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DATE OF ISSUE: 02 FEBRUARY 2007
TO ALL HEADS OF NATIONAL DEPARTMENTS/PROVINCIAL ADMINISTRATIONS/ PROVINCIAL DEPARTMENTS/ORGANISATIONAL COMPONENTS

PUBLIC SERVICE VACANCY CIRCULAR NO 05 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 5 MARCH 2007

AMENDMENT
:
Provincial Administration: Gauteng Department of Social Development: Please note that the post of Deputy Director: Financial Administration, the correct salary level is 12 (R343 257 per annum All–inclusive package) not as advertised.
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ANNEXURE A
DEPARTMENT OF AGRICULTURE

This Department Is An Equal Opportunity Affirmative Action Employer. It is our intention to promote representivity (race, gender and disability) through the filling of these posts
APPLICATIONS
:
Applications must be forwarded to: ITP Response Handling, PO Box 14587, Lyttleton, 0140

CLOSING DATE
:
12 February 2007

NOTE
:
The department of Agriculture is committed to providing equal opportunities and practising affirmative action employment • • The department reserves the right not to make any appointment in the above post/s. Candidates must be willing to be subjected to a skills/knowledge test • Applications must be accompanied by a signed Z83 form and a recent updated comprehensive CV as well as originally certified copies of all qualification(s) and ID-document • Non-RSA citizens who have already been employed and who hold permanent residence permits may 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 supported documents will result in the application not being considered • Please take note that all qualifications are subject to verification • Successful candidates will be appointed on a probationary period of 12 months • Please take note that all applications will be subject to reference checking. • Correspondence will be limited to short-listed candidates only • If you have not been contacted within three (3) months of the closing date of this advertisement, please accept that your application was unsuccessful • Please take note that no applications received after the closing date will be considered.

OTHER POSTS

POST 05/01
:
DEPUTY DIRECTOR: SUPPLY CHAIN MANAGEMENT (DEMAND AND ACQUISITION) (REF: 41/2007)



Directorate: Supply Chain Management

SALARY
:
All inclusive package of R343 257 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Appropriate recognised three-year degree in Public Administration or equivalent qualifications coupled with relevant experience in Supply Chain Management  ●  Sound administration of provisioning and procurement management in accordance with strategies, policies and applicable legislation including the Public Finance Management Act, 1999 (Act No. 1 of 1999)  ●  Excellent writing and verbal communication skills  ●  Ability to motivate people  ●  Good computer skills  ●  Valid driver’s licence  ●  Successful completion of Tender Administration related courses and/or Supply Chain Management course.

DUTIES
:
Determining and implementation of SCM policy that include amongst others the following:  ●  Policy co-ordination  ●  Strategy and research including sourcing strategy  ●  BEE and SMME development  ●  Training  ●  Determining and compliance to norms and standards with regard to: PFMA, Treasury Regulations, PPPFA, SCM guide, Asset Management guide  ●  Compliance, monitoring and assessment of SCM implementation and policy outcomes  ●  Management of contracts: Planning the time line of the bid process and identifying the cross functional team that will be required at various stages throughout the bid process  ●  Determining the quantity estimates required by end-users (where applicable) and the estimated rand values of the requirement  ●  Interaction with end-users and industry in order to obtain: Market analysis  ●  Technical specifications  ●  End-user requirements  ●  Document compilation (including the identification of goals and allocation of points as per the PPPFA regulations)  ●  Conducting bid specification meeting  ●  Management of Division: Acquisition Management  ●  Bid preparation (finalization and invitation)  ●  Advertisement of bids  ●  Bid evaluation and recommendation  ●  Bid adjudication and award  ●  Contract administration  ●  System updates  ●  Contract award  ●  Debriefing sessions  ●  SLA negotiations and signing of contract agreements ●  Risk management: Identify and analyse risks with regard to Supply Chain Management that includes the monitoring of all procurement non-compliances within the Department e.g. unauthorised, irregular, wasteful and fruitless expenditure  ●  Procurement fraud: Investigate and report all procurement related fraudulent cases within the Department.

ENQUIRIES
:
Mr. R.K. Danster, Tel No (012) 319-7349

NOTE
:
The DoA welcomes persons with physical disability to apply ● Candidates will be subjected to a skills/ knowledge test.

POST 05/02
:
DEPUTY DIRECTOR: SUPPLY CHAIN MANAGEMENT (LOGISTICAL AND ASSET MANAGEMENT) (REF: 42/2007)



Directorate: Supply Chain Management

SALARY
:
All inclusive package of R289 635 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Appropriate recognised three-year degree in Public Administration or equivalent qualifications coupled with relevant experience in Supply Chain Management  ●  Sound administration of provisioning and procurement management in accordance with strategies, policies and applicable legislation including the Public Finance Management Act, 1999 (Act No. 1 of 1999)  ●  Excellent writing and verbal communication skills  ●  Ability to motivate people  ●  Good computer skills  ●  Valid driver’s licence  ●  Successful completion of LOGIS I and/or II.

DUTIES
:
Determining and implementation of SCM policy that include amongst others the following:  ●  Policy co-ordination  ●  Strategy and research including asset management strategy  ●  Training to internal and external clients  ●  Determining and compliance to norms and standards with regard to: PFMA, Treasury Regulations, PPPFA, SCM guide, Asset Management guide  ●  Compliance, monitoring and assessment of SCM implementation and policy outcomes  ●  Management of Sub directorate: Logistics and Asset Management with regard to: Compilation of financial statements with regard to assets and other procurement issues  ●  Life cycle of assets  ●  Orders, payments and contract administration of supplier details  ●  Investigate and report all procurement related fraud cases within the Department  ●  Identify and analyse risks with regard to Supply Chain Management that includes the monitoring of all procurement non-compliances within the Department e.g. unauthorised, irregular, wasteful and fruitless expenditure. 

ENQUIRIES
:
Mr. R.K. Danster, Tel No (012) 319-7349

NOTE
:
The DoA welcomes persons with physical disability to apply ● Candidates will be subjected to a skills/ knowledge test.

POST 05/03
:
MARKETING OFFICER (REF: 35/2007)



Directorate: Marketing

SALARY
:
R183 084 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Appropriate Bachelor’s degree qualification majoring in Agricultural Economics (you are required to furnish a credit certificate and/or statement required to furnish a credit certificate and/or statement of results)  ●  The candidate should have practical experience and exposure in analysing the structures of different agricultural industries  ●  Deep and broad practical understanding of the agricultural marketing environment, agricultural marketing policies a well as the dynamics of the agricultural marketing value chains  ●  Good interpersonal, communication, report writing and presentation skills  ●  Practical knowledge and application of project and human resources management  ●  Computer literacy  ●  General understanding of the South African agricultural marketing environment  ●  Willing and able to work independently and under pressure  ●  Valid driver’s licence. 

DUTIES
:
Key performance areas for the post include the following: Provide leadership in analysing the structure of main South African agricultural commodities marketing chains with a view to establishing key trends and providing reports thereof  ●  Identify market access barriers experienced by agrarian reform beneficiaries into the agricultural commodities marketing chains and draw policy recommendations and propose interventions by the state to remove the identified constraints  ●  Facilitate the establishment and maintenance of market access linkages with major players in agricultural commodities marketing chains  ●  Manage and facilitate the implementation of projects aimed at enhancing equitable participation in the agricultural commodities marketing chains, particularly by agrarian reform beneficiaries  ●  Manage, monitor and report on the key marketing related matters experienced by main agricultural commodities markets which may be of national interest  ●  Manage the development and maintenance of liaison forums with commodity groups, provincial departments of agriculture, farmers associations and other relevant stake holders  ●  Undertake ad hoc activities as may be assigned by the supervisor and the department.

ENQUIRIES
:
Mr. M.R. Mokoena, Tel No (012) 319-8080

NOTE
:
The DoA welcomes persons with physical disability (Partially paralysed [wheel chair bound]) or (Loss of leg/s [wheel chair bound/ partially wheel chair bound/ use crutches]) to apply  ●  Candidates will be subject to a skills/knowledge test.

POST 05/04
:
ASSISTANT DIRECTOR: SUPPLY CHAIN MANAGEMENT (REF 37/2007)



Directorate: Supply Chain Management

SALARY
:
R183 084 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Appropriate recognised three-year degree in Public Administration or equivalent qualifications coupled with extensive relevant experience in Supply Chain Management  ●  Sound administration of tenders in accordance with strategies, polices and applicable legislation including the Public Finance Management Act, 1999 (Act No. 1 of 1999)  ●  Excellent writing and verbal communication skills  ●  Ability to motivate people  ●  Good computer skills  ●  Successful completion of Tender Administration related courses and/or Supply Chain Management course. 

