinates.

ENQUIRIES
:
Prof  FPR de Villiers, Tel (012) 521 4444

CLOSING DATE
:
25 October 2007

POST 40/108
:
SENIOR SPECIALIST (INTERNAL MEDICINE) (3 POSTS) REF NO: 70046249



Directorate: Clinical Services

SALARY
:
R 369 000 per annum (All inclusive package) R383 844 per annum

CENTRE
:
Dr. George Mukhari Hospital

REQUIREMENTS
:
Registration with the Health Professional Council of South Africa as Specialist . Extensive post registration experience, preferably in an academic environment.

DUTIES
:
Perform clinical duties. Present lectures to under- and postgraduate students. Excercise control over subordinates and their work. Perform tasks of a more complex nature. Conduct and supervise research. Evaluate and develop sub-ordinates.

ENQUIRIES
:
Prof. .O.Mzileni, Tel (012) 521 4528

CLOSING DATE
:
25 October 2007

POST 40/109
:
SPECIALIST (INTERNAL MEDICINE) (2 POSTS) REF NO: 70046250



Directorate: Clinical Services

SALARY
:
R353 871per annum ( All inclusive package)

CENTRE
:
Dr. George Mukhari Hospital

REQUIREMENTS
:
Registration with the Health Professional Council of South Africa as Specialist. Extensive post registration experience, preferably in an academic environment.

DUTIES
:
Perform clinical duties. Present lectures to under- and postgraduate students. Exercise control over subordinates and their work. Perform tasks of a more complex nature. Conduct and supervise research.

ENQUIRIES
:
Prof.O. Mzileni, Tel (012)521 4528

CLOSING DATE
:
25 October 2007

POST 40/110
:
SPECIALIST (PAEDIATRICS AND CHILD HEALTH) REF NO: 700446276



Directorate: Clinical Services

SALARY
:
R353 871 per annum (All inclusive package)

CENTRE
:
Dr. George Mukhari Hospital

REQUIREMENTS
:
Registration with the Health Professional Council of South Africa as Specialist. Specialist knowledge and skills in the relevant speciality as well as learning and teaching experience.

DUTIES
:
Ensure quality care and clinical governance. Rendering a clinical paediatric and neonatal in-and out-patient and special clinics services. Exercise control over subordinates and their clinical work. Training junior medical staff and medical students in the subject. Develop and maintain a sub-speciality interest and the service in accordance with the needs of the department. Render an appropriate after hour service in support of junior medical staff. Conduct research. Monitor and evaluate sub-ordinates including registrars, medical officers, community doctors and interns in their clinical service.

ENQUIRIES
:
Prof. FPR de Villiers, Tel (012) 521 4444

CLOSING DATE
:
25 October 2007

POST 40/111
:
FINANCIAL MANAGER REF NO: 70046159



Directorate: Finance

SALARY
:
R311 358 – R 360 909 per annum plus benefits

CENTRE
:
Ekurhuleni District Office

REQUIREMENTS
:
B Comm. Degree or relevant equivalent financial management qualifications with Accounting/ financial management/ Economics as a subject as well as extensive experience in public financial management. Recommendations: Knowledge of BAS, PERSAL, BAUD and SAP. Knowledge of PFMA, DORA and treasury regulations. Computer skills. Statistical Project Management. Compiling, analysing management reports, planning and organizing. Research skills. Report writing, presentation and problem solving skills.

DUTIES
:
Responsible for district financial strategic direction. Preparation and presentation of finance reports, in year monitoring, utility management reports, revenue. Preparation of district multi/ annual budget and revenue estimates. Management of state assets. Identify spending pressures and enforce cost/ expenditure control measures. Monitor and co – ordinate financial activities of institutions within the district. ensure that district institutions comply with relevant legislation and procedures. General management functions. Monitor budget, expenditure and revenue processes in the Ekurhuleni Health District. Assist in the expenditure and revenue collection trends in the District and evaluate the movement with control accounts at institutions and procedure reports. Clearing of control accounts in the district and evaluate the movement with control accounts at institutions and offices of the District.

ENQUIRIES
:
Mr. D. R. Nkosi Tel: (011) 876 – 1700/ 1751

CLOSING DATE
:
25 October 2007

POST 40/112
:
DENTIST REF NO: 70046030
SALARY
:
R196 815 per annum (Plus Benefits)

CENTRE
:
Medunsa Oral Health Centre

REQUIREMENTS
:
Bachelor Department of Health Centre (BDS or BChD). HPCSA registration as a Dentist.

DUTIES
:
Teaching and training of pre-graduate students in Restorative Dentistry, Restorative Materials. Endodontics and Paedodontics. Independent research. Treatment of dental patients. Departmental activities and administration.

ENQUIRIES
:
Prof IC Du Preez Tel: (012) 521 4277

CLOSING DATE
:
19 October 2007

POST 40/113
:
PRINCIPAL PHARMACIST (3 POSTS) REF NO: 70046278



Directorate: Allied Services

SALARY
:
R 172 449 per annum (plus benefits)

CENTRE
:
Dr. George Mukhari Hospital

REQUIREMENTS
:
Registration with the South African Pharmacy Council of South Africa as a Pharmacist. 2 years experience post internship. Experience and / or training on aseptic techniques will be an advantage. Knowledge of the Public Service Financial practices. Sound knowledge of Batho – Pele principles. Registered as a tutor for Pharmacist  Interns Pharmacist assistants. Computer  literacy .

DUTIES
:
Support Pharmacy management  in effective administration of the pharmacy department Co – ordinate the implementation and adherence to  GPP, GMP and SOP’s . Promote rational drug use and assist with the dispensing of medicines. Management and control of Pharmacy and ward stock. Produce relevant reports. Control and assist in the mixing of chemotherapeutic drugs under aseptic measures. Co – ordinate the in -service and formal training of pharmacist assistants and interns. Perform any legitimate task requested that is necessary for the provision of quality pharmaceutical services.

ENQUIRIES
:
Ms Victoria Oladipupo, (012) 529 3680

CLOSING DATE
:
25 October 2007

POST 40/114
:
MIDDLE MANAGER (RADIOGRAPHY) REF NO: 70046182
SALARY
:
R 157 686 per annum (plus benefits) 

CENTRE
:
Tshwane District Hospital

REQUIREMENTS
:
Degree in Radiography (Diagnostic). Registration with HPCSA as a Diagnostic Radiographer. Minimum of 5 years experience as a Radiographer. Excellent communication, good interpersonal relations and high management skills.

DUTIES 
:
Perform managerial functions. Determine long and short term objectives of the Radiography department and plan accordingly towards the realization and achievement of these objectives. Formulate and implement radiographic programmes and services Quality Assurance.  Quality control (passing of quality like radiographs).  Budgeting and implementation of budget control measures.  Ordering of stock and stock control.  Do statistics and monthly report and provide training to other health care professionals.  Implement staff retention strategies, implementation of prescribed procedures and policies.

ENQUIRIES
:
Dr.S.J. Oosthuizen Tel (012) 354 5960 

FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
24 October 2007

POST 40/115
:
PRINCIPAL PHARMACIST REF NO: 70045998
SALARY
:
R157 686 per annum (plus benefits) 

CENTRE
:
Soshanguve CHC

REQUIREMENTS
:
B. Pharm / equivalent accredited qualification by the SAPC. Current registration with SAPC as a Pharmacist. Management experience, computer literate, basic financial management skills, good written and communication skills and ability to work as a team.

DUTIES
:
Ensure quality provision of pharmaceutical care and adherence to current practices of Good Pharmacy Practice. Evaluating medicine needs and budget control.  Counselling of patients to ensure optimal compliance with the use of medication. Advice and support to patients and other health care professionals regarding pharmaceutical issues. Ensure adherence to National Guideline and contribute to capacity building of staff. Ensure drug availability and effective drug supply management. 

ENQUIRIES
:
Ms.M. Htwe Tel (012) 303 9035
FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
19 October 2007

POST 40/116
:
DENTAL PRACTIONER REF 70045988
Directorate: Central Wits (Region A)

SALARY
:
R157 686 per annum (plus benefits)

CENTRE
:
Wits Dental Hospital

REQUIREMENTS 
:
Registration with HPCSA as a Dentist. Experience in teaching and training of under-graduate students. A record of research. 

DUTIES
:
Examination of patients with oral medical or periodontal diseases, disorders or anomalies. Patient management with preventive, therapeutic and curative measures. Promotion, restoration and maintenance of oral health as part of the overall health of their patients and the community. Undertaking of literature studies. Teaching of undergraduate students.

ENQUIRIES
:
Prof J. C. Petit Tel (011) 488 4887

CLOSING DATE 
:
19 October 2007

POST 40/117
:
ASSISTANT DIRECTOR: ASSET MANAGEMENT REF NO: 70046277



Directorate: Supply Chain Management

SALARY
:
R157 686 per annum (plus benefits)

CENTRE
:
Dr. George Mukhari Hospital

REQUIREMENTS
:
Appropriate Diploma / Degree or Std 10 with extensive experience in Asset Management. Knowledge of BAS, SAP, and BAUD system.

DUTIES
:
Ensure that all Assets of the institution are appropriately accounted for on the BAUD system ( updating of Asset  Register). Ensure that all transactions are appropriately recorded in terms of departmental  Asset Policy. Implement internal control measures to ensure safeguarding of all hospital Assets. Co –ordinate all processes / activities when conducting inventory stock taking. Compile monthly and quarterly reports in relation to reconciliation of Assets Management System (BAUD), SCM System, ( SAP) and Financial Management  System (BAS).Manage transfers, maintenance, repairs and disposal of Assets. Ensure that all inventory controllers within the hospital are appropriately trained. Manage recommendation and queries raised by Auditor General and departmental Risk Management. Manage performance of the team members within Asset Unit.

ENQUIRIES
:
Mr A.M Mathebula, Tel (012) 521 3770

CLOSING DATE
:
25 October 2007

POST 40/118
:
ASSISTANT DIRECTOR NURSING (2 POSTS) REF NO: 70046255


Directorate: Nursing
SALARY
:
R157 686 per annum (Plus Benefits)

CENTRE
:
Tembisa Hospital

REQUIREMENTS
:
Matric Certificate. Registration with SANC as General Nurse and Midwife. Valid licence to practice as a nurse as issued by SANC. A qualification in Nursing Administration. A clinical specialty and a qualified in education will be a recommendation.

DUTIES
:
Direct supervision and management of patient care in general wards and clinical patient care settings as according to policies, guidelines, standards as determined by Gauteng Department of Health viz. Vision, Mission, Strategic goals and objectives of Gauteng Department of Health, i.e. Customer satisfaction. Quality Assurance Standard. Patients Right’s Charter. Batho Pele Principles. Infection Control policies and waste management policy. Manage the utilization of budget as it applies to the working environment e.g. Assets and supplies, cost centre management. Manage Human Resource in assigned area, e.g. promote attendance to work. Promote performance management and development. Promote compliance to legislation as promulgated by SANC. 

ENQUIRIES
:
Mrs N.G Mpambo, Tel: (011)923 2053 

CLOSING DATE
:
23 October 2007
POST 40/119
:
PRINCIPAL PHARMACIST REF NO: 70046000
SALARY
:
R157 686 per annum (plus benefits) 

CENTRE
:
Stanza Bopape CHC

REQUIREMENTS
:
B. Pharm / equivalent accredited qualification by the SAPC. Current registration with SAPC as a Pharmacist. Management experience, computer literate, basic financial management skills, good written and communication skills and ability to work as a team.

DUTIES
:
Ensure quality provision of pharmaceutical care and adherence to current practices of Good Pharmacy Practice. Evaluating medicine needs and budget control. Counselling of patients to ensure optimal compliance with the use of medication. Advice and support to patients and other health care professionals regarding pharmaceutical issues. Ensure adherence to National Guideline and contribute to capacity building of staff. Ensure drug availability and effective drug supply management. Ensure legal and safe dispensing of ARV medicine to patients as well as security of ARV stock. Ensure adherence to ARV treatment guidelines.

ENQUIRIES
:
Ms.M. Htwe Tel (012) 303 9035
FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
19 October 2007

POST 40/120
:
CLINIC MANAGER REF NO: 70046157



Directorate: P.H.C

SALARY
:
R 157 686 – R 183 066 per annum plus benefits

CENTRE
:
Esangweni M.O.U

REQUIREMENTS
:
Registration as a General Nurse and midwife with community Nursing. Proof of registration with SANC. A valid driver’s license. Experience in management of Primary Health Care Services, Human Resource and financial Management skills.

DUTIES
:
Responsible for the day to day management of the community Health Centre. Ensure efficient and effective management of all human, financial and other resources. Responsible to ensure the rendering of a comprehensive Primary health Care service including a 24 hour service, emergency care, maternity service and full package of PHC. Supervise, support and evaluate subordinates. Also responsible for staff development and for the management of the health information and utilization thereof. Establish objectives and ensure the implementation and fulfilment of these objectives. Responsible for the co – ordination of all outreach services from the centre. Responsible to facilitate community participation. Responsible for the planning of services and infrastructure at the facility.

ENQUIRIES
:
Ms. T. G. Magcai Tel: (011) 876 – 1700/ 1809

CLOSING DATE
:
25 October 2007

POST 40/121
:
INFORMATION TECHNOLOGY AND H.I.S REF NO: 70046158


Directorate: I.T and H.I.S

SALARY
:
R 157 686 – R 183 066 per annum plus benefits

CENTRE
:
Ekurhuleni District Office

REQUIREMENTS
:
Tertiary qualification coupled with 5 and 10 years experience, Grade 12 or equivalent coupled with more than 10 years experience. Recommendations: Knowledge of a wide range of work procedures such as: Finance (category B/ C) HR matters (category C) networks (category C) Computer systems analyzing, Microsoft product specialists, Compilation of management reports. Research/ analysis, programme/ project management/ planning, Procurement directives and procedures. mathematics, organizing. Ability to work independently. Ability to operate computer (hardware and software). Problem solving. Interpersonal relationship. Conflict management. Strategic planning. Specialized functional and management courses.

DUTIES
:
Conduct research, plan, develop and improve computer based information systems, software and related concepts as well as maintain management systems such as databases to insure integrity and security of data. Provide assistance to users of micro/ mainframe computers and software/ hardware packages in use. Control and operate computers and peripheral equipment and carry out programming tasks related to the installation and maintenance of computer hardware and software. Policy development. multi task and specialized technological  functions of complex nature requiring frequent interpretation in the absence of an established framework. Control expenditure of others. Recommend budget levels. Use a variety of equipment. Control equipment used by others. Influence on buying decisions information systems. Participate in systems design and implement planning sessions.  Pro – active planning, designing, implementation and maintenance on WAN, LAN or data bases. Complex investigations and consultation with role players. Budget for projects. Office: PC’s etc. Computer: Network equipment, etc. Sound equipment

ENQUIRIES
:
Mr B. Jaftha. Tel: (011) 876- 1700/ 1752

CLOSING DATE
:
25 October 2007

POST 40/122
:
MIDDLE MANAGER: HEALTH SCIENCES (2 POSTS) (2 YEAR CONTRACT) REF NO: 70046079



Directorate: Revenue and Contract Management 

SALARY
:
R 157 686 per annum (plus benefits)

CENTRE
:
Central Office, Johannesburg

REQUIREMENTS
:
An appropriate three year degree/ diploma in Nursing with extensive experience. Current registration with South African Nursing Council. Valid driver’s licence. Computer literacy. Good communication and management report writing. Recommendation: Training experience, Speciality in Casualty, Oncology, Theatre and Intensive Care Unit. Knowledge in finances will be an added advantage.  

DUTIES
:
Manage resources of the directorate. Provide training and support to institutions. Ensure correct usage of International Statistical Classification of Deceases (ICD 10) codes. Liaise with medical schemes on patient related matters by ensuring that authorization is obtained by providing managed healthcare with regards to benefits and updated clinical information. Assist with the proper usage of Uniform Patient Fee Schedule and User Guide. Monitor all aspects of the patient and provide professional guidance with regards to patients discharge and complete billing. Knowledge of Prescribed Minimum Benefits. Ensure compliance with Acts, Regulations, Policies and Procedures. Staff development and appraisal. An independent and result oriented individual with strong human relations.   

ENQUIRIES
:
Mr. S.J. Mathibela, Tel: (011) 355 3270

CLOSING DATE
:
18 October 2007

POST 40/123
:
MIDDLE MANAGER: FINANCE AND ECONOMICS (2 YEAR CONTRACT) REF NO: 70046080



Directorate: Revenue and Contract Management

SALARY
:
R 157 686 per annum (plus benefits)

CENTRE
:
Central Office, Johannesburg

REQUIREMENTS
:
An appropriate three year degree/ diploma in Finance or Grade 12 plus extensive relevant experience. Knowledge of Public Finance Management Act. Computer literacy. Good communication. A valid driver’s licence. Recommendations: Knowledge of Uniform Patient Fee Schedule. Administrative procedure manual. Tracing of debtors. Health environment knowledge will be an added advantage.

DUTIES
:
Manage resources of the Directorate. Provide training and support to institutions. Assist with coding of bills using International Statistical Classification of Deceases (ICD 10) codes. Monitor all aspects of the patient and provide professional guidance. Ensure proper procedure with regards to patient billing and discharge. Patient debt management. Establishment of processes and procedures at hospitals on revenue related matters. Analyze revenue reports and provide variances. Verify statistics received from hospitals. Ensure the implementation and compliance with all relevant Acts, Regulations, Policies and Procedures. An independent and result oriented individual. Management report writing. Staff development and appraisal.

ENQUIRIES
:
Mr. S.J. Mathibela, Tel: (011) 355 3270

CLOSING DATE
:
18 October 2007

POST 40/124
:
CHIEF PROFESSIONAL NURSE (76 POSTS) REF NO: 70046279



Directorate: Nursing Services

SALARY
:
R132 054 per annum (plus benefits)

CENTRE
:
Dr. George Mukhari Hospital

REQUIREMENTS
:
Registration with the South African as a General Nurse and Midwife. Must be able  to work under pressure and independently. Good communication and interpersonal skills. 

DUTIES
:
Supervise all staff allocated to his / her ward. Practice according to the prescripts of the Department of Health  and the rules and regulations of the South African  Nursing Council. Ensure rendering of holistic Patient Care in a safe and condusive environment . Manage both Human and Material Resources. Ensure safe keeping of equipment.  Compile analyse and interpret monthly statistics in the unit . Display good leadership skills.

ENQUIRIES
:
Mrs F. Kuypers, Tel (012) 529 3873

CLOSING DATE
:
25 October 2007

POST 40/125
:
SENIOR PHARMACIST (4 POSTS) REF NO: 70046280



Directorate: Allied Services

SALARY
:
R144 426 per annum (plus benefits)

CENTRE
:
Dr. George Mukhari Hospital

REQUIREMENTS
:
Registration with the South African Pharmacy Council as a Pharmacist plus at least one year experience. Sound knowledge and understanding of the public pharmaceutical service policies and procedures. Must be able to work under pressure and independently. Good interpersonal relations.  Knowledge of Batho Pele Principles. Computer literacy.

DUTIES
:
Promote rational drug use. Dispensing of medicines to both in and out -patients in the hospital. Ensure adherence to GPP, GMP and SOP’s. Supply and monitoring the usage of pharmaceuticals  by wards. Provide in –service training to pharmacist assistants and interns. Supervise Junior staff. Maintenance and control of the medicine register. Perform any legitimate task requested that is necessary for the provision of quality pharmaceutical services.

ENQUIRIES
:
Ms Victoria Oladipupo, Tel (012) 529 3680

CLOSING DATE
:
25 October 2007

POST 40/126
:
LOGISTICAL SUPPORT OFFICER REF NO: 70046281



Directorate: Supply Chain Management 

SALARY
:
R 132 054 per annum (plus benefits)

CENTRE
:
Dr. George Mukhari Hospital

REQUIREMENTS
:
Appropriate Diploma / Degree or equivalent qualification or Matric certificate with five years experience in SCM. Knowledge of SAP & Medicom.  Analytical  and Financial Management Skills. Well conversant with Legislations regulating Financial and Supply Chain Management.

DUTIES
:
Mange the performance of team leaders at accounts , purchasing  and transit in and out section. Provide management with quality report information . Develop and implement effective management of Expo – Facto. Ensure acquisition of goods and services. Ensure processing of payments and expenditure. Outstanding  payments. Liaise with GSSC for all supply chain related matters. Ensure that all stock transactions are promptly updated and recorded in the relevant files. Train and support End Users. Deal with Audit queries from Internal Auditors and office of the Auditor General. Ensure that all risks identified are effectively managed.

ENQUIRIES
:
Ms D. Leshabane, Tel (012) 529 3487

CLOSING DATE
:
25 October 2007

POST 40/127
:
CHIEF PROFESSIONAL NURSE REF NO: 70046026
SALARY
:
R 132 054 per annum (Plus Benefits)

CENTRE
:
Pretoria West Hospital

REQUIREMENTS
:
Diploma in General Nursing. Registration with SANC. Good knowledge of and experience in HIV, AIDS, STI and TB related programmes and policy work. Excellent data management skills and good communication (written and verbal).

DUTIES
:
Drive the implementation of all HIV/AIDS, TB and STI activities and programmes in the institution. Work with management, clinicians, pharmacists, nutritionist, social workers and local HIV and TB Services, to ensure efficient co-ordination of the programme in the institution and its referral network. Develop and implementation of standard operating procedures for the institution. Education and training of nursing personnel. Supervise and evaluate subordinated. Compulsory to work day and night duties and rotate when the need arises. Sound knowledge of the Scope of Practice and related legislation that governs safe patient care. Active participation in multidisciplinary teamwork. Exercise control of all personnel regarding discipline, hours of duty and work ethics. Ability to function effectively under stressful situations. (Please note: candidate that previously applied for the post, do not need to reapply)

ENQUIRIES
:
Mrs. HM Strydom Tel: (012) 380 1211/1212 

CLOSING DATE
:
19 October 2007

POST 40/128
:
SENIOR PHARMACIST REF NO: 70046027
SALARY
:
R132 054 per annum (Plus benefits)

CENTRE
:
Pretoria West Hospital

REQUIREMENTS
:
B.Pharm or Dip.Pharm. Registration as Pharmacist with SA Pharmacy Council. Good communication, interpersonal and training skills. Computer literacy. Driver’s license. 

DUTIES
:
Dispense and keep surveillance on medicine consumption in the pharmacy. Supervise, co-ordinate and manage all activities of the department. Support pharmacy manager in effective administration of the pharmacy department. Co-ordinate the implementation and adherence to GPP, GMP, DSM, and SOP’s Project and participate in the in-service and formal training needs of the department. Produce relevant reports. Registration as a tutor. Assist with on-call and after hour duties. Perform any legitimate task request that requested that is necessary for the provision of quality pharmaceutical serve. 

ENQUIRIES
:
Ms R Landsberg Tel: (012 380 1249

CLOSING DATE
:
19 October 2007

POST 40/129
:
PHYSIOTHERAPIST REF NO: 70046163



Directorate: Clinical Services

SALARY
:
R106 335 per annum (plus benefits)

CENTRE
:
Weskoppies Hospital

REQUIREMENTS
:
Registration with the relevant Health Professional Council as a Physiotherapist. Experience in a Psychiatric field will be a recommendation.

DUTIES
:
Manage and co-ordinate the Physiotherapy section in the Hospital. Manage and control budget of own section. Render a Physiotherapy service to psychiatric patients. Work in a multidisciplinary team.

ENQUIRIES
:
Dr N. Challa (012) 319 9746

CLOSING DATE
:
22 October 2007

POST 40/130
:
ADMINISTRATION OFFICER: TRANSPORT REF NO: 70046164


Directorate: Transport

SALARY
:
R106 335 per annum (plus benefits)

CENTRE
:
Weskoppies Hospital

REQUIREMENTS
:
Grade 10 plus more than 10 years of relevant experience. Knowledge of ELS. Proven understanding of transport field. Valid driver’s license. Computer and numeracy skills. Administration, good communication and report writing skills.

DUTIES
:
Manage the use of GG vehicles. Ensure the effective utilization and maintenance of GG vehicles. Responsible for the issuing, inspection and roadworthiness of all GG vehicles. Booking and collection of GG vehicles for services at Government Garage. Ensure that keys and petrol cards are kept safely and proper record keeping. Reporting of misuse of GG vehicles. Educate officials on the utilization of GG vehicles.  Compile monthly reports. Management and development of section and transport personnel. Report to the ASD: Procurement.

ENQUIRIES
:
Mr N  Masigibiri Tel (012) 319 9594

CLOSING DATE
:
22 October 2007

POST 40/131
:
FINANCE CLERK REF NO: 70046165



Directorate: Finance

SALARY
:
R106 335 per annum (plus benefits)

CENTRE
:
Weskoppies Hospital 

REQUIREMENTS
:
Grade 12 plus 2 years relevant experience in PERSAL, BAS and SAP. Knowledge of account processes.  Analytic skills, computer literate with specific knowledge of Excel.

DUTIES
:
Reconciliation of BAS and PERSAL, BAS and SAP, BAS and BAUD, GG transport (ELS), BAS and MEDSAS, BAS and Receipt and Cashbook. Reconciliation of payments and supplier statements. Interaction with other departments regarding the reconciliations. Compile journals and do corrections and comply with set deadlines. Designated Loss Control Officer. Visit sites of losses and reporting on losses. Submissions on accountability of losses to the CEO. Ex gratia payments and administration. Compile journals for approved write off amounts. 

ENQUIRIES
:
Mr J.J. Ludick Tel (012) 319 9737

CLOSING DATE
:
22 October 2007

POST 40/132
:
CLINICAL TECHNOLOGIST (NEPHROLOGY) REF NO: 70046282



Directorate: Allied Services

SALARY
:
R106 335 per annum (plus benefits)

CENTRE
:
Dr. George Mukhari Hospital

REQUIREMENTS
:
Degree or equivalent qualification. Registration with the HPCSA  as Clinical Technologist plus post registration experience.

DUTIES
:
Repair and maintain equipment. Preparation of apparatus. Assist in research.  Responsible for stock ordering. Keep and update statistics. Monitor and evaluate sub – ordinates.

ENQUIRIES
:
Mrs B.F Loate, Tel (012) 529 3424

CLOSING DATE
:
25 October 2007

POST 40/133
:
SENIOR PROFESSIONAL NURSE ( 26 POSTS) REF NO: 70046283



Directorate: Nursing Services

SALARY
:
R 106 335 per annum (plus benefits)

CENTRE
:
Dr. George Mukhari Hospital

REQUIREMENTS
:
Registration with the South African Nursing Council as General Nurse and Midwife.Must be prepared to render a 24 hour service. Competence in formulating Nursing care plans and proper record keeping. Sound knowledge of  the Scope of Practice and related Legislation that governs Safe Patient  care.

DUTIES
:
Ensure  efficient and effective management of equipment and supplies. Implement Nursing programmes. Supervise and evaluate subordinates.

ENQUIRIES
:
Mrs F Kuypers, Tel (012) 529 3873

CLOSING DATE
:
25 October 2007

POST 40/134
:
FINANCIAL CONTROLLER (REVENUE) REF NO: 70046188
SALARY
:
R 106 335 per annum (plus benefits) 

CENTRE
:
Tshwane District Hospital

REQUIREMENTS
:
Appropriate degree, equivalent qualification or grade 12 certificate with 5-10 years experience in Finance. Extensive and practical knowledge of revenue procedures, BAS, PAAB, PFMA, Treasury Regulation and government Financial Policies. Computer literacy, excellent written and verbal communication skills. Good interpersonal relations and ability to work independently as part of the team.
DUTIES
:
Verify daily banking of cash collected from sub –cashiers before and after banking.  Reconcile EFT payments with PAAB. Follow up payments from external organizations. Compilation of the Annexure F and Age Analysis reports on revenue. Ensure completeness, accuracy and validity of monthly reports. Ensure submission of reports on time and that projected revenue is collected.  Supervise the revenue section, provide training, guidance to subordinates and colleagues. Perform, various other assigned by the Financial Management

ENQUIRIES
:
Mr.P. O’Ryan Tel (012) 354 5624
FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
24 October 2007

POST 40/135
:
SENIOR STATE ACCOUNTANT REF NO: 70046189
SALARY
:
R 106 335 per annum (plus benefits)  

CENTRE
:
Tshwane District Hospital

REQUIREMENTS
:
Appropriate degree, equivalent qualification or grade 12 certificate with 5-10 years experience in Finance. Extensive and practical knowledge of revenue procedures, BAS, PAAB. PFMA. Treasury Regulation and government Financial Policies. Computer literacy, excellent written and verbal communication skills. Good interpersonal relations and ability to work independently as part of the team.  Working knowledge of supply chain management will an advantage.
DUTIES
:
Compile and control budget of the institution. Allocate and align to the operation plan of the institution. Prepare cash flow and in year monitoring reports. Compile management report with budget, expenditure, projections and control accounts and monitor against budget. Analyse expenditure reports to be able to give sound advice to management for decision making. Monitoring and compliance to financial management policies in the institution. Ensure submission of reports on time and that projected revenue is collected. Provide training, guidance to subordinates and colleagues. Supervise financial controllers of revenue and accounts payable. Perform various tasks assigned by the financial management.