DUTIES
:
Manage identified needs as per departmental strategy plan/objectives and analyse the expenditure  ●  Advice the Department with regard to the identification of delivery dates, the total cost of ownership of the requirement, determine the sourcing method to outsource the needs and identify the goals to be achieved for each bid to be invited  ●  Linking of needs to programme budgets and service delivery  ●  Analyse past experiences with regards to products/services, suppliers and value for money  ●  Assist in drafting the terms of reference/bid specification and special condition for the identification needs  ●  Management, human reference/bid specification and special condition for the identified needs  ●  Manage human, financial and other resources of the section. 

ENQUIRIES
:
Mr. R.K. Danster, Tel No (012) 319-7349

NOTE
:
The DoA welcomes persons with physical disability (Loss of leg/s [wheel chair bound/ partially wheel chair bound/ use crutches]) to apply ● Candidates will be subjected to a skills/knowledge test.

POST 05/05
:
CHIEF WORK STUDY OFFICER (2 X POSTS) (REF: 44/2007)


Directorate: Human Resources Management

SALARY
:
R183 084 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
These positions are suitable for candidates with a Certificate in Organisation and Work Study (Management Services) or a National Diploma in Organisation and Work Study (Management Services)  ●  Proof of formal training in Job Evaluation (EQUATE System) is required  ●  Applicants must have sufficient appropriate experience in the Organisation and Work Study field and must be an experienced job analyst  ●  Well developed skills in organisation and job design, problem-solving, facilitation, interviewing and research  ●  Good communication skills (verbal and written) are essential and the candidates must be innovative and creative thinkers  ●  Candidates must be computer literate (MS Office)  ●  Valid driver’s licence is required. 

DUTIES
:
Successful candidates will be responsible to review and re-design organisational structures, compile job descriptions and determine post establishment requirements as well as conduct job analysis and job evaluations ● Candidates will also be responsible for making proposals to management on work efficiency by means of the applications of work study techniques ● Supervise and train staff in his/her section. 

ENQUIRIES
:
Ms. Hanlie Marais, Tel No (012) 319-6674

NOTE
:
The DoA welcomes persons with physical disability (Loss of leg/s [wheel chair bound/ partially wheel chair bound/ use crutches]) or (Loss of arm/s) to apply  ●  Successful short-listed candidates will be required to undertake a pre-interview test to evaluate the required skills and knowledge.

POST 05/06
:
ASSISTANT DIRECTOR: SUPPLY CHAIN MANAGEMENT (REF: 40/2007)


Directorate: Supply Chain Management

SALARY
:
R146 685 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Appropriate recognised three-year degree in Public Administration or equivalent qualification coupled with relevant experience in Supply Chain Management or Grade 12 coupled with extensive relevant experience in Supply Chain Management  ●  Sound knowledge of supply chain management strategies, policies and applicable legislation including the Public Finance Management Act, 1999 (Act No. 1 of 1999)  ●  Excellent written and verbal communication skills  ●  Ability to motivate people  ●  Good computer skills  ●  Valid driver’s licence  ●  Successful completion of LOGIS I and/or II courses. 

DUTIES
:
Manage human, financial and other resources in the Division: Asset Management  ●  Manage and control all departmental assets, planning of stocktaking programmes, conducting of stock takings, disposal of redundant, obsolete and unserviceable items  ●  Completion of annual financial statements with regards to assets which includes control over the depreciation value of assets, reconciliation of asset register and assets etc.  ●  Identify and analyse risks with regard to Supply Chain Management which includes the monitoring of all procurement related non-compliances within the Department e.g. unauthorised, irregular, wasteful and fruitless expenditure  ●  Investigate and report procurement fraudulent cases within the Department.

ENQUIRIES
:
Mr. R.K. Danster, Tel No (012) 319-7349

NOTE
:
The DoA welcomes persons with physical disability to apply ● Candidates will be subjected to a skills/ knowledge test.

POST 05/07
:
ASSISTANT DIRECTOR: SUPPLY CHAIN MANAGEMENT (REF: 39/2007)



Directorate: Supply Chain Management

SALARY
:
R146 685 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Appropriate recognised three-year degree in Public Administration or equivalent qualification coupled with relevant experience in Supply Chain Management or Grade 12 coupled with extensive relevant experience in Supply Chain Management  ●  Sound knowledge of supply chain management strategies, policies and applicable legislation including the Public Finance Management Act, 1999 (Act No. 1 of 1999)  ●  Excellent writing and verbal communication skills  ●  Ability to motivate people  ●  Good computer skills  ●  Valid driver’s licence  ●  Successful completion of LOGIS I and/or II courses. 

DUTIES
:
Manage human, financial and other  ●  Manage human, financial and other resources in the Division: Logistical Management  ●  Manage and control the postings, orders payments, rentals and contracts as well as warehouse functions  ●  Identify and analyse risks with regard to Supply Chain Management which includes the monitoring of all procurement related non-compliances within the Department e.g. unauthorised, irregular, wasteful and fruitless expenditure  ●  Investigate and report procurement fraudulent cases within the Department  ●  Develop, implement and maintain Supply Chain Management policies, procedures and guidelines  ●  Provide training and advice to both internal and external clients with Supply Chain Management. 

ENQUIRIES
:
Mr. R.K. Danster, Tel No (012) 319-7349

NOTE
:
The DoA welcomes persons with physical disability to apply. Candidates will be subjected to a skills/ knowledge test.

POST 05/08
:
ASSISTANT DIRECTOR: SUPPLY CHAIN MANAGEMENT (REF 38/2007)



Directorate: Supply Chain Management

SALARY
:
R146 685 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate recognised three-year degree in Public Administration or equivalent qualification coupled with relevant experience in Supply Chain Management or Grade 12 coupled with extensive relevant experience in Supply Chain Management  ●  Sound knowledge of supply chain management strategies, policies and applicable legislation including the Public Finance Management Act, 1999 (Act No. 1 of 1999)  ●  Excellent writing and verbal communication skills  ●  Ability to motivate people  ●  Good computer skills  ●  Valid driver’s licence  ●  Successful completion of Tender Administration related courses and/or Supply Chain Management course. 

DUTIES
:
Ensure that the bid process is complied with, i.e. invitation, evaluation and adjudication of bids  ●  Investigate the availability of the required source in market  ●  Promoting and compliance of the Broad Based Black Economic Empowerment Act (BBBEE) (Act no 53 of 2003) and the Preferential Procurement Policy Framework Act (PPPFA)(Act no 5 of 2000) in the Department  ●  Ensure that the optimal sourcing strategy and techniques are used  ●  Establishment and maintenance of a database of suppliers when obtaining quotations  ●  Management and maintenance of all acquisition contracts of the Department, National Treasury and SITA  ●  Manage human, financial and other resources of the section.

ENQUIRIES
:
Mr. R.K. Danster, Tel No (012) 319-7349

NOTE
:
The DoA welcomes persons with physical disability to apply ● Candidates will be subjected to a skills/ knowledge test. 

POST 05/09
:
BIOTECHNOLOGY OFFICER (REF: 46/2007)



Directorate: Bio-Safety

SALARY
:
R146 685 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Appropriate BSc Hons. Degree or B.Tech in Biotechnology or genetics (you are required to furnish a credit certificate and/or statement of results)  ●  Relevant experience and knowledge of the principles of biotechnology and genetic modification  ●  Knowledge of the status of agricultural biotechnology in SA and globally  ●  Knowledge, understanding and ability to interpret requirements and provisions of legislation, policies and other issues relating to Biosafety, including the Cartagena Protocol on Bio-safety  ●  Knowledge and understanding of other legislation which aims to promote conservation and sustainable use of genetic resources, with particular reference to the Agricultural Pest Act, 1936, Plant Breeders’ Rights Act, 1976, National Environmental Management Act, 1998, National Environmental Management Biodiversity Act, 2004 and the Foodstuffs, Cosmetics and Disinfectants Act, 1972  ●  Understanding the process of risk analysis  ●  Good communication (written and verbal), record keeping, data system maintenance and organization skills are essential  ●  Ability to work independently and under pressure  ●  Computer literacy in MS Office software  ●  The ability to compile documents such as submissions, letters, reports, recommendations and other line function documentation independently  ●  A valid Code B driver’s licence and the ability to drive  ●  Previous work experience in the public service would be an advantage.

DUTIES
:
Supervise and facilitate the processing of compliant applications submitted in terms of the Genetically Modified Organisms Act, 1997 to ensure a review is completed within specified time periods  ●  Facilitate the submission of pertinent information, including applications, for consideration by the bodies appointed in terms of the GMO Act  ●  Facilitate the drafting of letters, permits, certificates, submissions and any other biosafety related document  ●  Manage all correspondence between office of the Registrar, applicants, within the Department and the bodies appointed in terms of the GMO Act  ●  Facilitate and act as secretariat for meetings of the bodies appointed in terms of the GMO Act  ●  Facilitate processing of appeals submitted in terms of the GMO Act  ●  Providing technical input into policy development, legislation amendments, Ministerial, Cabinet & Parliamentary queries  ●  Evaluate and process requests submitted in terms of the Promotion of Access to Information Act (PAIA) Management of human and financial resources  ●  Making presentations on the GMO Act and related Bio-safety issues. 