ENQUIRIES
:
Mr.P. O’Ryan Tel (012) 354 5624
FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
24 October 2007

POST 40/136
:
SENIOR DENTAL TECHNICIAN (2 POSTS) REF 70046031
SALARY
:
R106 335 per annum (Plus Benefits)

CENTRE
:
Medunsa Oral Health Centre

REQUIREMENTS
:
Diploma in Dental Technology or B Tech Degree in Dental Technology and Registration with the Dental Technician Council. Good human relations. Must have at least 2-3 years experience in a Dental Laboratory.

DUTIES
:
Construction of quality removable prosthesis/ and or fixed prosthesis. Assist registrars with lecturing of under-graduate students in prosthetic techniques. NB: The interview will be conducted in two stages: I) A bench test to determine technical ability. ii) An oral interview. The weighting of the two will be as follows: i) Bench test 60%. ii) Oral interview 40%.

ENQUIRIES
:
Mr. Piet Prinsloo Tel: (012) 521 4948

CLOSING DATE
:
19 October 2007

POST 40/137
:
ORAL HYGIENIST REF NO: 70045174
SALARY
:
R106 335 per annum (plus benefits)

CENTRE
:
Metsweding District

REQUIREMENTS
:
Registration with the Health Professional Council of SA as an Oral Hygienist and code 8 driver’s licence. 

DUTIES
:
Develop, render effective, quality needs based community and clinic oral health service. Strict adherence to HPCSA regulations and departmental and monitor programmes for identified needs.  Assist, participate in research project and surveys. Liaise with the broader health sector, communities control and maintain stock and equipment. Render clinical service in the dental clinics and on mobile. Rotate through all service points as required promoting service delivery. Give oral health education, ensure accurate record keeping and carry out duties as delegated to promote service delivery.

ENQUIRIES
:
Dr.R. Oyedipe Tel (012) 303 9179 

FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
19 October 2007

POST 40/138
:
HUMAN RESOURCE OFFICER (TRAINING) REF NO: 70046193
SALARY
:
R106 335 per annum (plus benefits) 

CENTRE
:
Tshwane District Hospital

REQUIREMENTS
:
Grade 12 certificate plus 10 years of experience in training or a 3 year Diploma in Training. Good communication and training skills are highly recommended. Computer literacy.

DUTIES
:
Implement the HRD policy in the hospital, Develop and implement training, development strategies and operational plans for training of staff. Monitor and evaluate the progress thereof. Conduct skills audit and develop workplace skills plan and budget. Coordination of learnership / internship and skills development programmes. Ensure effective reporting on training progress, budget and new plans. The management. And implementation of PMDS. Advising of staff on PMS. Advising of staff. Attend to policy matters pertaining to PMD. Make sure that employee are given are given job description, contracted and reviews are quarterly. Do incapacity leave (PILLIR)

ENQUIRIES
:
Ms.I Swart Tel (012) 354 5607
FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
24 October 2007

POST 40/139
:
PHARMACIST ASSISTANT-QUALIFIED POST BASIC (6 POSTS) REF NO: 70045999

SALARY
:
R 85 362 per annum (plus benefits) 

CENTRE
:
Stanza Bopape CHC-2, Soshangwe CHC -2 K.T. Motubatse Clinic -2

REQUIREMENTS
:
Must be registered with SAPC as a qualified post-basic pharmacist assistant. 

DUTIES
:
Assist with the provision of a good quality pharmaceutical service which involve: Proper surveillance of medicine procurement and consumption. Strict ordering of medicine and controlling of the budget. Provision of an effective and economic drug supplier. Be responsible for quality assurance. Assist with the ART role out in primary health care facilities, adherence to policies and procedures.

ENQUIRIES
:
Ms.M. Htwe Tel (012) 303 9035
FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
19 October 2007

POST 40/140
:
SECRETARY-SUPRINTENDENT’S OFFICE REF NO: 70046190
SALARY
:
R85 362 per annum (plus benefits) 

CENTRE
:
Tshwane District Hospital

REQUIREMENTS
:
Matric certificate. Secretary/Administration Diploma or equivalent.  Computer literacy certificate and knowledge/ experience in MS Word, Excel, Power Point, MS Outlook and excellent typing skills.  Literacy in access will be an advantage. Previous hospital experience will be a recommendation. Good interpersonal, organizational and communication skills as well as telephone etiquette are essential.  The basic principles of Public Relations are also required.  The incumbent must also be able to work under pressure and be knowledgeable in operating office equipment.  Short listed candidates will be subjected to a practical and oral interview. 

DUTIES
:
Provide administrative and secretarial support to the Office of the Superintendent. Maintain correspondence, register, sorting and capturing correspondence. Sending and receiving mails, faxes, organize the diary, typing, photocopying and filing.  Screen telephone calls, book venues and provide secretarial assistance for meetings. Arranging request for meetings, receiving and making tea for visitors. Provide general management, ordering stationery, surfing, the internet and newspapers for relevant documents as requested. Provide effective and administrative support to the CEO by way of ensuring the updating and safe keeping of all records and duplication of documents when necessary. General office duties and liaison with clinical staff.
ENQUIRIES
:
Mr.P. O’Ryan Tel (012) 354 5624
FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
24 October 2007

POST 40/141
:
SECRETARY-CEO’S OFFICE REF NO: 70046191
SALARY
:
R85 362 per annum (plus benefits) 

CENTRE
:
Tshwane District Hospital

REQUIREMENTS
:
Matric certificate.  Secretary /Administration Diploma or equivalent. Computer literacy certificate and knowledge/ experience in MS Word, Excel, Power Point, MS Outlook and excellent typing skills. Literacy in access will be an advantage. Previous hospital experience of 3 years will be a recommendation. Good interpersonal, organizational and communication skills as well as telephone etiquette are essential. The basic principles of Public Relations are also required. The incumbent must also be able to work under pressure and be knowledgeable in operating office equipment. Short listed candidates will be subjected to a practical and oral interview. 

DUTIES
:
Provide administrative and secretarial support to the Office of the CEO.  Maintain correspondence, register, sorting and capturing correspondence. Sending and receiving mails, faxes, organize the diary, typing, photocopying and filing. Screen telephone calls, book venues and provide secretarial assistance for meetings. Arranging request for meetings, receiving and making tea for visitors. Provide general management, ordering stationery, surfing, the internet and newspapers for relevant documents as requested.   Provide effective and administrative support to the Superintent by way of ensuring the updating and safe keeping of all records and duplication of documents when necessary.  General office duties.

ENQUIRIES
:
Ms.O.I.Ubogu Tel (012) 354 5602
FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
24 October 2007

POST 40/142
:
FOOD SERVICE MANAGER REF NO: 70046129


Directorate: Food Service 

SALARY
:
R85 326 per annum (plus benefits)

CENTRE
:
Leratong Hospital 

REQUIREMENTS
:
Three year National Diploma in food Service Management and food and Beverage Management. Experience in a hospital food service unit will be an advantage. Excellent communication, organizational and interpersonal skills. Computer skills. 

DUTIES
:
Exercise direct control and supervision of food service workers. Plan menus and recipes for normal diets. Do ordering of perishables and non-perishable supplies and control receiving, storage and issuing thereof. Ensure that production, portioning, distribution and serving of meals are done according to guidelines. Apply quality control measures. Give input in the planning of the food service budget and apply cost effective measures(PFMA).Monitor maintenance of equipment, do inventory, and monitor condemning. Ensure that safe and healthy systems of work are maintained. Assist with management of staff evaluation. Plan and implement staff development. Partake in student training.

ENQUIRIES
:
Ms N.W. Mokoena Tel no: (011) 411 -3658

CLOSING DATE
:
19 October 2007 

POST 40/143
:
PROFESSIONAL NURSE (6 POSTS) REF NO: 70046252


Directorate: Health 

SALARY
:
R85 362 per annum (Plus Benefits)

CENTRE
:
Tembisa Hospital

REQUIREMENTS
:
Matric Cerificate. Registration with SANC as a General Nurse and Midwife. Valid licence to practice as a nurse as issued by SANC.

DUTIES
:
To render direct patient care in general patient care wards and units. To manage and supervise subcategory nursing staff in the provision of patient care i.e. promote attendance to work. Promote performance management and development and development. To implement and promote the total compliance to the policies, guidelines and programmes as determined by the Gauteng Department of Health, vis. Quality Assurance Programmes. Batho Pele Principles. Integrated Wellness Programmes and Occupational Health and Safety. Promote compliance to infection control and waste management policy. Management the utilization of maternal resources. To comply and promote compliance to the nursing profession legislative.  

ENQUIRIES
:
Mrs N.G Mpambo, Tel: (011)923 2053 

CLOSING DATE
:
23 October 2007
POST 40/144
:
CLINICAL TECHNOLOGIST (NEPHROLOGY) REF NO: 70046284



Directorate: Allied Services

SALARY
:
R85 362 per annum (plus benefits)

CENTRE
:
Dr. George Mukhari Hospital

REQUIREMENTS
:
Diploma / Degree or equivalent qualification. Registration with the HPCSA as Clinical Technologist plus post registration experience.

DUTIES
:
Repair and maintain equipment. Preparation of apparatus. Assist in research. Responsible for stock ordering. Keep and update statistics. Monitor and evaluate sub – ordinates.

ENQUIRIES
:
Mrs B.F Loate, Tel (012) 529 3424

CLOSING DATE
:
25 October 2007

POST 40/145
:
LOGISTICAL SUPPORT OFFICER (NEPHROLOGY) REF NO: 70046285



Directorate: Supply Chain Management 

SALARY
:
R85 362 per annum (plus benefits)

CENTRE
:
Dr. George Mukhari Hospital

REQUIREMENTS
:
Senior certificate or equivalent qualification and appropriate experience. Computer literacy is essential. Successful  completion of SAP. Successful completion of  PAS 1 and 11. Supply Chain Management . Knowledge of SAP System.

DUTIES
:
Draw reports for the following: Blocked invoices, open PO Variances reports, Commitment report on SAP and compilation of cash flow report , Medsas report. Submit a report in relation to outstanding orders and payments of suppliers in process and liaise with all relevant stakeholders on a monthly basis. Capture all GRVS on SAP system. Make follow –up with suppliers for overdue deliveries. Support immediate supervisor in the unit. Manage risks around documents such as invoices, purchases, orders and other documents. Manage, evaluate, develop and discipline sub- ordinates.

ENQUIRIES
:
Mr K.N. Manyike, Tel (012) 529 3106

CLOSING DATE
:
25 October 2007

POST 40/146
:
HUMAN RESOURCE OFFICER (2 POSTS) REF NO: 70046192
SALARY
:
R 68 955 per annum (plus benefits) 

CENTRE
:
Tshwane District Hospital

REQUIREMENTS
:
Grade 12 certificate plus 2 years of experience in HR.  Knowledge of PERSAL is a prerequisite. Knowledge of related HR prescripts and procedures are essential. Supervisory, good communication, computer and organizational skills.

DUTIES
:
Execute personnel administrative aspects (appointments, transfers, service termination, leave, housing, garnishee and salary administration). Present available information on request on related basic conditions of service. Check and ensure that PERSAL transactions and related mandates forwarded to the GSSC are captured correctly. Serve as a personnel practitioner during short listing and interviews. Compile submissions and filing of documents.

ENQUIRIES
:
Ms.A .L. Xundu Tel (012) 354 5607
FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
24 October 2007

POST 40/147
:
ACCOUNTING CLERK: BILLING (2 POSTS) REF NO: 70046185
SALARY
:
R 68 955 per annum (plus benefits) 

CENTRE
:
Tshwane District Hospital

REQUIREMENTS
:
The applicant must be in possession of a Senior Certificate (grade 12) or an appropriate relevant diploma. Good interpersonal and communication skills (verbal &written). Ability to work under pressure and computer literacy. The following will serve as an advantage: Knowledge UPFS billing, PAAB, BAS and ICD10 codes.
DUTIES
:
Billing clerk of the institution and releasing of private patient files (Medical aid, SAP & COR). Instatement of claims against other departments and medical aids.  Monitor and control IOD and MVA files. Recording of these files in subsequence register for statistics and billing purposes. Filing of these files, photocopy medical information for attorneys, RAF and other relevant stakeholders for administrative purposes. Perform other tasks assigned by the financial management and supervisory duties.

ENQUIRIES
:
Mr.P. O’Ryan Tel (012) 354 5624
FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
24 October 2007

POST 40/148
:
MAIN CASHIER REF NO: 70046187
SALARY
:
R68 955 per annum (plus benefits) 

CENTRE
:
Tshwane District Hospital

REQUIREMENTS
:
The applicant must be in possession of a Senior Certificate (grade 12) or an appropriate relevant diploma. Ability to work under pressure and computer literacy. The following will serve as an advantage: Knowledge PAAB, BAS and Petty Cash working experience.

DUTIES
:
Cashier of the institution (Revenue collection, banking and issue Petty cash of the institution). Printing of daily banking and update the relevant registers thereof.  Clearing of exceptions and compilation of journals and proper record keeping (filing).  Various other tasks assigned by the Financial Management and supervisor.

ENQUIRIES
:
Mr.P. O’Ryan Tel (012) 354 5624
FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
24 October 2007

POST 40/149
:
ADMIN CLERK REF NO: 70046166


Directorate: Facility Management Unit

SALARY
:
R68 955 per annum (plus benefits)

CENTRE
:
Weskoppies Hospital 

REQUIREMENTS
:
Grade 10, Computer literate. Good Communication, Verbal and Written skills. Relevant experience in the building environment. A qualification or equivalent in the Building Environment will be an advantage.

DUTIES
:
Managing key control and audits. Upkeep of electronic data base. Conduct investigations on Lost or Broken Keys. Maintain key control registers. Monthly reports. Safekeeping of Locks and Keys. Assist with building inspections. Assist with Facility Management Tasks. 

ENQUIRIES
:
Mrs E Breet Tel (012) 319 9644

CLOSING DATE
:
22 October 2007

POST 40/150
:
ACCOUNTING CLERK (ACCOUNTS PAYABLE) REF NO: 70046184
SALARY
:
R 68 955 per annum (plus benefits) 

CENTRE
:
Tshwane District Hospital

REQUIREMENTS
:
The applicant must be in possession of a Senior Certificate (grade 12) with relevant extensive experience in Finance. Practical knowledge of Government budget procedures, BAS, PFMA, Treasury Regulation and government financial policies. Good interpersonal and excellent communication skills (verbal & written). Ability to work independently and as part of the team. Working knowledge of supply chain management will be an added advantage. 