ENQUIRIES
:
Ms. M. Vosges, Tel No (012) 310-6253

NOTE
:
Candidates will be subjected to a skills/ knowledge test.

POST 05/10
:
SENIOR WORK STUDY OFFICER (2 X POSTS) (REF: 43/2007)



Directorate: Human Resources Management

SALARY
:
R122 841 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
These positions are suitable for candidates with an appropriate B-degree or Diploma and a Certificate in Organisation and Work Study (Management Services) or a National Diploma in Organisation and Work Study (Management Services)  ●  The candidates must have experience in the Organisation and Work Study field and knowledge of Job Evaluation (EQUATE System)  ●  Well-developed skills in organisation and job design, problem-solving, facilitation, interviewing and research are required  ●  Good communication skills (verbal and written) are essential and the candidate must be creative and an analytical thinker  ●  The candidate must be computer literate (MS Office)  ●  Valid driver’s licence is required.

DUTIES
:
Successful candidates will be responsible to review and re-design organisational structures, compile job descriptions, determine post establishment requirements, conduct job analysis and job evaluations ● Render a support service with regards to the administration of Job Evaluation ● Candidates will also be responsible for making proposals to management on work efficiency by means of the applications of work study techniques. 

ENQUIRIES
:
Ms. M. Malope, Tel No (012) 319-7931

NOTE
:
The DoA welcomes persons with physical disability (Loss of leg/s [wheel chair bound/ partially wheel chair bound/ use crutches]) or (Loss of arm/s) to apply  ●  Successful short-listed candidates will be required to undertake a pre-interview test to evaluate the required skills and knowledge.

POST 05/11
:
SENIOR AGRICULTURAL FOOD & QUARANTINE TECHNICIAN (REF: 28/2007)



Agricultural Product Inspection Services

SALARY
:
R122 841 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Appropriate recognized three-year National Diploma or BSc degree with at least one of the following subjects as a major: Horticulture/Botany, Microbiology/ Biochemistry of Food Technology (Academic transcripts to be provided)  ●  Applicable technical experience, law enforcement supervising and leadership skills and experience will count in the applicants favour  ●  Must be in possession of a valid code EB driver’s licence and the ability to drive are required  ●  Good problem solving skills, planning, organizing, interpersonal relations, conflict handling, report writing and communication skills are essential  ●  Knowledge of the following international agreements and standards: WTO-SPS, WTO-TBT and other related agreements will count in the candidates favour  ●  Basic computer skill in MS Office software are required.

DUTIES
:
The successful candidate will conduct audits in terms of applicable agricultural legislation, policies, international agreements and standards to ensure that the quality, sanitary and phytosanitary status complies with the requirements of the relevant management system  ●  This includes independent planning and conducting of inspections and audits of clients and assignees  ●  These activities may include testing, sampling, and evaluating of 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  ●  It will also be expected of the successful candidate to do audits/inspections away from his/her office or home when necessary  ●  It will also be expected of the successful candidate to render services on short notice and after hours when necessary  ●  Supervision and training of staff where applicable  ●  Candidates may also be required to do regulatory services pertaining to other legislation and international obligations.

ENQUIRIES
:
Mr. R.M. Ramasodi, Tel Nr (012) 319-6321

NOTE
:
Candidates will be subjected to a skills/knowledge test.

POST 05/12
:
PLANNER (REF 45/2007)


Directorate: Land Settlement

SALARY
:
R122 841 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Applicants must be in possession of a B. Agric Economics or BSc Agric Economics degree ● Understanding of public policy ● Experience in the field of Agriculture Economics is vital ● Valid Code EB driver’s licence and be prepared to travel ● Excellent writing and verbal communication skills ● Computer literate ● Good human relations.

DUTIES
:
To undertake research and develop policy guidelines with regard to land and agrarian reform beneficiaries/ farmers ● Operationalise the developed directorial policies ● Engage in policy debates relating to farmer support programmes ● Set norms and standards for viable farmer settlement programmes ● Understanding of Land Reform programmes.

ENQUIRIES
:
Ms. S. Modiselle, Tel No (012) 319-6716

NOTE
:
The DoA welcomes persons with physical disability (Loss of leg/s [wheel chair bound/ partially wheel chair bound/ use crutches]) to apply ● Candidates will be subjected to a skills/ knowledge test.

POST 05/13
:
SENIOR SUPPLY CHAIN MANAGEMENT PRACTITIONER (3 X POSTS) (REF: 36/2007)



Directorate: Supply Chain Management

SALARY
:
R122 841 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Appropriate recognised three-year degree in Public Administration or equivalent qualifications coupled with extensive relevant experience in Supply Chain Management ● Sound administration of tenders in accordance with strategies, policies and applicable legislation including the Public Finance Management Act, 1999 (Act No. 1 of 1999) ● Excellent writing and verbal communication skills ● Ability to motivate people ● Good computer skills ● Valid driver’s licence ● Successful completion of Tender Administration related courses and/or Supply Chain Management course.

DUTIES
:
Conduct market research for potential suppliers and industry analysis for specific commodities ● Implement SCM policy and ensure that all procurement of products and services are in accordance with the delegations, directives ● Develop User profile and product/ supplier database for targeted items ● Conduct supplier evaluation and assessment of facilities, capability and capacity to render the service ● Advisor at specification meetings in drafting the terms of reference/bid specification and special condition for the identified needs ● Advisor at bid evaluation meeting ● Manage human, financial and other resources of the directorate.

ENQUIRIES
:
Mr. R.K. Danster, Tel No (012) 319-7349

NOTE
:
The DoA welcomes persons with physical disability to apply ● Candidates will be subjected to a skills/ knowledge test.

POST 05/14
:
GENERAL TECHNICAL ASSISTANT (REF: 33/2007)


Directorate: Plant Production Systems



Notes: This is a Re-Advertisement of (Ref: 349/2006).

SALARY
:
R 79 407 per annum

CENTRE
:
Roodeplaat

REQUIREMENTS
:
A Grade 12 (Senior certificate) with biology at the higher grade, as well as mathematics and physical science as passed subjects  ●  Prior knowledge and handling of laboratory apparatus is essential  ●  Knowledge of seed testing is highly recommended or  ●  A Senior Certificate with extensive knowledge and work experience in seed testing. 

DUTIES
:
Conduct seed analysis methods and techniques for quality determination. This include:  ● Physical purity analysis ● Germination Test ● Moisture content ● As well as various other tests such as tetrazolium, other seed determination, etc.  ● Conduct the above tests for purposes such as re-testing, national and international referees, training, etc.  ●  Ensure that laboratory orderliness is maintained and assist with maintenance of apparatus and equipments  ●  Participant in projects for the upgrade of current techniques and the development of new techniques in seed testing  ●  Participate in the Quality Assurance System  ●  Render assistance and support to the technicians and officers.

ENQUIRIES
:
Ms. P.J. Strauss, Tel Nr (012) 808 -5395

POST 05/15
:
SENIOR ACCOUNTING CLERK (REF: 31/2007)



Directorate: Financial Services

SALARY
:
R64 143 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Candidate must be in possession of a Senior certificate (or equivalent certificate) with accounting as a passed subject ● Experience in finance ● Computer literacy (MS Office) ●  Knowledge and experience in BAS ( Basic Accounting System) ● Good verbal and written communication skills ● Knowledge and experience in the field of debtor administration and ● Knowledge and experience of the PFMA and Treasury Regulations.

DUTIES
:
Administer debtor accounts ● Recovery of debt accounts and ● Entity registration on BAS.

ENQUIRIES
:
Mr. W. Nitzsche Tel Nr: (012) 319-6930

NOTE
:
The DOA welcomes persons with physical disability (partially paralysed/wheel chair bound), sensory disabilities (hearing impaired) to apply for this post.

ANNEXURE B
CIPRO

CIPRO is an equal opportunity, affirmative action employer. Preference will be given to candidates whose appointment will enhance representivity in accordance with the approved employment equity plan.  

APPLICATIONS
:
CIPRO, P O Box 429 Pretoria 0001 OR e-mail to kgeldenhuys@cipro.gov.za
FOR ATTENTION
:
Mr K Geldenhuys
CLOSING DATE
:
16 February 2007

NOTE
:
Qualification and SA citizenship checks will be conducted on the successful candidate. It is the applicant’s responsibility to have foreign qualifications evaluated by the South African Qualifications Authority (SAQA). CIPRO reserves the right not to fill an advertised position. Applicants may, as a step in the recruitment process, be subject to competency assessment testing. In addition to the latter, the successful candidate must be prepared to undergo a process of security clearance prior to appointment. It will be expected of shortlisted applicants to be available for selection interviews on a date, time and place as determined by CIPRO. If you have not heard from us within four weeks of the closing date, please accept that your application was unsuccessful. Further more CIPRO welcomes all fiscally disabled persons to apply.

OTHER POSTS

POST 05/16
:
SENIOR PROVISIONING ADMINISTRATION OFFICER LOGISTICS (REF S05/2007)



Business unit: Finance and Procurement



Purpose of the Job: To assist with the management of the fixed asset, inventory, transport and travel administration

SALARY
:
R122 841 per annum, Total salary package per annum R167 824

REQUIREMENTS
:
Qualifications, Experience & Knowledge: Grade 12 with 2-3 years relevant experience 1-2 years relevant experience in asset management Advanced knowledge of PFMA, Treasury regulations, Supply Chain Management and GAAP 

DUTIES
:
Key result areas: Reporting to the Head: Supply Chain Management, this position calls for a action-orientated individual with good financial accounting, reporting and communication skills with a proven ability to perform tasks accurately as well as pay meticulous attention to detail. The post also requires a person who can work independently as well as in a team in highly stressed environment. The primary responsibilities of this post can be summarized as follows: ( Asset management, inventory and transport management, ( Maintain the fixed asset register ( Ensure that all assets are bar coded and recorded in the fixed asset register. ( Update the register with all acquisitions and disposals ( Reconcile the asset register with the General ledger on a monthly basis ( Verify the existence of the asset on a quarterly basis ( Review and update the asset management policy on an annual basis ( Liaise with the travel agent and co-ordinate arrangements ( Prepare stock, vehicle and travel management report ( Provide assistance with the preparation of the Annual Financial Statements.

ENQUIRIES
:
Ms Ruvena Mutrie 012 394 5344 Or Mr Sifiso Dube 012 394 5336

POST 05/17
:
PAYROLL OFFICER  (REF S 04/2007)



Business unit: Finance and Procurement



Purpose of the Job: To assist with the management of the payroll process in order to ensure effective and efficient services that is compliant with legislation and meets the needs of CIPRO’s employees.

SALARY
:
R98 916 Basic salary p/a, Total salary package per annum R138 316

REQUIREMENTS
:
Qualifications, Experience & Knowledge: Grade 12 with 2-3 years relevant experience. (1-2 years relevant experience in payroll administration. ( Advanced knowledge of PFMA, Treasury regulations, SARS Tax act and DPSA policies. ( MS Office. (  Proficiency in Persal and ACCPAC is essential. Code 08 drivers license essential 

DUTIES
:
Key result areas: Reporting to the Payroll Manager this position calls for an enthusiastic, action orientated individual who can successfully work independently and in a group in a highly stressed environment.  Your primary responsibilities can be summarized as follows: ( assist the Payroll Manager with the control of Salaries. ( Determine departmental debt for service terminations and process on PERSAL ( Capture payment transactions on PERSAL( Assist with the implementation of control procedures and measures. ( Clearing of suspense accounts ( Handling of internal and external correspondence with regard to Salary administration ( Compile reports. ( Implementation of Salary deductions and amendment of stop orders. ( Payment of Salary deductions to relevant institutions. ( Verification of transactions on the exception report. ( Processing of allowances and deductions on PERSAL ( Compile monthly statistics in relation to remuneration matters. (  Monthly reconciliation of the following: Tax reconciliation, Medical aid reconciliation, Home owners deduction, , Housing guarantees, Motor Finance, Payrolls, Garnishees, Insurances, RSC Levies, Pension deductions, Compliant loans, Tuition Fees, PERSAL and ACCPAC run totals as well as PERSAL and ACCPAC reconciliation. ( Handle salary administration and queries, reconcile IRP5 for tax purposes. ( Capturing of overtime authorizations and claims  ( Compile internal control procedures for overtime claims.

ENQUIRIES
:
Ms Ruvena Mutrie 012 394 5344 Or Mr Sifiso Dube 012 394 5336

ANNEXURE C
DEPARTMENT OF EDUCATION

APPLICATIONS
:
The Director-General, Department of Education, Private Bag X895, Pretoria, 0001, or Applications may be hand delivered to Solplaatje House, 123 Schoeman Street, Pretoria

CLOSING DATE
:
23 February 2007

MANAGEMENT ECHELON

POST 05/18
:
CHIEF DIRECTOR



Chief Directorate: Office of the Minister

SALARY
:
R591 510 all-inclusive salary package

CENTRE
:
Pretoria/Cape Town

REQUIREMENTS
:
The position offers exciting prospects for the growth and development of the successful candidate in a dynamic area of governance. The ideal candidate for this senior management position will be a graduate with at least three-year tertiary qualification and ten years working experience after graduation. The following will be strong recommendations: An understanding of the South African political landscape. Managerial experience. Good language and writing skills. The ability to work under pressure for long periods. The above salary is subject to the successful candidate entering into performance agreement with the employer.

DUTIES
:
The successful candidate will be responsible for offices of the Minister and Deputy Minister of education. It will be expected of the person to provide profession, general and administrative support to the offices, provide an effective liaison service between the offices of the Minister, Deputy Minister and Department of Education and co-ordinate the administrative functions and systems of the above offices. The management of staff as well as the two offices in general will also be the responsibility of the successful applicant. He/she will be required to accompany the Minister on visits abroad and in South Africa from time to time. The successful candidate must be prepared to live in Cape Town during the parliamentary session and at other times when required.

ENQUIRIES
:
Ms H Matjebe, 012 312 5108

ANNEXURE D
DEPARTMENT OF ENVIRONMENTAL AFFAIRS AND TOURISM

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.

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, The National Department of Environmental Affairs and Tourism is an equal opportunity, affirmative action employer. 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.

MANAGEMENT ECHELON

POST 05/19
:
DIRECTOR: SOCIO-ECONOMIC DEVELOPMENT (MCM 08/2007)

SALARY
:
R502 725 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
:
Cape Town

REQUIREMENTS
:
An appropriate Bachelor’s degree in Socio-economic / Economic Sciences and proven managerial skills and experience. The incumbent must have experience in sustainable livelihoods approaches, community development and planning, and institutional capacity building, training and facilitation skills. Extensive experience in research and development work in coastal and fishing communities, as well as policy development are a pre-requisite. Envisaged for this key position is a person with the ability to develop strategies, gather and analyse information, work individually and in a team, with good interpersonal relations skills, creativity, and the ability to work under extreme pressure and to resolve conflict. The appointee must have the ability to interpret, give proper and appropriate advice to and apply policy emanating from the White Paper for Sustainable Coastal Development and the Marine Living Resources Act. 

DUTIES
:
The appointee will be responsible for managing the budget and staff of the Directorate and implement relevant sections of the White Paper. S/he will be responsible for developing the socio-economic monitoring and analysis framework for assessing the effectiveness of coastal management policies and management interventions; expand marine and coastal non-consumptive resource use portfolio; develop strategic plans for poverty alleviation and job creation in fishing communities; develop and implement a strategic plan to guide the Department’s alternative coastal livelihoods interventions in coastal communities; develop policies and regulations for non-consumptive uses of marine and coastal resources;. The appointee will be required to interact with a wide range of stakeholders and must be prepared to travel extensively

ENQUIRIES
:
Dr. N. Mdzeke, Tel: 021 – 402 3331

APPLICATIONS
:
The Director-General, Department of Environmental Affairs and Tourism, Private Bag X2, Roggebaai, 8012

FOR ATTENTION
:
HR Registry, Integrated Human Resources

CLOSING DATE
:
12 February 2007

OTHER POSTS

POST 05/20
:
DEPUTY DIRECTOR:  SUPPLY CHAIN MANAGEMENT REF NR: MCM  17/2007
SALARY
:
Total remuneration package of R289 635 per annum 

CENTRE
:
Cape Town

REQUIREMENTS
:
A Bachelors degree or equivalent qualification plus knowledge and experience in Supply Chain Management.  Strong communication and negotiation skills are necessary. Relevant computer software skills and exposure to computerised procurement systems. Knowledge of accrual accounting principles (GAAP) and management reporting. Supervisory skills.

DUTIES
:
Align and manage the Department’s supply chain management (provisioning and procurement) framework and policies of the branch.  Responsible for the asset (Including confiscations) for the MLRF including maintaining an asset register, management reporting etc. Ensure regular stock-inspections. Responsible for administering of losses and claims for the MLRF and ensure proper record-keeping.  Management of contracts for the MLRF and report quarterly on BEE’s spending.  Provide secretariat support and technical advice on bid administration. Assistance with regard to financial reporting (assets accounts and (stores) stock on-hand). Provide assistance to accounts payable (creditor’s) and support main stores activities.