DUTIES 
:
Checking and verifying orders, invoices for correctness and compile payments advices for payments. Ensure that Act and regulations are implemented accordingly. Ensure that invoices are paid within 30 days. Provide general office administration required by the Financial Manager and perform supervisory duties.

ENQUIRIES
:
Mr.P. O’RyanTel (012) 354 5624
FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
24 October 2007
POST 40/151
:
ACCOUNTING CLERK: BILLING (2 POSTS) REF NO: 70046301
SALARY
:
R58 290 per annum (plus benefits)  

CENTRE
:
Tshwane District Hospital

REQUIREMENTS
:
The applicant must be in possession of a Senior Certificate (grade 12) or an appropriate relevant diploma. Good interpersonal and communication skills (verbal &written). Ability to work under pressure and computer literacy. The following will serve as an advantage: Knowledge UPFS billing, PAAB, BAS and ICD10 codes.
DUTIES
:
Billing clerk of the institution and releasing of private patient files (Medical aid, SAP & COR). Instatement of claims against other departments and medical aids. Monitor and control IOD and MVA files. Recording of these files in subsequence register for statistics and billing purposes. Filing of these files, photocopy medical information for attorneys, RAF and other relevant stakeholders for administrative purposes. Perform other tasks assigned by the financial management,

ENQUIRIES
:
Mr.P. O’RyanTel (012) 354 5624
FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
24 October 2007

POST 40/152
:
ACCOUNTING CLERK (ACCOUNTS PAYABLE) REF NO: 70046302
SALARY
:
R58 290 per annum (plus benefits) 

CENTRE
:
Tshwane District Hospital

REQUIREMENTS
:
The applicant must be in possession of a Senior Certificate (grade 12) with relevant experience in Finance. Practical knowledge of Government budget procedures, BAS, PFMA, Treasury Regulation and government financial policies. Good interpersonal and excellent communication skills (verbal & written). Ability to work independently and as part of team. Working knowledge of supply chain management will be an added advantage. 

DUTIES
:
Checking and verifying orders, invoices for correctness and compile payments advices for payments. Ensure that Act and regulations are implemented accordingly. Ensure that invoices are paid within 30 days. Provide general office administration required by the Financial Manage.

ENQUIRIES
:
Mr.P. O’RyanTel (012) 354 5624
FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
24 October 2007

POST 40/153
:
MAIN CASHIER REF NO: 70046186
SALARY
:
R58 290 per annum (plus benefits) 

CENTRE
:
Tshwane District Hospital

REQUIREMENTS
:
The applicant must be in possession of a Senior Certificate (grade 12) or an appropriate relevant diploma. Ability to work under pressure and computer literacy. The following will serve as an advantage: Knowledge PAAB, BAS and Petty Cash working experience.

DUTIES
:
Cashier of the institution (Revenue collection, banking and issue Petty cash of the institution). Printing of daily banking and update the relevant registers thereof.  Clearing of exceptions and compilation of journals and proper record keeping (filing).  Various other tasks assigned by the Financial Management .

ENQUIRIES
:
Mr.P. O’Ryan Tel (012) 354 5624
FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
24 October 2007

POST 40/154
:
MATERIAL RECORDING CLERK REF NO: 70046167



Directorate: Procurement

SALARY
:
R58 290 per annum (plus benefits)

CENTRE
:
Weskoppies Hospital

REQUIREMENTS
:
Grade 10 or Equivalent. Computer literate. Experience of provisioning/ procurement will serve as a recommendation.

DUTIES
:
Postering clerk. Registering of VA2 on VA4, VA 5 and VA 6. Recording of transactions on a VA 8/10 telly cards.

ENQUIRIES
:
Mr Mamaila Tel (012) 319 9707

CLOSING DATE
:
22 October 2007

POST 40/155
:
MATERIAL RECORDING CLERK (2 POSTS) REF NO: 70046286



Directorate: Supply Chain Management 

SALARY
:
R58 290 per annum (plus benefits)

CENTRE
:
Dr. George Mukhari Hospital

REQUIREMENTS
:
Junior / Senior certificate or equivalent qualification with two years experience in  SCM. Computer  literacy . Good communication skills ( verbal and written). Ability to work in a team and under pressure. Ability to work with  figures.

DUTIES
:
Posting in / out of all Provisioning transactions. Capturing of all requisitions. Carrying out  of stocktaking functions. Inspect quality and quantity according to delivery note. Physical issuing of consumables and checking of out – going stock items. Receiving of all goods from Transito. Perform all duties related to Procurement as allocated from time to time by the departmental supervisor.

ENQUIRIES
:
Mr K.N. Manyike, Tel (012) 529 3106

CLOSING DATE
:
25 October 2007

POST 40/156
:
ACCOUNTING CLERKS (4 POSTS) REF NO: 70046183
SALARY
:
R 58 290 per annum (plus benefits)  

CENTRE
:
Tshwane District Hospital

REQUIREMENTS
:
The applicant must be in possession of a Senior Certificate (grade 12) or an appropriate relevant diploma. Good interpersonal and communication skills (verbal & written). Ability to work under pressure and computer literacy. The following will serve as an advantage. Working with external organizations and follow up on clients.  

DUTIES
:
Perform tracing, Medsas, NHLS and SANBS of the institution.  Follow up on outstanding patient debt owned by patients. Reconciliation of control accounts and performs other tasks assigned by the Financial Management.

ENQUIRIES
:
Mr.P. O’RyanTel (012) 354 5624
FOR ATTENTION
:
Ms. Patricia Mabote

CLOSING DATE
:
24 October 2007

POST 40/157
:
MATERIAL RECORDING CLERK ( 3 POSTS) REF NO: 70046287


Directorate: Supply Chain Management 

SALARY
:
R 49 665 per annum (plus benefits)

CENTRE
:
Dr. George Mukhari Hospital

REQUIREMENTS
:
Senior certificate with experience in hospital environment. Computer literacy. Good communication skills (verbal and written). Ability to work in a team and under pressure. Ability to work with figures.

DUTIES
:
Posting in / out of all Provisioning transactions. Capturing of all requisitions. Carrying out of stocktaking functions. Inspect quality and quantity according to delivery note. Physical issuing of consumables and checking of out – going stock items. Receiving of all goods from Transito. Perform all duties related to Procurement as allocated from time to time by the departmental supervisor.

ENQUIRIES
:
Mr K.N. Manyike, Tel (012) 529 3106

CLOSING DATE
:
25 October 2007

POST 40/158
:
MATERIAL RECORDING CLERK ( 3 POSTS) REF NO: 70046288



Directorate: Supply Chain Management 

SALARY
:
R49 665 per annum (plus benefits)

CENTRE
:
Dr. George Mukhari Hospital

REQUIREMENTS
:
Junior certificate or equivalent qualification. Computer literacy.  Good communication skills (verbal and written). Ability to work in a team and under pressure. Ability to work with figures.

DUTIES
:
Posting in / out of all Provisioning transactions. Capturing of all requisitions. Carrying out of stocktaking functions. Inspect quality and quantity according to delivery note. Physical issuing of consumables and checking of out – going stock items. Receiving of all goods from Transito. Perform all duties related to Procurement as allocated from time to time by the departmental supervisor. Blocked invoices, open PO Variances reports, Commitment report on SAP and compilation of cash flow report , Medsas report. Submit a report in relation to outstanding orders and payments of suppliers in process and liaise with all relevant stakeholders on a monthly basis. Capture all GRVS on SAP system. Make follow –up with suppliers for overdue deliveries. Support immediate supervisor in the unit. Manage risks around documents such as invoices, purchases, orders and other documents. Manage, evaluate, develop and discipline sub- ordinates.

ENQUIRIES
:
Mr K.N. Manyike, Tel (012) 529 3106

CLOSING DATE
:
25 October 2007

POST 40/159
:
WARD CLERK / ATTENDANT ( 36 POSTS) REF NO: 70046289



Directorate: Logistics

SALARY
:
R49 665 per annum (plus benefits)

CENTRE
:
Dr. George Mukhari Hospital

REQUIREMENTS
:
Senior Certificate or equivalent qualification. Good interpersonal skills. Computer literacy. Knowledge of Medicom will be an added advantage. 
DUTIES
:
Capture all patient admissions, discharges and deaths on Medicom. Discharge patient files. Order ward stock. Perform any other clerical duties as instructed by Supervisor  and / or Ward Managers.

ENQUIRIES
:
Mr G. Chirambo, Tel (012) 529 3670

CLOSING DATE
:
25 October 2007

POST 40/160
:
FINANCE CLERK SUB –CASHIER ( 11 POSTS) REF NO: 70046290



Directorate: Finance

SALARY
:
R49 665 per annum (plus benefits)

CENTRE
:
Dr. George Mukhari Hospital

REQUIREMENTS
:
Grade 10 / 12 Certificate with 1 -2 years relevant experience. Computer literacy (Word, Excel, Outlook). Good communication skills (written & verbal). Knowledge of BAS and Medicom will be an added advantage. Good understanding of PFMA and Treasury Regulations, DORA ACT. Must be able to work under pressure and in a team.

DUTIES
:
Liaising of accounts. Liaising with external funders (Medical Schemes and other Departments). Cash management and cashiers functions. Capturing of cashbook and capturing of receipts into spreadsheet. Allocation of  receipts into Medicom. Filling of supporting documents. Client liaison. Assisting in all administration duties.

ENQUIRIES
:
Ms BP.Nkosi, Tel (012) 529 3141 / 3210

CLOSING DATE
:
25 October 2007

POST 40/161
:
ADMINISTRATION CLERK (3 POSTS) REF NO: 70046291



Directorate: Logistics

SALARY
:
R 49 665 per annum (plus benefits)

CENTRE
:
Dr. George Mukhari Hospital

REQUIREMENTS
:
Grade 12 Certificate, basic Computer literacy, good reading, writing and communication skills. Ability to work under pressure and experience in Medicom will be an added advantage. 

DUTIES
:
Interview and assess patients. Classify patients into different paying categories. Generate patient files on Medicom . Handle patient  enquiries.

ENQUIRIES
:
Mr G Chirambo Tel no: (012) 529 3670

CLOSING DATE
:
25 October 2007

POST 40/162
:
HOUSEKEEPER REF NO: 70046292


Directorate: Logistics

SALARY
:
R 49 665 per annum (plus benefits)

CENTRE
:
Dr. George Mukhari Hospital

REQUIREMENTS
:
ABET training. Must be able to read and write. Good interpersonal and organising skills. Must  have thorough understanding, rendering of the cleaning services in clinics and wards. Report writing skills.

DUTIES
:
Train cleaners. Order cleaning materials and control stock . Supervise, monitor and evaluate sub –ordinates.  Liaise with stakeholders regarding cleaning. Record keeping.

ENQUIRIES
:
Mr P Lamola Tel no: (012) 529 3670

CLOSING DATE
:
25 October 2007

POST 40/163
:
FOREMAN NO: 70046293



Directorate: Logistics

SALARY
:
R 49 665 per annum (plus benefits)

CENTRE
:
Dr. George Mukhari Hospital

REQUIREMENTS
:
ABET training. Must be able to read and write. Good interpersonal and organising skills. Understanding, rendering cleaning services in clinics and wards. 

DUTIES
:
Train  and supervise cleaners. Order cleaning materials and control stock. Liaise with stakeholders regarding cleaning. Record keeping. Report  writing. Monitor and evaluate sub – ordinates.

ENQUIRIES
:
Mr P Lamola Tel no: (012) 529 3670

CLOSING DATE
:
25 October 2007

POST 40/164
:
STORES ASSISTANT ( 6 POSTS)  REF NO: 70046294



Directorate: Supply Chain Management

SALARY
:
R43 245 per annum (plus benefits)

CENTRE
:
Dr. George Mukhari Hospital

REQUIREMENTS
:
ABET level 3 / Junior Certificate.  Good communication skills (verbal and written). Ability to work in a team.

DUTIES
:
Ability with stock taking old assets. Assist with the investigation of not yet verified and missing assets from the BAUD System. Collection of equipment and furniture for repairs from internal end users. Deliver new / repaired equipment and furniture to the relevant end users. Physical removal of equipment and furniture requested to be transferred internally . Sorting and separation of redundant, obsolete and serviceable equipment in the warehouse. Assist with other duties delegated within the Supply Chain Management Unit.

ENQUIRIES
:
Mr T.J. Dladla, Tel (012) 529 3083

CLOSING DATE
:
25 October 2007

POST 40/165
:
MESSENGER REF NO: 70046295



Directorate: Logistics

SALARY
:
R 43 245 per annum (plus benefits)

CENTRE
:
Dr. George Mukhari Hospital

REQUIREMENTS
:
Junior or equivalent Certificate.  

DUTIES
:
Messenger tasks of a routine nature. Collect and deliver post, patient files and other and other documents throughout the Hospital. Make photocopies when required. Collect and deliver blood and specimen to and from the laboratory and blood bank. Perform messenger tasks as directed by Supervisor.

ENQUIRIES
:
Mr G, Chirambo  , Tel (012) 529 3670

CLOSING DATE
:
25 October 2007

POST 40/166
:
PORTER (46 POSTS) REF NO: 70046296



Directorate: Logistics

SALARY
:
R 38 610 per annum (plus benefits)

CENTRE
:
Dr. George Mukhari Hospital

REQUIREMENTS
:
Abet training.  Ability to read and write. Healthy. Good interpersonal relations. Good communication skills. Exposure to a Hospital environment.  

DUTIES
:
Off – load patients from ambulance and private vehicles on to stretchers and wheel chairs. Escort patients to relevant consulting rooms. Transport corpses to the mortuary when the need arises. Collect  amputations and placenta ‘s to the mortuary when the need arises. Clean stretchers and wheel chairs. Collect unused stretchers and wheel chairs and prepare for re –use . Fold soiled linen and pack into laundry bags. Olace clean linen onto stretchers. Perform any other portering tasks as delegated by the Supervisor.

ENQUIRIES
:
Mr G, Chirambo, Tel (012) 529 3670

CLOSING DATE
:
25 October 2007

POST 40/167
:
SOCIAL WORKER REF NO: 70046151



Directorate

SALARY
:
R 132 054 per annum plus benefits

CENTRE
:
Sizwe Tropical Disease Hospital

REQUIREMENTS
:
B A Degree in Social Work or equivalent qualification. Registration with the South African Council for Social Work Professions. Conversant with acts, policies and legislation pertaining to Social Welfare Services. Sound communication, listening, problem solving, networking and negotiation skills. Ability to interpret policy and legislation.