ENQUIRIES
:
Ms Nombulelo Mbeki, Tel – 021 402 3911

APPLICATIONS
:
The Director-General, Department of Environmental Affairs and Tourism, Private Bag X2, Roggebaai, 8012

FOR ATTENTION
:
6th floor Registry: Integrated Human Resource

CLOSING DATE
:
20 February 2007

POST 05/21
:
ASSISTANT DIRECTOR: POLICY AND LEGISLATION (AP24/2007)
SALARY
:
R183 084 per annum (Total package of R249 478 per annum/conditions apply)

CENTRE
:
Pretoria

REQUIREMENTS
:
Appropriate Bachelor’s degree in law or equivalent and appropriate experience and knowledge in the fields of law and environmental management. The post requires an independent worker and thinker and the ability to take initiative. The incumbent must have computer skills (Word and PowerPoint specifically); excellent communication skills, both verbal and written; the ability to work under pressure, in a team and with a variety of professionals and the public. The post further requires the ability to interpret and analyse legislation, planning and organising skills and financial planning and management skills.

DUTIES
:
The incumbent will interpret and implement legislation pertaining to environmental impact assessment (EIA) with specific emphasis on the National Environmental Management Act, the Environment Conservation Act and regulations promulgated in terms thereof. Review, comment and advise on legislation and policies with implications for environmental impact management.  Scrutiny of legal opinions and case law will be required and will inform interpretation and implementation duties. Liaison with provincial environmental departments will be required on a regular basis. Responses to all correspondence and enquiries pertaining to legal matters must be prepared. Participation in the development towards self-regulation of selected industries and the development of criteria for fines, fees and penalties in terms of relevant legislation.

ENQUIRIES
:
Ms AI Britz, Telephone: (012) 310 3485

APPLICATIONS
:
Director-General, Department of Environmental Affairs and Tourism, Private Bag X 447, Pretoria, 0001. Fax Number: (012) 322 2682

FOR ATTENTION
:
Ms K Selemela

CLOSING DATE
:
19 February 2007

POST 05/22
:
ASSISTANT DIRECTOR: BIODIVERSITY PLANNING (AP26/2007)
SALARY
:
R183 084 per annum (Total package of R249 478 per annum/conditions apply)

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Bachelor’s degree or equivalent in Biological Sciences, Environmental Management or Natural Sciences, with emphasis on aquatic ecosystems biodiversity. Knowledge of the National Environmental Management: Biodiversity Act. Recommendation: Computer literacy. Good writing and communication skills. Proven leadership skills. Practical knowledge of GIS. Knowledge of financial management. Possession of at least a code 08 driving licence.

DUTIES
:
Providing specialist advice to senior line functionaries and stakeholders outside the public service on the conservation of South Africa’s aquatic ecosystems. Supporting the development and implementation of relevant national policies, national legislation, national strategies, national programmes and of any other relevant national norms and standards relating to the conservation of South Africa’s aquatic biological diversity and to the further development of landscape and aquatic ecosystem conservation. Coordinate the implementation of the Ramsar Convention on Wetlands. Integrate and incorporate into SA legislation the obligations of the said Convention and other relevant MEAs that SA is party to, e.g. the Convention on Biological Diversity. Supervision of staff assisting on these programmes

ENQUIRIES
:
Ms W Lutsch, Tel: (012) 310-3694

ENQUIRIES
:
Ms AI Britz, Telephone: (012) 310 3485

APPLICATIONS
:
Director-General, Department of Environmental Affairs and Tourism, Private Bag X 447, Pretoria, 0001. Fax Number: (012) 322 2682

FOR ATTENTION
:
Ms K Selemela

CLOSING DATE
:
19 February 2007

ANNEXURE E
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. No faxed applications will be considered

NOTE
:
Applications should be submitted on form Z83 obtainable from any Public Service Department and should be accompanied by a CV (previous experience must be comprehensively detailed) and certified copies of qualification certificates.  Sections E and F of the application for (Z83) must be completed in full and not “refer to CV”. Applications received after the closing date and those that do not comply with the requirements, will not be considered.  It is the applicant’s responsibility to have foreign qualifications evaluated by the South African Qualification Authority (SAQA). The department reserves the right not to fill the post. The successful candidate will be subjected to security clearance procedures. Applicants are respectfully informed that correspondence will be limited to short-listed candidates only. If notification of an interview is not received within three (3) months after the closing date, candidates may regard their application as unsuccessful. 

MANAGEMENT ECHELON

POST 05/23
:
DIRECTOR: HEALTH SERVICE REVENUE


Cluster: Chief Financial Officer (Revenue Related Issues)

SALARY
:
Remuneration package of R502 725 per annum (including choice of basic salary between 60% and 70% 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 applicable guidelines of the SMS.

CENTRE
:
Pretoria.

REQUIREMENTS
:
*An appropriate three year degree or National Diploma *A health related qualification will be an added advantage *Extensive experience in management and patient billing/ revenue generation structures *Knowledge and experience of the Public Finance Management Act (PFMA), the Health Act, other health related acts, conceptualization and implementation of applicable policies of government *Good understanding of different role players in the health care industry *Independent /Team worker, strategic and analytical thinker *Good communication skills (written and verbal) *Presentation and organization skills *Computer literacy *Must be prepared to travel and work irregular hours *A valid  code 08 (Code B) driver’s licence 

DUTIES
:
*Operational line management of all revenue related UPFS activities and team members *Development of strategic plans *Engage with internal and external stakeholders *Develop policies related to revenue generation – derived from patient fees – UPFS *Develop revenue retention policy *Oversee the implementation and maintenance of the UPFS to provinces *Responsible for developing patient fee schedules and updating tariffs annually *Ensuring that the UPFS fees are in line with the cost recovery goals of the Department *Chairperson to the UPFS Steering Committee *Provide technical support and training to users of UPFS *Support steering group with DSPN *Manage the UPFS and all revenue related activities *Policy development and implementation *Establish policy direction and other departmental goals *Attend SMM and other related meetings

ENQUIRIES
:
Mr F G Muller at tel (012) 312-0550.

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

OTHER POSTS

POST 05/24
:
ASSISTANT DIRECTOR: HEALTH PROMOTION



Cluster: PHC, Districts and Development. Directorate: Health Promotion

SALARY
:
R146 685 per annum (plus competitive benefits)  

CENTRE
:
Pretoria

REQUIREMENTS
:
*A three-year Bachelor’s degree in Health/Social Sciences or equivalent qualification *At least three years’ experience in health promotion’s campaigns and events management *Knowledge in the development, implementation, monitoring and evaluation of operational plans related to health promotion programmes/projects *Capability to design, proof reading and pre-testing of Information, Education and Communication (IEC) materials (Posters and Pamphlets) *Knowledge and skills in the implementation of  Batho Pele principles *Knowledge of legislation relevant to Financial and Human Resource Management (PFMA, Treasury Regulations, Labour Relation Acts, Public Service Regulations and Code of Conduct) *Knowledge and experience in conflict management and decision making *Must be proactive, innovative and analytic in executing official activities *Capability to work independently and in a team *Must be prepared to travel extensively and work extended hours (i.e. work over the weekends including on public holidays) *Computer literacy (MS Word, MS Excel, PowerPoint, GroupWise etc.) *Excellent communication skills (written and verbal) *Good facilitation, negotiation and co-ordination skills *Good interpersonal relations *A valid code 08 (Code B) driver’s licence.  

DUTIES
:
*Give support to Programme Manager in organising critical national campaigns and events *Assist in the development, implementation, monitoring and evaluation of Healthy Lifestyles Programmes/Projects *Develop and manage the health education programme on Community Radio Stations (CRS) and South African Broadcasting Corporation (SABC) (e.g. preparation of scripts, identification of speaker/expert and monitor health radio talks) *Monitor and evaluate key programmes for the Directorate: Health Promotion *Write variety of submissions/reports/ cabinet memo’s *Distribute IEC materials to all relevant settings *Identify potential collaborative projects to be implemented at community levels *Provide technical support to provincial campaigns *Assist in stakeholders relations with NGO’s, CBOS, Private Sector, other governments and tertiary institutions *Arrange and attend Healthy Lifestyles meetings/ workshops *Facilitate the translation of IEC materials into all SA official languages *Undertake provincial visits for implementation of different types of projects/programmes.  

ENQUIRIES
:
Ms Monyelo at tel (012) 312-0187. 

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

POST 05/25
:
FORENSIC ANALYST (2 POSTS)



Cluster: Non-Communicable Diseases: Directorate Forensic Chemistry Laboratory



This is a re-advertisement, candidates who previously applied for this post (Sunday Times Ref. 88727/2 & PSC. 40/23) must re-apply if they are still interested in this post.

SALARY
:
R122 841 per annum (plus competitive benefits)

CENTRE
:
Cape Town

REQUIREMENTS
:
A BSc. degree or equivalent qualification with Chemistry as a major subject and with proven Forensic Chemistry or other analytical laboratory experience. Good communication skills (written and verbal). Knowledge and experience in chemistry and analytical instrumentation e.g. Gas Chromatography (GC and High Performance Liquid Chromatography (HPLC). Computer literacy. A valid code 08 (Code B) driver’s licence

DUTIES
:
*Preparation of samples for analysis: this includes activities such as grinding, weighing, chemical treatment, heating, filtration, evaporation, distillation, digestion (wet, dry & microwave), solid phase extraction *Analysis of samples by means of certain processes and methods including: gas chromatography, high performance liquid chromatography, visual inspection, mass spectrometry, liquid chromatography, wet chemistry, spectrophotometry, atomic absorption spectroscopy, thin layer chromatography, etc. *Statistical evaluation and interpretation of data as well as interpretation of analytical data and calculation of results by means of mathematical formula *Record sample information, complete, review and assess analyses *Statistical analysis, reviewing of reports, issuing of reports, certificates and affidavits *Give evidence in courts of law *Attend lectures, seminars and short courses *Assist in construction of standard operating procedures *Technical skills: operation of Instrumentation (GC/HPLC) and associated software programs e.g. Chemstation and Empower *Operation, maintenance and record keeping of all information and data associated with instrumentation *Basic method development skills on Instrumentation *Creating working instructions *Assist in validation of methods

ENQUIRIES
:
Ms AM Schillack at tel. (021) 442 8940

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

NOTE
:
Applicants from non-designated groups, will be considered in accordance with the Department’s policy, should no suitable applicants from designated groups be found.

POST 05/26
:
ADMINISTRATIVE OFFICER


Cluster: HIV and AIDS, STI and TB: Directorate: HIV and AIDS and STI

SALARY
:
R98 916 per annum (plus competitive benefits)  

CENTRE
:
Pretoria

REQUIREMENTS
:
A recognized three-year Bachelor’s degree or equivalent qualification. Knowledge and experience in office administration. Knowledge and experience in financial management and provisioning administration. Communication skills (written and verbal). Good planning and organisational skills. The ability to handle different tasks and work under pressure. Computer literacy. A valid code 08 (Code B) driver’s licence.

DUTIES
:
*Maintaining a filing system for the unit and directing all incoming and outgoing correspondence *Provide financial and logistical support services to the senior manager’s office and directorate *Accommodation and travel arrangements, processing claims as well as provide general administrative support to the Director of the unit *The incumbent will also assist with the arrangement of meetings, travel and of accommodation for staff of the Directorate *The incumbent will compile minutes of meetings, arrange workshops and functions and assist with processing or expenditure claims *Manage the filing system and handle all logistical matters with support from the (Deputy Director and Assistant Director) *Manage documents and tracking of submissions *Prepare information for meetings and presentations *Prepare and administer office budget and expenditure control *Arrange submissions (financial implications, quotations and route list) and parliamentary questions

ENQUIRIES
:
Ms MM Phokojoe at tel. (012) 312 0290

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

POST 05/27
:
ADMINISTRATIVE OFFICER


Cluster: Districts and Development. Directorate: Environmental Health



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

SALARY
:
R98 916 per annum (plus competitive benefits)

CENTRE
:
Pretoria

REQUIREMENTS
:
*An appropriate three-year Bachelor’s degree or National Diploma in Public Administration/ Management or equivalent qualification *Knowledge and experience in office and provisioning administration as well as in arranging events and minute taking *Knowledge and experience in human resources and financial management *Good communication skills (written and verbal) *Good organisational skills *Good interpersonal relations *Ability to work in a team *Computer literacy (Microsoft, MS Word, Excel, PowerPoint, GroupWise, LOGIS) *A valid code 08 (Code B) driver’s licence will be an added advantage

DUTIES
:
*Provide administrative support to the Directorate: Environmental Health *Make travel and accommodation arrangements *Prepare travel advances as well as travel and subsistence claims for the Directorate *Capture purchasing and invoicing of equipment and services rendered on the LOGIS System *Maintain a good filing system *Arrange internal and external meetings/workshops/ conferences *Prepare information and handouts for meetings and presentations *In the absence of the Senior Administrative Officer, compile the expenditure reports and take minutes *Arrange the printing of documents and literature *Ensure the effective and efficient operational functioning of the Directorate *Manage documents and submission tracking *Issue permits for the importation and exportation of mortal remains *Keep track of all incoming work and ensure that deadlines are met.

ENQUIRIES
:
Ms Q Gcwensa at tel no (012) 312-3154 or 



Ms C S Boyiatjis at tel no (012) 312-3261.

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

POST 05/28
:
ASSISTANT FORENSIC ANALYST (2 POSTS)


Cluster: Non-Communicable Diseases: Directorate Forensic Pathologist Services: Forensic Chemistry Laboratory



(This is a re-advertisement, candidates who previously applied for this post (Sunday Times Ref. 88667/1 & PSC. 38/182) must re-apply if they are still interested in the post.

SALARY
:
R79 407 per annum (plus competitive benefits)  

CENTRE
:
Cape Town.

REQUIREMENTS
:
A three-year BSc. degree with chemistry as a major subject or a national Diploma in Chemistry or equivalent qualification. Experience in handling of analytical instruments under supervision. Good computer skills (MS Word and MS Excel). Good interpersonal and communication skills (written and verbal). Knowledge of laboratory accreditation or good laboratory practice or laboratory safety will be an added advantage. A valid code 08 (Code B) driver’s licence

DUTIES
:
*Receive, prepare and extract samples i.e. human viscera, body fluids, exhibits, etc. *Setting up calibration curves, analyse samples and interpret results under supervision on analytical instruments such as Gas Chromatographs, High Performance Liquid Chromatograph, Spectrophotometer and Atomic Absorption Spectroscopy etc. *Record sample information, results or analyses, statistical analysis, issuing of reports, certificates and affidavits *Involved in the solving of forensic-scientific problems in consultation with a more experienced analyst *Give evidence in courts of law if subpoenaed *Do routine instrument maintenance *Assist in other sections should it be required.  

ENQUIRIES
:
Ms AM Schillack at tel. (021) 442 8976. 

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

NOTE
:
Applicants from non-designated groups, will be considered in accordance with the Department’s policy, should no suitable applicants from designated groups be found.

POST 05/29
:
SENIOR SECRETARY GRADE II


Cluster: PHC. Districts and Development. Directorate: Districts and Development



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

SALARY
:
R64 143 per annum (plus competitive benefits)  

CENTRE
:
Pretoria

REQUIREMENTS
:
*A Senior Certificate (Grade 12) or equivalent qualification *Knowledge and experience in the execution of secretarial duties and office administration *Knowledge and experience of procurement procedures *Ability to work independently and under pressure *Computer literacy (MS Word, Excel, PowerPoint, GroupWise) *Good filing and organisational skills *Good communication skills (written and verbal) *Good interpersonal relations and telephone etiquette.

DUTIES
:
*Render secretarial support service to the Director *Receive visitors *Manage the Director’s diary *Handling telephone calls and messages *Drafting of letters, submissions and memoranda *Make travel and accommodation arrangement for the Director *Process claims on expenditure *Communicate with various stakeholders *Arrange meetings and workshops *Arrange refreshments at meetings *Order stationery and obtain quotations *Maintain a good filing system.

ENQUIRIES
:
Mr Bennett Asia at tel no (012) 312-0070.

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

POST 05/30
:
SENIOR ACCOUNTING CLERK GRADE II


Cluster: Financial Management. Directorate: Financial Management



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

SALARY
:
R 64 143 per annum (plus competitive benefits)

CENTRE
:
Pretoria

REQUIREMENTS
:
*Senior Certificate (Grade 12) with accountancy as a passed subject or equivalent qualification *At least two (2) years experience in a government salary office *Experience on the PERSAL System and Basic Accounting System (BAS) *Computer literacy, especially on MS Word and Excel *Good communication skills (written and verbal) *A valid code 08 (Code B) will be an added advantage.  

DUTIES
:
*Issuing of debt route forms with regard to transfers and calculating any departmental debt resulting from transfers *Journalise departmental debts to Claim Recovery accounts *Compile monthly follow-up letters to other government  departments *Compile memorandums to seek approval to write off irrecoverable debts *Effect payments on BAS with regard to departmental claims received *Issuing of last pay-certificates *Instate garnishee/emolument attachments orders on the PERSAL System *Instate PERSAL deductions like private telephone debt, travel and subsistence debt, etc *Investigate and clear any unpaid (TS70) amounts

ENQUIRIES
:
Ms S van de Weide at tel no (012) 312-0650.