DUTIES
:
Responsible for rendering of integrated social work services to Vulnerable persons and communities through all social work methods, with a strong emphasis on development and outcome based programmes. Intervention on all levels of service delivery, e. g. prevention, early intervention, statutory intervention and continuum of care. Assessment and development and implementation of intervention plan and evaluation of impact service. Organizing own workload according to office objectives. Administrative accountability through effective record keeping. Networking and negotiation with service providers, role players and beneficiaries. First level research in respect of trends and community needs. Community mobilizing. Development and implementation of prevention and development programmes.

ENQUIRIES
:
Dr X. S. Padanilam Tel: (011) 531 - 4410

CLOSING DATE
:
24 October 2007

POST 40/168
:
OCCUPATIONAL THERAPIST REF NO: 70046152

SALARY
:
R 106 335 per annum plus benefits

CENTRE
:
Sizwe Tropical Disease Hospital

REQUIREMENTS
:
Degree in Occupational Therapy. Registration with HPCSA as an Occupational Therapist. 3 years experience in Occupational Therapy in Health Sector. Experience in setting up treatment programmes and developing protocols. Managerial experience including supervision of personnel.

DUTIES
:
Assessment and treatment of in and out patients in all fields of Occupational Therapy. Development and implementation of Programmes, protocols and workshops in this section. Co – ordination of services in the sections. Administrative duties And record keeping, including financial management of budget in the subsections. Attendance  and feedback of allocated meetings. Supervision of Junior Therapist and support staff.

ENQUIRIES
:
Dr X. S. Padanilam Tel: (011) 531 - 4410

CLOSING DATE
:
24 October 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
:
Arty Singh

CLOSING DATE
:
22 October 2007

NOTE
:
Applications must be submitted on form Z83, obtainable from any Public Service department, which must be completed in full. A certified copy of your Identity Document and qualifications as well as a CV must be attached. The specific reference number of the post must be quoted; failure to comply with these instructions will disqualify applications from being processed. Please note that applications without the post reference number will not be processed.

OTHER POSTS

POST 40/169
:
ASSISTANT DIRECTOR: ADMINISTRATION REF NO: 70046119
SALARY
:
R157 686 per annum (plus benefits)
CENTRE
:
Jabulani Centre
REQUIREMENTS
:
Bachelor’s degree/diploma in Administration or Management. Minimum 3 years experience in management position. Knowledge of PFMA, PPPFA, Treasury regulations, Supply chain management, Public service Act and regulation, records management, Transport circular 4 of 2000 and PMDS. Management and Leadership skills Computer literacy. 
DUTIES
:
Manage Administration component which includes finance, HR, Supply chain management, registry, switchboard, food service, cleaning and gardening. Ensure sound financial management systems. Compile budget of the institution and budget control.  Compile monthly budget reports. Ensure maintenance of resources. Ensure implementation of Departmental policies, procedures and Legislation. 
ENQUIRIES
:
S.R. Matsimela Tell no: (012) 797- 8302 / 797- 3800

POST 40/170
:
ASSISTANT DIRECTORS: MONITORING & EVALUATION (2 POSTS) REF NO: 70046120
SALARY
:
R157 686 per annum (plus benefits)
CENTRE
:
Ekurhuleni 
REQUIREMENTS
:
B.Com Accounting or equivalent qualification and appropriate experience. Skills needed: Sound knowledge of government policies including Public Finance Management Act (PFMA), Treasury Regulations and Basic Accounting Systems (BAS).Good knowledge of cash flow management, costing procedures and budget compilation. Computer literacy with advanced knowledge of excel. Leadership, excellent written and verbal communication and analytical skills. Ability to work under pressure. Good interpersonal relations, communication and management skills. Drivers License.
DUTIES
:
Analysis of financial statements of NPO’s to inform funding of NPO’s. Monitoring compliance of PFMA requirements by NPO’s. Preparation of financial reports. Evaluate the costing of programmes by NPO’s. Provide training to NPO’s on financial management. Assist with project/programme audits at NPO’s. Serve on the panels that assess Business Plans to inform relevant costing of programmes. Analyse the cash flow reports from NPO’s. Work closely with the Deputy Director, Finance in the Partnership Directorate and the monitoring and evaluation unit at Head Office.
ENQUIRIES
:
Ms Shirley Raman Tell no: (011) 355-7785
POST 40/171
:
ASSISTANT DIRECTOR (HEAD OF CLUSTER) (2 POSTS) REF NO: 70046121

SALARY
:
R157 686 per annum (plus benefits)
CENTRE
:
Ekurhuleni
REQUIREMENTS
:
Bachelors Degree or an equivalent qualification with extensive management experience. The ideal candidate should have managerial experience, ability to manage a diverse team, project management skills, financial management abilities, computer literacy and sound Human Resource/Labour relations skills. Knowledge of the Public Finance Management Act (PFMA) and conversant with Acts, policies and legislation pertaining to Social Welfare Services. The successful candidate is expected to be highly motivated and self driven. Be results orientated and have an ability to plan, solve problems and be innovative. These competencies must be complemented by good communication, interpersonal and leadership skills and the ability to perform under pressure and function within a team. Good report writing skills. Valid Manual Drivers License.
DUTIES
:
 Implement, monitor and control relevant Legislation and Policies. Financial management. Integration of Social Development services with emphasis on the developmental approach. Management of Human Resources and Employment Relations. Manage the execution of programs in the region with emphasis on poverty alleviation programmes. Liaise with stakeholders, including other Departments, Business and Civil Society. Initiate and implement transformation programs in the Region to make quality Social Services accessible to clients. Participate in the marketing of activities of the Region and of the Department. Participation in Regional Social Development forums. Empowerment and monitoring of other Social Services service providers, e.g. NGOs, CBOs, FBOs. Total quality management of service delivery.
ENQUIRIES
:
Ms. B Zondo Tell no: (011) 820- 0566

POST 40/172
:
SENIOR ADMINISTRATIVE OFFICERS (6 POSTS) REF NO: 70046118
SALARY
:
R132 054 per annum (plus benefits)
CENTRE
:
Ekurhuleni
REQUIREMENTS
:
Appropriate degree in the Social Sciences and or development with relevant experience. Computer literate in MS word, excel etc. Studies/Courses in monitoring and evaluation of development programmes will be an added advantage. Drivers licence. .Experience in monitoring and evaluation of programmes/services.
DUTIES
:
Implementation of the monitoring and evaluation tools. Implement and monitor capacity building programmes for NPO’s especially new and emerging NPO’s. Tracking of programmes/services against planned indicators and targets. Assist with project audits, baseline studies, monthly and quarterly reports. Experience in NGO coordination management. Ensure effective utilization of resources. Work closely with the Monitoring and Evaluation Unit at Head Office to evaluate the impact of funding to inform continued funding and relevance of programmes. Monitor the implementation of the outputs in the Business Plans of the NPO’s including HIV/AIDS, sustainable livelihood (poverty alleviation) and youth development programmes. Monitoring service level agreements. Maintain reporting systems on intersectoral funding. Facilitate the development of new NPO’s/ CBO’s in under-serviced areas Implementing the Policy on Financial Awards to Service Providers including the Transformation imperatives.
ENQUIRIES
:
Ms Shirley Raman Tell no: (011) 355-7785
POST 40/173
:
Secretary (Personal Assistant): CHIEF DIRECTOR REF NO: 70046122
CENTRE
:
Johannesburg Head Office

SALARY
:
R106 335 per annum (plus benefits)
REQUIREMENTS
:
A Senior Certificate or equivalent qualification and appropriate experience. Proven skills in both written and verbal communication in English. Good telephone etiquette and inter-personal relations. Ability to take initiative and work independently. Ability to identify and handle confidential matters. Experience or knowledge on taking minutes. Ability to organise and prioritize work. Computer literacy, extensive knowledge and experience of MS Office (including Word, Excel and PowerPoint). Filing skills and ability to keep record of flow of documents.

DUTIES
:
Administer the document management system in the office of the relevant Manager. Maintain a filing system to file and retrieve documentation. Handling confidential documents. Operate standard office equipment (Fax, photocopying machine and telephone). Type correspondence such as reports, submissions and letters. Receiving the Manager’s visitors. Attend to telephone calls and messages and referring appropriately where required. Liaise on behalf of the Director with departmental officials, other government departments, stakeholders and the public. Manage the diary of the relevant Manager. Coordination of meetings, workshops and conferences and perform administrative tasks such as taking minutes and arranging/serving refreshments. Make official travel arrangements for the relevant Manager. Processing of subsistence and travel claims and reconciliation timeously. 

ENQUIRIES
:
Ms. R Raymond Tell no: (011) 355-7951

ANNEXURE M
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
NOTE
:
Applications must be submitted on the prescribed Application for Employment form Z83 which must be originally signed.  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).  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.
OTHER POSTS

POST 40/174
:
ASSISTANT MANAGER:  TRAINING (REF. NO. P255/2007)

SALARY
:
R157 686 per annum 
CENTRE
:
Head Office, Pietermaritzburg (Economic Empowerment Directorate)
REQUIREMENTS
:
A Degree / National Diploma plus a minimum of 3 years appropriate  managerial experience. Knowledge, Skills, Training And Competencies Required: *Knowledge of SETA requirements as well as Skills Development Act. *Knowledge of Labour Relations Act and Public Service reporting procedures and work environment. *Knowledge of various other administrative policies and procedures. *Interpretation and compilation of management reports. *Understanding of policy research, analysis, objective and development processes, project management and financial management. *In-depth knowledge of overall contractor development training.  *Knowledge of computer based information systems eg. MS Excel, MS Word, Powerpoint, MS Access.  *Knowledge to operate a variety of electronic equipment eg. multi media projector.  *Knowledge of planning and organising including Project Management, specialising in the field of Rural Development Engineering and Emerging contractors. *Ability to interpret and apply policy. *Research, policy formulation and managerial skills.  *Ability to develop training material.  *Problem solving analytical and innovative thinking skills. *Strategic planning and co-ordination skills. *Team building skills. *Excellent communication skills (verbal, written and networking). * Project Management skills.  *Presentation and facilitation skills. *Motivation and negotiation skills. *The ideal candidate should be approachable, team orientated and receptive to ideas and suggestions.

DUTIES
:
Assist in the management and development of efficient training programmes linked to SETA for contractor development.  *Assist with research, development and formulation of policies with regard to training. *Liaise with stakeholders in order to guide the implementation of the training programme. *Ensure compliance with training programme.  *Assist with the provision of strategic direction for the Directorate. *Assist in the compilation and control of budget for the Training Sub-Directorate and manage personnel activities within budgetary constraints.  *Analysis of statistics and report to the Manager and process information.

ENQUIRIES
:
Mr A Delis Tel. no.:(033) 355 8951

FOR ATTENTION
:
Mrs S McCarthy

CLOSING DATE
:
29 October 2007

NOTE
:
it is the intension of this department to fill this post with a person from the disabled community or an african female

POST 40/175
:
ASSISTANT MANAGER: PROVINCIAL TRANSPORT MANAGEMENT (REF. NO. P 256/2007)

SALARY
:
R157 686 per annum
CENTRE
:
Head Office, Pietermaritzburg
REQUIREMENTS
:
A Senior Certificate plus a minimum of 6 years Fleet Management experience OR An appropriate recognised Bachelor’s Degree / National Diploma plus a minimum of 3 years Fleet Management experience, plus  *A valid drivers license (minimum code B). Knowledge, Skills, Training and Competencies required: *Thorough knowledge of procurement legislation. *Thorough knowledge of asset management framework. *Thorough knowledge of fleet management principles. *General knowledge of labour legislation and agreements. *General knowledge of human resource prescripts within the Public Service. *General knowledge of tax legislation.  *Thorough knowledge of legislative framework regulating the employer and employee relationships. *Advanced computer literacy skills. *Above average knowledge of the PFMA. *In depth knowledge of contract management. *Ability to use legislation and industry norms to develop guideline policy relating to fleet management. *Ability to be analytical.  *Ability to work accurately. *Above average written and communication skills.  *Above average human relations / interpersonal skills. *Ability to compile meaningful reports. *Analytical and innovative approach to tasks. *Ability to work in teams and individually. *Assertiveness and self-confidence in dealing with peers, seniors and the public. *Ability to manage time effectively and meet deadlines. *He/she must work well under pressure and must have impeccable integrity.

DUTIES
:
Facilitate the development of Provincial Fleet Management Policy Guidelines for, inter alia, Pool Vehicles, Sub Vehicles and Political Office Bearers, for 16 User Department.  *Represent the Province at National and Provincial forums, and ensure effective implementation of National Contracts, Policy and Procedures, by User Departments.  *Monitor / Manage the risks associated with the National and Provincial Fleet Management Contracts and Provincial vehicle usage, keeping User Departments informed of problem areas.  *Facilitate working group meetings and training sessions with User Departments and Service Providers.  *Deal with high level correspondence regarding Provincial Fleet Management.  *Manage the Provincial Transport Management Section including direct supervision of staff and therefore effective Human Resources Management.

ENQUIRIES
:
Mr R Abramson Tel. No.: 033 – 395 1800

FOR ATTENTION
:
Mr R Marillier

CLOSING DATE
:
05 November 2007

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. :It is the intension of this department to fill this post with a person from the disabled community or an african female.

POST 40/176
:
SENIOR ARTISAN (REF. NO.P 254 / 2007)
SALARY
:
R85 362 per annum 
CENTRE
:
Cost Centre: Port Shepstone

REQUIREMENTS
:
Trade Diploma either in Earthmoving 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 C1 Driver’s licence. knowledge, skills, training and competencies required: Through knowledge of maintenance and repairs to earth moving plant vehicles and equipment. *Thorough knowledge of safety regulations. *Through knowledge of the oil analysis program. *A working knowledge of stores procedures.  *Knowledge of MDWT program. *Be able to apply mechanical knowledge skills. *Be able to make correct diagnosis skills. *Be able to make or apply safety knowledge skills. *Be able to interpret oil analysis returns.  *He / she should also be able to solve problems, loyalty, exemplary able to communicate and be thoroughness.

DUTIES
:
To carry out maintenance and repairs of plant, vehicles and equipment to obtain the highest availability in the most cost effective manner.  *To supervise subordinate staff. *To carry out Administration processes. *To communicate with customers. *Train subordinate staff. *Quality control of repairs / maintenance carried out.
ENQUIRIES
:
Mr L F Blose Tel. No: (039) 6821076

FOR ATTANTION
:
Ms A Mncwabe

CLOSING DATE
:
22 October 2007

NOTE
:
it is the intention of this department to fill these posts with a person from the disabled community or an african female.