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

POST 05/31
:
SENIOR ADMINISTRATION CLERK GRADE II


Cluster: Medicines Regulatory Affairs. Directorate: Clinical Trials and Evaluations



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

SALARY
:
R 64 143 per annum (plus competitive benefits)

CENTRE
:
Pretoria

REQUIREMENTS
:
*Senior certificate (Grade 12) or equivalent qualification *A qualification in Public relations will be an added advantage *Computer literacy (MS Word, Excel, Access, PowerPoint, GroupWise and e-mail) *Experience of data capturing *Experience in general office administration *Accuracy and correctness *Ability to work independently and under pressure *Good Interpersonal relations *Good filing, organisational and planning skills *Good communication skills (written and verbal) *Typing and computer competence will be tested.

DUTIES
:
*Screen applications for completeness *Capture applications on database and generate database number as well as receipt number for application fee *Forward to in-house evaluator for signing *Capture recommendations *Fax approval letters to applicants *Make copy of original application *File the above application with fax transmission proof *Post the approval letter *Answer and investigate telephone queries from applicants *Print out acknowledge letters for progress report receipt *File the application *Fax the above letters to applicants *Copy the above letters and attach to progress report and original application *Post acknowledgement letters *Assist in all administrative duties as required by the Head of the Section 21 unit.

ENQUIRIES
:
Dr R N Misra at tel no (012) 312-0312.

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


ANNEXURE F
DEPARTMENT OF HOUSING

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

APPLICATIONS
:
The Director-General, Department of Housing, Private Bag X644, Pretoria, 0001, Physical Adress: Govan Mbeki House, 240 Walker Street, Sunnyside, C/o Walker and Troye Streets

NOTE
:
If you apply for more than one position in the Department, please submit Separate application forms for each post. Applications must be submitted on form Z83, obtainable from any Public Service Department, and must be accompanied by a detailed CV, together with certified copies of your qualification certificates and your ID/Passport. Failure to submit the required documents will result in your application not being considered. Correspondence will be limited to short-listed candidates only. It will be expected from the selected candidates to be available for interviews on a date, time and place as determined by the Department of Housing. 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, which include security clearance, qualification verification and criminal records.   If you have not been contacted within 4 months after the closing date of this advertisement, please accept that your application was unsuccessful.

MANAGEMENT ECHELON

POST 05/32
:
DIRECTOR: POLICY RESEARCH AND BEST PRACTICE (DOH/09/2007)

SALARY
:
R502 725 per annum all-inclusive remuneration package

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Master’s Degree or equivalent qualification and a considerable applied research experience. The candidate must have highly developed research skills and an extensive experience and knowledge in policy analysis, possess excellent analytical and report writing skills, the ability to manage complex research processes, and proven project management and general managerial experience. The ideal candidate must have knowledge of housing legislation and policies applicable to local and international practices, the housing sector in general including the operation of both public and private housing institutions, and the impacts of housing practice in South Africa.  He/She must have an ability to communicate clearly with colleagues and various stakeholders at all levels and an ability to work as part of a team. The successful candidate must have the ability to conceptualise new research themes, processes and projects, establish and maintain research networks, stimulate and contribute to debate on pertinent housing and human settlement issues. The candidate must be able to take initiative, demonstrate strategic and leadership capabilities and manage teams. In addition, applicants must have: • the ability to maintain sound interpersonal relations • Knowledge of the Public Financial Management Act and Treasury Regulations • Knowledge of Batho Pele and its application to Public Service • A valid driver’s licence (code 8). The candidate should also be computer literate with sufficient skills and knowledge of Microsoft applications and also be willing to travel extensively. Applicants will be expected to subject themselves to a comprehensive assessment programme as part of the selection process. The successful candidate will be subjected to security clearance procedures and will  be required to sign a performance agreement.

DUTIES
:
Provide direction and support for all aspects of research including design, analysis, reporting and quality assurance. Conceptualise, plan, coordinate and write research proposals and manage in-house and commissioned research projects. Identify, conduct and commission research and advise on new policy direction and programme implementation. Write empirical and theoretically grounded research reports. Provide research support to the Department and the Ministry. Determine and coordinate housing research agenda. Manage the dissemination of research information.  Establish and maintain research networks across national, provincial and local government, housing institutions, non-government and community-based organisations, science councils, tertiary institutions, professional bodies, etc. Provide constant reviews and updates on current debates and trends in the field of housing and human settlement. Manage a housing and human settlement research tracking system. The job would also include responding to queries from units in the Department, Parliament and Ministry, providing conceptually and theoretically sound advice to these structures,  monitoring internal and commissioned research in the Department, critically evaluating commissioned research, conducting research as required by the Department, provide strategic direction on the day-to-day management of research projects, manage research projects and provide quality assurance of work performed by members of the directorate, writing reports, provide professional advice on housing and human settlement matters and managing personnel and financial resources of the directorate.  

ENQUIRIES
:
Dr Z Sokopo, Telephone: 012 – 421 1794

FOR ATTENTION
:
Ms N Nortman

CLOSING DATE
:
23 February 2007

OTHER POSTS

POST 05/33
:
CHIEF PLANNER (DEVELOPMENT FINANCE) (REF NO: DOH/08/2007)


Directorate: Economic And Development Finance Analysis

SALARY
:
R183 084 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Applications are awaited from computer literate persons who are in possession of an Honours Degree in the Economic Sciences and/ or equivalent qualifications, research experience as well as experience in Economic Financial Sector Analysis.  Good interpersonal, analytical and report writing skills.  Experience in the financial sector will serve as a recommendation.

DUTIES
:
The successful candidate will: Monitor the micro finance industry, Monitor the impact of housing finance institutional products such as loss limit insurance, fixed interest rate products, savings linked products etc. Monitor the impact of employer-assisted housing, Monitor the impact of donor funding on housing delivery, Additional duties that entail the evaluation of financial options and/ or instruments related to low-income housing 

ENQUIRIES
:
Ms R Modisenyane (012) 421 1783.

FOR ATTENTION
:
Ms N. Mathebula

CLOSING DATE
:
16 February 2007

NOTE
:
Applicants will be expected to subject themselves to a comprehensive assessment programme as part of the selection process. 

POST 05/34
:
TOWN AND REGIONAL PLANNER (DIRECTORATE: SPECIAL PROGRAMME SUPPORT) REF NO: DOH/05/2007

SALARY
:
R122 841 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
A recognised degree/National diploma in Town and Regional Planning.  Suitable experience in Town and Regional Planning activities.  An additional qualification in and/or knowledge of and experience in project (programme) management.  Sound knowledge of housing and human settlement policies and strategies.  Computer literacy (MS Word, MS Excel, MS Project).  Good communication skills (verbal and written).  Sound understanding of infrastructural matters.  Code 08 driver’s licence.  Willingness to travel extensively. Applicants for the above posts will be expected to subject themselves to a comprehensive assessment programme as part of the selection process.

DUTIES
:
Assist with the management of the Human Settlement Redevelopment Programme, the Presidential Pilot Projects on Rental Housing and other special programmes related to housing and human settlement (e.g programme for the provision of social and economic facilities and monitoring the EPWP pilot programme).  Assist with the preparation of infrastructure policy and strategy.  Assist with the planning and implementation of Human Settlement related projects and/or advice on such projects.

ENQUIRIES
:
Ms S Pohl, Tel: (012) 421 1632

FOR ATTENTION
:
Ms N Jacobus

CLOSING DATE
:
9 February 2007

POST 05/35
:
ADMINISTRATIVE OFFICER (DOH/10/2007



Subdirectorate: Policy Strategy Implementation

SALARY
:
R98 916 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Applicants must be in possession of a recognized Bachelor’s degree or equivalent qualification with relevant experience and interest in the fields of Housing Policy and Strategy Implementation, Provincial and National multi-year housing development planning and development planning process. The candidate should be computer literate, have good communication (verbal & written) skills, as well as good report writing skills.

DUTIES
:
The successful candidate will be responsible for: Rendering administrative duties, which will facilitate the process of the development of multi-year provincial housing development plans and a national housing development plan. Facilitate the setting of national housing delivery goals and provide guidance and assistance to provinces in setting provincial housing delivery goals. Assisting provinces with the interpretation of housing policy. The maintenance of the Housing Code. Correspondence to and from stakeholders.

ENQUIRIES
:
NSS Mahura TEL: (012) 421-1383

FOR ATTENTION
:
Ms N Jacobus

CLOSING DATE
:
23 February 2007

ANNEXURE G
DEPARTMENT OF JUSTICE AND CONSTITUTIONAL DEVELOPMENT

REPUBLIC OF SOUTH AFRICA

The Department of Justice is an equal opportunity employer.  In the filling of vacant posts the objectives of section 195 (1)(i) of the Constitution of SA, 1996 (Act 108 of 1996), the EE imperatives as defined by the Employment Equity Act, 1998 (Act 55 of 1998) and relevant HR policies of the Department will be taken into consideration.  Successful candidates may be required to undergo security clearance.