ANNEXURE N
PROVINCIAL ADMINISTRATION: LIMPOPO

DEPARTMENT OF LOCAL GOVERNMENT AND HOUSING

The Department of Local Government and Housing is an equal opportunity employer with clear employment equity targets

APPLICATIONS
:
The Head of Department, Department of Local Government and Housing, Private Bag X 9485, Polokwane 0700 or delivered personally at 28 Market Street, next to UNISA, Registry Office (First floor). 

CLOSING DATE
:
12 October 2007

NOTE
:
Applications must be submitted on form Z83, obtainable from any Public Service Department and must be completed in full. A certified copy of your Identity Document and qualifications as well as a CV must be attached. The Specific reference number for the post must be quoted. Failure to submit the required documentation will automatically disqualify applications. All General Enquiries must be directed to Mrs Tjale KM telephone number (015) 294 2000 ext 2030/2233/2029/2171. NB: E-mailed and faxed applications will not be considered. Short listed candidates for the above posts will be subject to a Security clearance, non-disclosure and verification of qualifications .If you do not receive any response from us within 3 months please accept that your application was unsuccessful
MANAGEMENT ECHELON

POST 40/177
:
GENERAL MANAGER : (DLGH075/07)
SALARY
:
R591 510 (All inclusive package-Salary package negotiable)

CENTRE
:
Sub-Directorate: Local Government Support
REQUIREMENTS
:
Qualification: An appropriate degree or equivalent NQF Level 6 in Social Science majoring preferably in Development Planning, Economics or Finance. A postgraduate qualification will be an added advantage. Experience: *At least five (5) years experience in a strategic management level*Experience in Local government and general management*Experience in Community Development Facilitation. Key Competencies: *Understanding of the public service environment; *Municipal structures act; *Municipal system act; *Municipal Finance Management act (MFMA); *Public finance management act (PFMA); *Integrated development planning; *Performance monitoring and evaluation; *General Management; *Strategic planning; *Service delivery; *Governance issues; *Relevant Legislation; *Financial Management. Skills: *Policy development; *Strategic management; *General management; *Ability to communicate effectively at all levels; *Innovation; *Creative and analytical thinking; *Financial Management.

DUTIES
:
Key Responsibilities: *To provide strategic direction to the branch Local government support to ensure that strategic objectives of the department are achieved; *Develop and facilitate the implementation and review of Provincial Capacity Building Strategy; *Commission research to continuously assess the capacity levels of municipalities to ensure targeted municipal capacity building interventions and to determine the impact of capacity building programmes implemented; *Coordinate and provide Municipal Institutional Capacity Building Services; *Manage the development and implementation of municipal performance monitoring tool and the performance reporting thereof; *Manage the devolution of powers and functions and assist municipalities accordingly for them to minimize the performance of powers and functions; *Coordinate and render Municipal Finance Services; *To facilitate the creation of an integrated provincial risk reduction strategy and to turn strategy into programmes and plans.

ENQUIRIES
:
Mr Lesiba Malebane

POST 40/178
:
SENIOR MANAGER: HOD`S OFFICE (DLGH076/07)
SALARY
:
R 502 725 pa (All inclusive flexible remuneration package)
CENTRE
: 
Polokwane: Hod`S Office
REQUIREMENTS
:
Qualification: *Appropriate recognized Bachelor’s degree or equivalent in Law, Management, Economics or Public Administration. Experience: *At least 3 (three) t0 5 (five) years experience at management level; * With appropriate exposure to the Public Service environment; *The officer should be able to operate and function at the highest level of government. Key Competencies Knowledge Of *Public service Legislations and By-laws in the areas of Transformation; *Financial management; *Public administration; *Human resources as well as government systems & structures and the needs and priorities of stake holders. Skills In: *Change agent; *Strategic planning skills; *Research orientated Person; *Confident communicator; *Financial management; *Policy Formulation; *Networking skills; *Research; *Analytical thinking;*Adaptability during change to meet the goals; *Policy analysis;*Problem solving; *Interpersonal relationship; *Computer literacy.

DUTIES
:
Key Responsibilities: *To provide administrative support to the office of the HOD; *Manage the office of the Head of the Department; *Render administrative support to the Office of the HOD; *Provide secretariat services to the Executive Management and general management team meetings;  *Following-up on resolutions taken at management team, Exco, Clusters, portfolio committee meetings and Minmecs.

ENQUIRIES
:
Ms Manamela Audrey
ANNEXURE O
PROVINCIAL ADMINISTRATION: NORTHERN CAPE

DEPARTMENT OF HEALTH

APPLICATIONS
:
Human Resource Management Kimberley Hospital Complexprivate Bag X 5021 Kimberley 8300

FOR ATTENTION
:
MR E.K Mokgosi

CLOSING DATE
:
19 October 2007

NOTE
:
applications must be submitted on z.83 form obtainable from any public service department, and should be accompanied by certified copies of qualifications and proof of registration if applicable.  please forward your application, stating the reference number and the post for which you apply, to the undermentioned address. no faxed application will be accepted.

OTHER POST
POST 40/179
:
ADMIN CLERK GRADE II HEALTH INFORMATICS REF: HEALTH/KHC 204
SALARY
:
R49 665. – R57 663. Per Annum

CENTRE
:
Kimberley Hospital Complex

REQUIREMENTS
:
He/she must be in possession of a grade 10 or equivalent certificate with at least 2 years experience or a grade 12 certificate.  Must be computer literate.  Ability to maintain acceptable standards of accuracy on mundane, routine administrative tasks and never fails to meet deadlines for routine administration.  Ability to demonstrate work speed, correctness, quality and drive.  Ability to operate equipment at the required standard for an equipment operator.  To plan and prioritise work in accordance with the core business of the unit.  Knowledge of DHIS will be an added advantage.

DUTIES
:
The successful candidate will have the following responsibility/duties: The collecting and capturing of data.  He/she will be responsible for the compilation of weekly, monthly, quarterly and annual reports on key hospital indicators.  The collection of data for Early Warning system, National Tertiary Services grant data, Primary Health Care and Hospital Data set.  Facilitate the patient library services.  Co-ordinate and integrate the office duties and co-ordinate the Tele-Medicine suite.  Liase and network with customers and all the units to promote good relations and communication.  To maintain an organised and an efficiently stocked unit ensuring availability of adequate supply.  Manage and handle correspondence  within the unit to ensure proper management of information.  Create and maintain a proper recording and filing system.  Manage and coordinate the office effectively.  Utilise resources in a non-wasteful manner.  Any other duties incidental thereto.

ENQUIRIES
:
Ms M.E. Magabane TEL: (053) 802 - 2331

NOTE
:
all applicants please note that should written notification not be received within six (6) weeks of the closing date of post/s, it can be assumed that short listing, interviews and appointment/s have already been carried out.  all applicants are subject to security vetting.

ANNEXURE P
PROVINCIAL ADMINISTRATION: NORTH WEST
DEPARTMENT OF THE PREMIER

APPLICATIONS
:
The Director General, Office of the Premier, Private Bag X129, Mmabatho, 2735. 

CLOSING DATE
:
19 October 2007

NOTE
:
Applications must be submitted on form Z83 obtainable from any Public Service Department and should be accompanied by certified copies of ID and detailed CV. Please quote the relevant reference. Failure to submit the requested documents will result in your application not being considered. Qualifications will be verified. It is the responsibility of the applicant to ensure that the foreign qualifications are evaluated by the South African qualification authority.
OTHER POSTS

POST 40/180
:
CHIEF TRAINING OFFICER – HR MANAGEMENT TRAINING: HUMAN RESOURCE DEVELOPMENT (HRD) INTERNAL 

SALARY
:
R157 686 per annum
CENTRE
:
Mmabatho

REQUIREMENTS
:
qualifications /experience: An appropriate recognized three-year Bachelor’s Degree/National Diploma in Human Resource Management / Development / Industrial Psychology / Public Administration. Certificate in ETDP/TO. A minimum of two years of training facilitation. A valid driver’s license. competencies: Knowledge: Public Service Regulations, Skills Development policies and strategies. Labour Relations Act, and Adult Basic Education and Training (ABET) Act. Skills: Training Material development; Verbal and written communication; Planning and organization; Presentation and facilitation; Computer Skills; Supervision; Networking; Monitoring and evaluation.

DUTIES
:
Conduct training needs analysis. Develop and periodically review unit standard based Human Resource Management training material. Develop and implement training plan. Evaluate the impact of training through impact assessment. Compile monthly and quarterly reports. Manage the Human Resource Management Training Unit. Ref: OOP 01/09/2007  

POST 40/181
:
SENIOR TRAINING OFFICER – HR MANAGEMENT TRAINING:  HUMAN RESOURCE DEVELOPMENT (INTERNAL) REF: OOP 02/09/2007
SALARY
:
R132 054 per annum
CENTRE
:
Mmabatho

REQUIREMENTS
:
Qualifications /Experience: An appropriate recognized three-year Bachelor’s Degree/National Diploma in Human Resource Management / Development / Industrial Psychology / Public Administration. Certificate in ETDP/TO. A minimum of two years of training facilitation. A valid driver’s license. Competencies: Knowledge: Public Service Regulations, Skills Development policies and strategies. Labour Relations Act, and Adult Basic Education and Training (ABET) Act. Skills: Training Material development; Verbal and written communication; Planning and organization; Presentation and facilitation; Computer Skills; Supervision; Networking; Monitoring and evaluation.

DUTIES
:
Conduct training needs analysis. Develop and periodically review unit standard based Human Resource Management training material. Develop and implement training plan. Evaluate the impact of training through impact assessment. Compile monthly and quarterly reports.

ENQUIRIES
:
Mabuza Ngubane Tel (018) 387 8561

ANNEXURE Q
PROVINCIAL ADMINISTRATION: WESTERN CAPE

DEPARTMENT OF AGRICULTURE

APPLICATIONS
:
Applications must be forwarded to: Department of Agriculture: Western Cape, Private Bag X1, Elsenburg, 7607.

FOR ATTENTION
:
Mr JH Jordaan

CLOSING DATE
:
12 October 2007

NOTE
:
Applications must be submitted on a Z83 form, and should be accompanied by certified copies of qualifications, a comprehensive CV, portfolio with examples of written work, certified copies of qualifications and certified copies of his/her ID document. It will be expected of candidates to be available for selection interviews on a date, time and place as determined by the Department. The short-listed candidates should also be prepared for practical evaluation during interviews.

OTHER POSTS

POST 40/182
:
AGRICULTURAL ECONOMIST: MARKET INFORMATION
Programme: Agricultural Economics: Division: Agricultural Marketing

SALARY
:
R 132 054 per annum

CENTRE
:
Elsenburg

REQUIREMENTS
:
The formal qualification requirement for this position is: ( Honour’s level qualification in Agricultural Economics or related subject ( quantitative courses as part of post graduate course work. The following will serve as recommendations: ( a proper understanding and exposure to decision analysis methods, market- or price risk analysis tools or price risk management in an agricultural context such as the wheat and vegetable industries. ( knowledge of decision analysis methods include the Delphi-method which are required in order to support market risk analysis. ( excellent communication, networking and report writing skills are therefore essential. ( knowledge  of mathematical programming and related package, for example @Risk would be to your advantage ( a valid Code B driver’s licence.

DUTIES
:
work in collaboration with senior researchers and division head to conduct research in the field of market risk by using recognised scientific methods ( to produce usable quarterly reports on market information and market price analysis reports ( to disseminate research results effectively through publications, communication and group sessions ( explore alternative market risk and decision analysis modelling techniques ( conduct continuous literature surveys and remain well informed regarding local and international developments in the subject field ( manage allocated resources in a responsible way ( active participation as a provincial  coordinator (Food Price Monitoring) of a multi disciplinary team during ad hoc investigations as determined by the Division Head. 

ENQUIRIES
:
Mr PS Mentani at  021 808 7733

POST 40/183
:
PRINCIPAL AGRICULTURAL ECONOMIST: MARKET ANALYSIS


Programme: Agricultural Economics: Division: Agricultural Marketing
SALARY
:
R 157 686 per annum

CENTRE
:
Elsenburg

REQUIREMENTS
:
The formal qualification requirement for this position is: Masters degree in agricultural economics or related field and marketing as major subject with appropriate experience. The following will serve as recommendations: ( exposure to international, national and provincial marketing trends and policies in agriculture ( ability to work independently and individually ( appropriate research background on the execution of research in organic agricultural systems ( ability to provide advice on the development and maintenance of organic farming relevant to the Western Cape ( Sound knowledge and the ability to discover niche markets   ( knowledge of organic farming agricultural industries important for the Western Cape ( the ability to communicate technical information clearly and accurately. ( the ability to speak read and write two of the three languages common in the Western Cape (Xhosa, English and Afrikaans) ( Excellent communication, networking and report writing skills are essential ( appropriate computer literacy ( and a valid code B driver’s licence. 

DUTIES
:
Conducting market research on value adding  with specific emphasis on organic agricultural systems ( provide advice on developing, implementing and maintaining such systems ( use recognised scientific methods in the execution of research ( determine other research priorities in co-operation with the Division Head ( determining the marketing and marketing needs of speciality products ( analyse specific entry and participation constraints in the organic farming industry ( determining the extent and site-and enterprise-specific viability of speciality agriculture ( provide sound marketing inputs in business plans and economic viability studies( evaluating the effect of international, national, and provincial marketing trends and policies in agriculture ( disseminating research results through publications and group sessions/presentations ( remain well informed regarding organic farming practises on the local agricultural sector and provide information and advice in this regard to the Top Management and Ministerial Office ( manage allocated resource in a responsible way and to the benefit of the taxpayers ( active participation as a member of a multi disciplinary team during ad hoc investigations as determined by the Division Head.
ENQUIRIES
:
Mr PS Mentani at  021 808 7733

POST 40/184
:
PRINCIPAL AGRICULTURAL ECONOMIST: MARKET RISK


Programme: Agricultural Economics: Division: Agricultural Marketing

The focus of this position is on Market risk and support of developing new industries (currently bio fuels) of importance for the Western Cape.
SALARY
:
R157 686 per annum

CENTRE
:
Elsenburg

REQUIREMENTS
:
The formal qualification requirement for this position is: ( Masters degree in agricultural economics or related field ( The following will serve as recommendations: ( quantitative courses as part of post graduate course work ( knowledge of agricultural industries important for the Western Cape ( knowledge and experience of financial, market or price risk analysis in an agricultural context ( the ability to communicate technical information clearly and accurately. ( excellent communication, networking and report writing skills are essential. ( be appropriately computer literate and have a valid code B driver’s licence.  

DUTIES
:
conduct independent scientifically based research and analysis using recognised scientific methods and quantify the resulting effect at farm level. ( take a lead in the development of appropriate strategies in the Western Cape and influence the implementation thereof ( provide inputs to National strategies ( render guidance and supervision to junior researchers. ( remain well informed on developments in the subject field at both local and international levels. ( provide information and advice in this regard to the Top Management and Ministerial Office ( liaise and collaborate with other role-players at international, national and provincial levels ( determine research priorities in co-operation with the Division Head ( give independent advice to clients in support of the execution of the agricultural strategy of the province ( communicate and disseminate research results through scientific and popular publications and presentations ( submit research results to peer review ( manage allocated resources in a responsible way and to the benefit of the taxpayer ( actively participate as member of a multi disciplinary team during ad hoc investigations as determined by the Division Head. 
ENQUIRIES
:
Mr PS Mentani at  021 808 7733

DEPARTMENT OF ENVIRONMENTAL AFFAIRS AND DEVELOPMENT PLANNING

The Department intends to promote representivity with the filling of the post. Kindly indicate gender, race and disability status to facilitate the process.  If a representative appointment cannot be made, the candidature of any applicants that comply will be considered.

APPLICATIONS
:
The Head of Department, Department of Environmental Affairs and Development Planning, Private Bag X9086, Cape Town, 8000

FOR ATTENTION
:
Ms L Reid

NOTE
:
These posts will be filled in accordance with section 11 of the Public Service Act, 1994, as amended. Note: Strong consideration will be given to excess employees. Excess staff must kindly indicate as such on Z83. Applications, via the Head of your Department (if a public service employee), with reference number clearly indicated must be completed on form Z83 (available at any government department), accompanied by a comprehensive CV that addresses the requirements and recommendations of the post, as well as certified copies of documentation (ID, scholastic, driver’s license, as well as highest educational qualification). The Department will only communicate with short-listed candidates who have been selected for interviews. Applicants must note that further checks will be conducted once they are short-listed and that their appointment is subject to positive outcomes on these checks. It will be expected of candidates to be available for selection interviews on a date and time as determined by the Department. No CV’s will be returned. No faxed, e-mailed or late applications will be considered. 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).

OTHER POSTS

POST 40/185
:
ASSISTANT DIRECTOR: ACCOUNTING SERVICES - REFERENCE NO: E/07/019



Directorate: Finance
CENTRE
:
Cape Town

SALARY
:
R157 686 per annum Note: In addition to the salary mentioned, this position offers competitive benefits which include an annual service bonus, conditional housing allowance, pension and medical subsidy.

REQUIREMENTS
:
The formal qualification for this position is an appropriate 3-year B-degree (or equivalent qualification) with relevant experience in a financial environment. Recommendations: ( strong leadership abilities ( thorough knowledge of BAS and PERSAL ( excellent verbal and communication skills in at least two of the three official languages of the Western Cape ( ability to use initiative and to be innovative ( ability to work under pressure ( extensive knowledge of the Public Finance Management Act, National Treasury Regulations and the Provincial Treasury Directives ( extensive knowledge of Cash flow and Banking procedures (  knowledge of completion of Annual Financial Statements ( computer literacy (MS Word and Excel).

DUTIES
:
Provision of accounting service for the Department ( maintenance of Department’s ledger accounts, clearance of accounts ( compiling of Annual Financial Statements in terms of Generally Recognised Accounting Practice ( management of departments consolidated PMG-account, ensure and maintain measures for the safekeeping of state money and goods, managing of miscellaneous payments ( ensure compliance with the Taxation Act, administering of deduction and pay-over of salary deductions, recovery of departmental debt, control of PERSAL ( ensure compliance with Financial Norms and Standards i.e. Public Finance Management Act, National Treasury Regulations, Provincial Treasury Instructions, Delegations, Finance Instructions and Departmental Policies ( financial training to all relevant personnel (  oversight over Public Entities. 

ENQUIRIES
:
Mr R Arends, Tel (021) 483-3194 
CLOSING DATE
:
26 October 2007
POST 40/186
:
SENIOR ADMINISTRATION CLERK: COMPLIANCE AND LAW ENFORCEMENT (LAW ENFORCEMENT) (REGION B) - REFERENCE NO: G/07/017



Directorate: Law Enforcement and Administration

CENTRE
:
George

SALARY
:
R58 290 per annum Note: In addition to the salary mentioned, this position offers competitive benefits which include an annual service bonus, conditional housing allowance, pension and medical subsidy.

REQUIREMENTS
:
The formal qualification for this position is a Senior Certificate. Recommendations: ( knowledge of applicable policies, legislation, guidelines, standards, procedures and best practices ( ability to take initiative ( sound analytical, organizational and interpersonal skills ( good communication skills in at least two of the official languages of the Western Cape ( good interpersonal skills ( computer literacy (MS Word, Excel, PowerPoint, Internet and GroupWise).

DUTIES
:
Rendering administrative support service to the Directorate: Compliance and Law Enforcement, which entails the following duties: ( file management ( act as secretariat in different meetings ( control telephone accounts ( process legal fees, sundry payments and subsistence and travel payments ( process procurement matters for the directorate ( circulation of provincial and government gazettes applicable to the Department ( handling enquiries relating to the Directorate ( maintenance of database relating to the status of cases received.

ENQUIRIES
:
Ms F Abrahams Tel (021) 483-8779

CLOSING DATE
:
25 October 2007
POST 40/187
:
TOWN AND REGIONAL PLANNER: VARIOUS POSTS (CAPE TOWN & GEORGE) - REFERENCE NO: E/07/017



Directorate: Integrated Environmental Management

SALARY
:
R157 686 per annum Note: In addition to the salary mentioned, this position offers competitive benefits which include an annual service bonus, conditional housing allowance, pension and medical subsidy.

CENTRE
:
Cape Town & George

REQUIREMENTS
:
An appropriate, recognized qualification as promulgated in the regulations prescribed for registration in terms of the Planning Profession Act, 2002 (Act 36 of 2002) plus knowledge of and a minimum of 3 years experience in town and regional planning duties ( good verbal and written communication skills in English and Afrikaans ( a valid code 08 (EB) driver’s license. Recommendations: ( broad knowledge of and experience in all facets of town and regional planning and development aspects in metropolitan, urban and rural areas ( knowledge of applicable policies, legislation, guidelines, standards and procedures relating to land use management, applicable in the Western Cape ( experience in the interpretation of legislation, policies, norms and guidelines ( experience in the assessment of land use changes from a provincial and regional perspective ( computer literacy (MS Office Suite). 

DUTIES
:
Provide operational input to the core business of the Directorate, which is to facilitate and manage the appropriate, sustainable and integrated spatial planning and development ( preparing reports and making of recommendations on land management and environmental matters and scheme regulations ( performing site visits in planning areas  ( managing the programming, implementation and expenditure of projects ( provide input on policy matters ( respond to queries/requests for comment from key customers ( arrange, attend and contribute to meetings ( implement legislation, policy, directives and manuals ( provide input to Directorate’s budget ( provide appropriate technical and professional support to municipalities, other government departments and relevant statutory bodies.

ENQUIRIES
:
Mr A Barnes Tel (021) 483-4093 / Mr C Rabie Tel (021) 483 4796

CLOSING DATE
:
26 October 2007
POST 40/188
:
ASSISTANT DIRECTOR: LAW ENFORCEMENT & COMPLIANCE (LAW ENFORCEMENT) (GEORGE) - REFERENCE NO: E/07/018



Directorate: Strategic Environmental Management

SALARY
:
R196 815 per annum Note: In addition to the salary mentioned, this position offers competitive benefits which include an annual service bonus, conditional housing allowance, pension and medical subsidy.

CENTRE
:
George

REQUIREMENTS
:
An appropriate, recognized degree/diploma and at least 3-5 years relevant experience ( fluent in at least two of the official languages ( computer literacy ( sound interpersonal and communication skills (verbal and written) ( computer literacy (particularly in Word, Excel and PowerPoint) ( report writing skills ( ability to communicate in at least two of the three official languages (English, Afrikaans, Xhosa) of the Western Cape ( a valid code 08 (EB) driver’s license and willingness to travel. Recommendations: ( Environmental law, criminal law/procedure, peace officer training and/or experience ( skills/knowledge relating to the gathering of evidence, drafting of affidavits, preparing  matters for criminal prosecutions and/or civil actions e.g. interdicts ( specialist environmental knowledge ( knowledge/experience in environmental monitoring and/or auditing and conflict resolution skills ( ability to interpret, implement and enforce policy and environmental and planning legislation and judgments ( project management skills ( excellent written communication skills in least two of the official languages ( previous experience in a supervisory capacity ( good interpersonal and liaison skills ( possession of valid code 08 driver’s license. 

DUTIES
:
The incumbent will ensure the implementation of a compliance with relevant environmental and planning legislation ( provide legal and technical advice on the interpretation of the relevant legislation ( ensure the effective and efficient implementation of law enforcement measures and compliance monitoring systems ( be responsible for general capacity building with regard to compliance monitoring and law enforcement ( assist municipalities, officials of the Department and other departmental stakeholders on the application and implementation of other submissions relating to the functions of the sub-directorate ( summarize court cases (case law) and legal opinions and prepare circulars for distribution where necessary ( ensure maintenance of the tracking, control and reporting registers and databases and prepare relevant reports ( undertake site visits and manage investigations ( gathering of evidence ( providing inputs relating to the appointment and training of the Environmental Management Inspectors and related systems and working arrangements with other organs of state ( arranging and attending meetings with the public as well as other spheres of Government ( providing an effective and efficient service to the public in accordance with the principles of Batho Pele ( giving of presentations and serving on relevant committees/forums ( ability to contribute and implement strategic plans, business plans and operational plans for the Directorate ( ability to assist with the financial management of the sub-directorate ( manage and supervise thereby ensuring optimal performance of personnel in the sub-directorate.

ENQUIRIES
:
Mr M Gordon Tel (021) 483-3966 

CLOSING DATE
:
25 October 2007
NOTE
:
Preference will be given to those candidates that have successfully completed EMI training and have an LLB degree and/or legal experience relevant to the enforcement of environmental legislation.

POST 40/189
:
SENIOR STATE ACCOUNTANT: BANKING - REF NO: F/07/028


Directorate: Finance
SALARY
:
R132 054 per annum Note: In addition to the salary mentioned, this position offers competitive benefits which include an annual service bonus, conditional housing allowance, pension and medical subsidy.

CENTRE
:
Cape Town

REQUIREMENTS
:
The formal qualification for this position is an appropriate 3-year B-degree (or equivalent qualification) with relevant experience in a financial environment. Candidates who do not meet the minimum requirements, but who have the necessary competencies to successfully perform in the post, may also apply. Recommendations: ( strong leadership abilities ( knowledge of BAS and PERSAL ( excellent verbal and written communication skills in at least two of the three official languages of the Western Cape ( ability to use initiative and to be innovative ( ability to work under pressure ( extensive knowledge of the Public Finance Management Act, National Treasury Regulations and the Provincial Treasury Instructions ( extensive knowledge of Cash flow and Banking procedures ( computer literacy (MS Word and Excel). 

DUTIES
:
Provision of banking service for the Department ( maintenance of  epartment’s ledger accounts, clearance of accounts ( management of Department’s consolidated PMG-account, ensure and maintain measures for the safekeeping of state money and goods ( monthly bank reconciliation ( ensure compliance with Financial Norms and Standards i.e. Public Finance Management Act, National Treasury Regulations, Provincial Treasury Instructions, Delegations, Finance Instructions and Departmental Policies ( financial training to all relevant personnel ( oversight over Public Entities.

ENQUIRIES
:
Mr R Arends, Tel (021) 483-3194 
CLOSING DATE
:
26 October 2007
POST 40/190
:
ENVIRONMENTAL ENFORCEMENT OFFICER(LAW ENFORCEMENT OFFICER): ENVIRONMENTAL ENFORCEMENT & COMPLIANCE (VARIOUS POSTS) - REFERENCE NO: F/07/026



Directorate: Strategic Environmental Management
SALARY
:
R132 054 per annum Note: In addition to the salary mentioned, this position offers competitive benefits which include an annual service bonus, conditional housing allowance, pension and medical subsidy.

CENTRE
:
Cape Town & George

REQUIREMENTS
:
The formal qualification for this position is an appropriate, recognised tertiary qualification in Social, Natural, Physical Sciences or Environmental Sciences (or relevant equivalent qualification) with appropriate working experience ( sound interpersonal and communication skills (verbal and written) ( computer literacy (particularly in Word, Excel and PowerPoint) ( report writing skills ( ability to communicate in at least two of the three official languages (English, Afrikaans, Xhosa) of the Western Cape ( a valid code 08 driver’s license ( Recommendations: ( successful completion of the EMI Bridging Training or designated as an EMI (Environmental Management Inspector) ( knowledge of applicable policies, legislation, guidelines, standards and procedures relating to environmental and land use management applicable in the Western Cape ( experience in the interpretation of legislation, policies, norms and guidelines.

DUTIES
:
The incumbent will ensure the implementation of and compliance with relevant environmental an planning legislation ( ensure the effective and efficient implementation of law enforcement measures and compliance monitoring systems ( assist with general capacity building with regard to compliance monitoring and law enforcement (assist municipalities, officials of the Department and other departmental stakeholders on the application and implementation of environmental and planning legislation ( draft notices and directives, and various other submissions relating to the functions of the sub-directorate ( undertake site visits, inspections and manage investigations ( undertake research ( provide an effective and efficient service to the public in accordance with the principles of Batho Pele ( assist with and contribute to the implementation of strategic plans, business plans and operational plans of the Directorate. 

ENQUIRIES
:
Ms F Abrahams, Tel (021) 483-8779 
CLOSING DATE
:
25 October 2007
POST 40/191
:
STATE ACCOUNTANT: BOOKKEEPING - REFERENCE NO: F/07/029



Directorate: Finance
SALARY
:
R106 335 per annum Note: In addition to the salary mentioned, this position offers competitive benefits which include an annual service bonus, conditional housing allowance, pension and medical subsidy.

CENTRE
:
Cape Town 

REQUIREMENTS
:
The formal qualification for this position is an appropriate 3-year B-degree (or equivalent qualification) with relevant experience in a financial environment. Recommendations: ( strong leadership abilities ( knowledge of BAS and PERSAL ( excellent verbal and written communication skills in at least two of the three official languages of the Western Cape ( ability to use initiative and to be innovative ( ability to work under pressure ( extensive knowledge of the Public Finance Management Act, National Treasury Regulations and the Provincial Treasury Instructions ( extensive knowledge of completion of Annual Financial Statements ( computer literacy (MS Word and Excel). 

DUTIES
:
Maintenance of Department’s Principal ledger accounts, clearance of accounts ( management of Department’s consolidated PMG-account, ensure and maintain measures for the safekeeping of sate money and goods ( handling of corporate accounts of Department ( ensure compliance with Financial Norms and Standards i.e. Public Finance Management Act, National Treasury Regulations, Provincial Treasury Instructions, Delegations, Finance Instructions and Departmental Policies (  financial training to all relevant personnel ( oversight over Public Entities.

ENQUIRIES
:
Mr R Arends, Tel (021) 483-3194 
CLOSING DATE
:
26 October 2007
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 40/192
:
FACILITY MANAGER (15 POSTS)


(Directorate: Metro District Health Services)

SALARY
:
R196 815 per annum.

CENTRE
:
Durbaville Community Health Centre (CHC) (1 post)



Maitland CHC (1 post)



Robbie Nurrock CHC (1 post)



Goodhope CHC (1 post)



Lotus River CHC (1 post)



Hout Bay CHC (1 post)



Wynberg CHC (1 post)



Dr Abduragman CHC (1 post)



Nyanga CHC (1 post)



Bellville CHC (1 post) 



Belhar CHC (1 post)



Ravensmead CHC (1 post)



Gustrouw CHC (1 post)



Kleinvlei CHC (1 post)



Goodwood CHC (1 post)

REQUIREMENTS
:
An appropriate tertiary qualification. Appropriate experience in a managerial position in a Non-Government Organisation (NGO), private organisation or the state sector. Valid driver’s licence. Recommendations: Health sector experience. The ability to work under pressure. Proven leadership abilities. Good interpersonal and people management skills. Computer literacy.

DUTIES
:
General and operational management of a 24 hour Community Health Centre and related services in the drainage area. Strategic and operational planning and the implementation of a performance management system for the facility. Sound financial and human resource management including staff performance system. Supply Chain Management. Implementation of the prescribed package of services. Plan and co-ordinate the provision of support service systems that will enhance the quality of care. Ensure a high level of client satisfaction through the effective planning and implementation of local centre operations and good communication with clients and communities served. Information management.

ENQUIRIES
:
Ms J Hair, tel no. (021) 460-9209



Dr L Bitalo, tel.no. (021) 460-9119  

APPLICATIONS
:
The Director: Metro District Health Services, Private Bag X7, Woodstock, 7915.

FOR ATTENTION
:
Mr G Barry

CLOSING DATE
:
26 October 2007

POST 40/193
:
PRINCIPAL PHARMACIST
Directorate: Supply Chain Management

(Cape Medical Depot)

SALARY
:
R157 686 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. Recommendations: Computer literacy, previous logistics 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, unpacking and rotation of received stock. Identify expired items. Responsible for the issue of Schedule 5 and 6 drugs. Arrange for urgent orders to be prioritised. Perform reversal of issue vouchers in case of demand errors or insufficient stock. Enter all issues and receipts in the registers. Balance registers quarterly. Perform quarterly stock take and assist Stock Verification Officer when investigating stock discrepancies. Successfully solving queries from demanders. Supervision of staff.Act as tutor and assist with training of Pharmacist’s Assistant learners.

ENQUIRIES
:
Mr A Glass/ Ms S Brand, tel no.  483-2473/2318.

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

FOR ATTENTION
:
Mr G Limby

CLOSING DATE
:
2 November 2007

POST 40/194
:
SENIOR STATE ACCOUNTANT


Chief Directorate: Financial Management

Directorate: Financial Accounting

Sub-Directorate: Regulatory Measures

(Section: Capacity Building)

SALARY
:
R132 054 per annum.

CENTRE
:
Head Office, Cape Town

REQUIREMENTS
:
An appropriate three-year degree/diploma or equivalent qualification plus appropriate experience with regard to Financial Administration and Supply Chain management. A valid Code EB driver’s licence. Computer literacy (MS Word and Excel). The successful candidate must be willing to travel and to spend extended periods away from Head office. Recommendations: Excellent presentation and networking skills. Research and analytical skills. Demonstrable skills to collect, analyse, process and evaluate information. Demonstrate high-level report writing. Planning and organisational skills. Knowledge of contract processes and policies with   regard to    procurement administration. Knowledge of BAS and LOGIS.

DUTIES
:
Skills transfer by means of on the job training, facilitate and conduct workshops and training sessions. Developing of training guides and manuals. Monitoring and evaluation of performance with regard to Finance and Supply Chain management functions. Monitoring and evaluation with regard to Financial Administration and Supply Chain management functions.

ENQUIRIES
:
Mr BJ Le Kay, tel. no. (021) 483-3998.

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

FOR ATTENTION
:
Mr G Limby

CLOSING DATE
:
26 October  2007

POST 40/195
:
ADMINISTRATIVE OFFICER (4 POSTS)


Chief Directorate: Financial Management

Directorate: Financial Accounting

Sub-Directorate: Regulatory Measures

(Section: Capacity Building)

SALARY
:
R106 335 per annum.

CENTRE
:
Head Office, Cape Town

REQUIREMENTS
:
Senior (or equivalent) Certificate. Computer literacy (MS Word and Excel). Extensive knowledge and appropriate experience in Finance and Supply Chain Management. Valid code EB driver’s licence. The successful candidates must be willing to travel and spend extended periods away from Head Office. Recommendations: Mathematics or Accountancy as a passed subject. Knowledge of computerised financial systems. Knowledge of BAS and LOGIS. NOTE: Although the posts are located at Head Office, Cape Town the successful candidates will be placed at various Department of Health institutions within the Western Cape to insure administrative continuity. Successful candidates must therefore be able to spend long periods away from their homes. 

DUTIES
:
Provide assistance at Department of Health institutions in Finance and Supply Chain Management components with regard to the maintenance of the demand and acquisition processes within the Supply Chain Management component. Authorise LOGIS and BAS payments. Effective warehousing management. Effective asset management. Effective management and control of the LOGIS system. Authorisation of asset and liability accounts. Manage cash and face value forms.

ENQUIRIES
:
Mr BJ Le Kay, tel. no. (021) 483-3998.

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

FOR ATTENTION
:
Mr G Limby

CLOSING DATE
:
26 October  2007

POST 40/196
:
SENIOR ADMINISTRATION CLERK (6 POSTS)
Chief Directorate: Financial Management

Directorate: Financial Accounting

Sub-Directorate: Regulatory Measures

(Section: Capacity Building)

SALARY
:
R58 290 per annum.

CENTRE
:
Head Office, Cape Town

REQUIREMENTS
:
Senior (or equivalent) Certificate. Computer literacy (MS Word and Excel). Valid code EB driver’s licence. The successful candidates must be willing to travel and spend extended periods away from Head Office. Recommendations: Mathematics or Accountancy as a passed subject. Knowledge of computerised financial systems. Knowledge of BAS and LOGIS. Knowledge of Finance and Supply Chain management procedures and policies. NOTE: Although the posts are located at Head Office, Cape Town the successful candidates will be placed at various Department of Health institutions within the Western Cape to insure administrative continuity. Successful candidates must therefore be able to spend long periods away from their homes. 

DUTIES
:
Provide assistance at Department of Health institutions in Finance and Supply Chain \Management components with regard to the maintenance of the demand and acquisition processes within the Supply Chain Management component. Effective warehousing management. Process LOGIS and BAS payments. Effective asset management. Effective management of the LOGIS system. Clearing of asset and liability accounts. Manage cash and face value forms.

ENQUIRIES
:
Mr BJ Le Kay, tel. no. (021) 483-3998.

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

FOR ATTENTION
:
Mr G Limby

CLOSING DATE
:
26 October  2007

POST 40/197
:
SENIOR PROVISIONING ADMINISTRATION CLERK


(Directorate: Metro District Health Services)

SALARY
:
R 58 290 per annum.

CENTRE
:
False Bay Hospital, Fish Hoek

REQUIREMENTS
:
Senior (or equivalent) Certificate. LOGIS experience. Computer literacy (MS Excel and Word). Recommendations: Thorough knowledge of procurement procedures. Contracts and stores administration. Experience in provisioning of supplies and record-keeping. Experience in administering supplies and provisions. Knowledge of the electronic quotation systems (Sourcelink). Knowledge of tenders. Analytical and problem solving skills. Accuracy. Sound communication skills (verbal and written) in at least two of the three official languages of the Western Cape. Thorough knowledge of tender procedures. Mathematics or Accounting as a passed subject.

DUTIES
:
ordering/purchasing of supplies/stock. Make arrangements for the preservation and repacking of stock for storage. Perform entries on documents, registers, charts and books in order to determine the stock levels and to replenish stock. Inspect stock items regularly to ensure that goods are stored and preserved correctly. Packing of stores for dispatching. Regular counting of stock items to prevent losses. Follow-up of outstanding orders in terms of documented contracts administration procedures.  Attend monthly procurement forum meetings. Responsible for administering the “buy-out” process. Prepare documents for payment. Organising quotes from different companies. Yearly inventory stock taking (consumables and non-consumables). Handling of telephonic and written enquiries. Updating of prices on Logis system. Drawing up of tenders. Purchasing on Sourcelink/Tradeworld.

ENQUIRIES
:
Ms A Jacobs, tel.no (021) 782-1121 ext 161
APPLICATIONS
:
The Medical Superintendent, False Bay Hospital, 17th Avenue, Fish Hoek, 7975.

FOR ATTENTION
:
Ms A Jacobs

CLOSING DATE
:
26 October 2007

DEPARTMENT OF LOCAL GOVERNMENT AND HOUSING

In accordance with the Employment Equity plan of the Department of Local Government and Housing it is the intention to achieve equity in the workplace with the filling of this post through the promotion of equal opportunities and fair employment.

APPLICATIONS
:
The Director: Human Resource Management and Administration, Private Bag X9083, CAPE TOWN, 8000

FOR ATTENTION
:
Ms S Marthinus

CLOSING DATE
:
19 October 2007

NOTE
:
Applications must be submitted on form Z.83, obtainable from any Public Service Department and must be accompanied by a recent updated CV with three referee reports (not older than three months), certified copies of all qualifications and identity document.  Failure to submit the requested documents will result in the application not being considered.  Applicants’ educational qualifications will be verified.  It will be expected of candidates to be available for selection interviews on a date, time and place as determined by the Department.  The post number and name of the post must be indicated on your application.  No application will be considered without it.  No faxes, e-mail or late applications will be accepted.  Candidates may be subjected to the following: (i) competency assessment (ii) security clearance, which includes a lie detector test. Any previous government service and reason for leaving must be declared. Correspondence will be limited to short-listed candidates only.

OTHER POST
POST 40/198
:
ASSISTANT DIRECTOR: PROCUREMENT AND PROVISIONING (REF NO L123/07)

Component: Financial Management

SALARY
:
R157 686 per annum.

CENTRE
:
Cape Town
REQUIREMENTS
:
The formal qualification requirement for this post is appropriate B.degree (or equivalent qualification) plus proven experience.  The following will serve as recommendations: ( sound knowledge of procurement and provisioning prescripts, regulations, accounting officers system, delegations and bid procurements ( knowledge of the Public Finance Management Act (PMFA), National Treasury Regulations and Provincial Treasury Instructions ( knowledge and experience in provisioning administration ( excellent knowledge of LOGIS and the Provisioning Administration System (PAS) ( knowledge of bid administration and processes ( strong numeric and leadership skills ( good communication skills in at least two of the official languages of the Western Cape ( computer literacy ( human resource management experience ( a valid Code B (manual) driver’s license.

DUTIES
:
The successful candidate will be responsible for the following duties: ( ensure that correct procurement, provisioning and accounting procedures are adhered to in respect of ordering / purchasing, receipt of stationary items, payment of invoices, payment reconciliation of accounts and safe guarding and issuing of stock ( check and maintain registers and files ( supervise stocktaking, stock count and disposal according to prescripts ( responsible for system controller duties / functions with regard to LOGIS and report all problems to Provincial Treasury and LOGIK ( serve as member on the departmental evaluation committee ( manage all transactions done on LOGIS captured by officials and ensure reports are in line with prescripts for preparation of annual statements ( formulate, revise and maintain all relevant policies and prescripts ( supervision and development of personnel. 

ENQUIRIES
:
Ms L Nel at (021) 483-3204.

PROVINCIAL TREASURY

In line with the Employment Equity Plan of the Western Cape:  Provincial Treasury it is the intention to achieve equity in the workplace by giving preference to applicants from designated groups.

APPLICATIONS
:
Applications must be submitted to: The Human Resource Practitioner: Recruitment and Selection, Private Bag X9165, Cape Town 8000 or hand delivered to: 4 Dorp Street, Tower Block, 2nd Floor, Room 2-11.

FOR ATTENTION
:
Mr B Damons

CLOSING DATE
:
19 October 2007

NOTE
:
It will be expected from the selected candidates to be available for interviews on a date, time, and place as determined by the Provincial Treasury. Only applications submitted on a duly completed Z83 form (available from any Public Service Department or on Website address www.Capegateway.gov.za) with full particulars of training, qualifications, skills, competencies, knowledge, experience (on a separate sheet or curriculum vitae), certified copies of identity document and qualifications and the names of three referees, which will not be returned shall be considered and those without, shall be disqualified.  Section B of the form is compulsory. The Provincial Treasury will only communicate with short listed candidates who have been selected for interviews and reserve the right not to make an appointment. Applicants must note that further checks will be conducted once they are short-listed and that their appointment is subject to positive outcomes on these check, which include security clearance, qualification verification, and criminal records.

OTHER POST

POST 40/199
:
PROCUREMENT AND PROVISIONING MANAGER REF NO. WCPT 21/01/07


Chief Directorate Asset Management



Directorate Supply Chain Management

SALARY
:
R311 358 per annum This includes basic salary, state’s contribution to the Government Employee Pension Fund and a flexible portion.  The flexible portion of the package can be structured according to the individual’s personal needs.
CENTRE
:
Cape Town

REQUIREMENTS
:
Minimum qualification requirement:  A Tertiary degree in Finance/Economics/Commerce/Law/Purchasing Management with relevant experience in contract management and supply chain management.  Required skills: •people and project management  •financial and knowledge management • visionary  •ability to work under pressure  •written and verbal (presentation and report writing) communication  •legal drafting and opinion writing  •negotiation and mediation  •strong on detail  • strong understanding of SCM legal and regulatory framework.

DUTIES
:
To realise effective and efficient acquisition of goods and services for municipalities by: •monitoring and maintaining information on supply chain management matters  •assisting and advising with the implementation on supply chain management  •providing technical assistance and training  •conducting compliance assessments •identifying, designing and implementing value adding interventions •identifying and facilitating transversal contracts process •managing component and provide training to own personnel.
ENQUIRIES
:
Mr TD Pillay  ( (021) 483-5600.
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