NOTE
:
Applications must be submitted on Form Z83, obtainable from any Public Service Department or on the internet at www.gov.za. Applications should be accompanied by certified copies of qualifications, identity document and driver’s license.  The CV to be completed by all applicants is available on the DOJ website www.doj.gov.za or at any DOJ&CD sub-office and must accompany the Z83 and all other supporting documents required.  Applications that do not comply with the above mentioned requirements will not be considered. Correspondence will be limited to short-listed candidates only.  If you do not hear from us within 3 months of this advertisement, please accept that your application has been unsuccessful.  The department reserves the right not to fill these positions.

MANAGEMENT ECHELON

POST 05/36
:
DIRECTOR: STRATEGY IMPLEMENTATION (ADVANCE INFORMATION AND MONITORING SYSTEM REF 07/54/COO

SALARY
:
R473 991 – R510 609 per annum (All inclusive).  The successful candidate will be required to sign a performance agreement.

CENTRE
:
National Office, Pretoria

REQUIREMENTS
:
A Degree or relevant qualification preferably in Informatics. A Relevant Post-graduate Qualification will have preference. Extensive experience in strategy formulation, implementation, monitoring and evaluation. Extensive knowledge of systems design, and project management  with minimum 3 years in senior management role. Strategic thinker with professional integrity. Knowledge and understanding of the South African Political environment and Justice System. Skills and competencies: Strategic leadership capabilities; Excellent report writing; Highly computer literate with a good grasp of information systems and processes; financial management; Analytic and advanced problem solving skills; Innovative and creative; Advanced research skills; Excellent oral and written communication with ability to interact effectively at senior management level; Work effectively and accurately to deadlines with minimum supervision; Attention to detail.

DUTIES
:
Responsible for alignment of Strategy and Budget, Strategy and Management Initiative Processes, and Strategy and Service Delivery Processes. Continuous liaising with Director-General, Chief Operations Officer, Deputy Directors-general, and Heads of Regions. Ability to analyze complex problems, interpret operational needs and develop integrated solutions. Client orientation and customer focused. Plan and coordinate data collection and data analysis process; Write quarterly and annual reports. Develop proper metrics and other measuring instruments to measure implementation of strategy. Identify and conduct relevant research.

ENQUIRIES
:
Mr Bheki Mbonani ( 012 357 8728  

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: Posstal address:  The Director-General:  Justice and Constitutional Development, Private Bag X81, Pretoria, 0001. OR Physical address:  Application Box, First Floor Reception, East Tower, Momentum Building, 329 Pretorius Street, Pretoria.

CLOSING DATE
:
19 February 2007

POST 05/37
:
DIRECTOR: BOARD SECRETARIAT (DECISION SUPPORT REF 07/55/COO
SALARY
:
R473 991 – R510 609 per annum (All inclusive).  The successful candidate will be required to sign a performance agreement.

CENTRE
:
National Office, Pretoria

REQUIREMENTS
:
A Bachelor’s degree or equivalent qualification; Extensive experience in managing a secretarial support and office administration; Project Management experience; Knowledge and understanding of South African Justice System; Willingness to work beyond office hours. Skills and competencies: Strategic thinker with ability to lead in complex and diverse environments. Ability to apply and interpret senior administrative laws. Computer literacy- knowledge of editing software will be an advantage. Assertive, with excellent writing and oral skills. Above average interpersonal skills. Accuracy and attention to detail. Ability to liaise at highest levels. Ability to deal with confidential information. General financial and management skills.

DUTIES
:
Oversee the entire functions of the directorate. Co-ordinate, manage, organize and administer executive and board meetings. Ensure implementation and monitoring of the decision/resolutions taken. Produce excellent reports, minutes and records of the meetings. Manage decision making processes within the DOJ & CD. Develop and manage DOJ & CD’s calendar. Preside as Secretary of meetings. Ensure timely preparation, consolidation and distribution of minutes and 
any other relevant documents to all executive members Ensure proper management of Secretariat Budget.

ENQUIRIES
:
Mr Bheki Mbonani ( 012 357 8728  

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: Posstal address:  The Director-General:  Justice and Constitutional Development, Private Bag X81, Pretoria, 0001. OR Physical address:  Application Box, First Floor Reception, East Tower,  Momentum Building, 329 Pretorius Street, Pretoria.

CLOSING DATE
:
19 February 2007

OTHER POSTS

POST 05/38
:
DEPUTY DIRECTOR: VETTING SERVICES REF 07/48/RM

SALARY
:
R286 203 – R332 298 per annum (All inclusive).  The successful candidate will be required to sign a performance agreement.

CENTRE
:
National Office, Pretoria

REQUIREMENTS
:
A Bachelor’s degree with psychology or equivalent qualification plus 5 years’ practical Vetting Field-experience and 3 years’ management experience; Knowledge of MISS and exposure to Government Anti-Fraud & Corruption Strategies. Skills and competencies: Computer literacy (MS Office); Communication skills (written and verbal); Client Orientation and Customer Focus; Financial Management: Presentation and Facilitation skills; People risk Management; Project Management; Strong leadership with strategic capabilities; Service Delivery Innovation; Negotiation and conflict management; Research and analytical skills. 

DUTIES
:
Assist in the rendering of an effective vetting screening services; Assist in the creation and development of capacity for the effective pre-screening and vetting functions within the department; Facilitate the Vetting investigation for all permanent, temporary  employees of the department in accordance with the provisions of the MOU entered into between NIA and the DOJ &CD; Manage the Vetting Services sub – unit and processes according to the MOU entered into between NIA and the DOJ & CD; Ensure proper administration of vetting applications and reports; Create reports from existing client databases to satisfy user requests, data sampling, project analysis or testing verification (SARS, Banking Institutions, Deeds Office, Municipalities, SAPS, NIA, SASS, Interpol, etc) Act as liaison with client vendors and representatives as appropriate in supporting of the service; To facilitate the administration of the confidentiality agreements by employees; Assist with the roll out of the integrity / venting awareness programmes effective implementation of the pre-employment /integrity assessment and vetting services; Assist in the creation and development of the capacity for the effective pre-screening and security vetting function within the department; Participate in the roll out, monitoring and execution of the DoJ & CD integrity screening policy and procedures; Conduct research , analysis and proposing solutions and recommendations into the nature, effect and result of internal pre-employment screening and vetting problems; Confirming project completion target dates and results with the Director: Integrity Management; Assist in the assignment of any seconded team members and support staff for optimum use of the latter’s skills and abilities; Keep and maintain accurate data systems and documentation relevant to pre-employment screening and vetting services; Conduct screening of individuals to which contracts and appointments are awarded; Participate in industry and other professional networks to ensure awareness of industry standards, trends and best practice in order to strengthen organisational and technical knowledge; Research existing departments policy with a view to creating amendments to cater for generic and specific risks; Manage financial, human and other resources within own sub-directorate.

ENQUIRIES
:
Mr Patrick Pholoholo ( 012 357 8277  

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: Posstal address:  The Director-General:  Justice and Constitutional Development, Private Bag X81, Pretoria, 0001. OR Physical address:  Application Box, First Floor Reception, East Tower, Momentum Building, 329 Pretorius Street, Pretoria.

CLOSING DATE
:
19 February 2007

POST 05/39
:
CHIEF  WORK STUDY OFFICER (3 POSTS) REF 07/51/HR

SALARY
:
R183 084 – R212 550 per annum.  The successful candidate will be required to sign a performance agreement.

CENTRE
:
National Office, Pretoria

REQUIREMENTS
:
Diploma in Management Services / Work Study or post matric qualification equivalent to NQF level 5/6 and Certificate in Management Services / Work Study and more than 3 years relevant experience in the field of management services; Extensive Knowledge of the job evaluation system applicable to the Public Service, legislation, regulations, policies, processes and systems, management services techniques, organizational design principles,  Batho Pele Revitalisation Strategy and Consulting. Skills and competencies: Computer literacy (MS Office); Communication skills (written and verbal); Continuous Improvement; Customer Focus and Responsiveness; Problem Solving; Team participation; Planning and organizing; Project Management.

DUTIES
:
Develop, Manage and maintain sound and effective organizational structures in alignment with the strategic objectives of the Department; Determine, design, improve and reengineer proper business processes, through the utilization of various techniques; Ensure effective and efficient utilization of scarce resources by the Department. Develop Job Profiles and Job Description in line with the Departmental structure; Analyse and grade jobs according to the job evaluation system. Facilitate, develop, implement and maintain norms and standards. Render a business consulting service to the line management of the Department with regard to the service offerings of the Branch i.e. Performance Management, Organizational Development, Learning & Development, Employment Relation and any other matter of service interests; Manage, support and monitor performance of Business Process Improvement personnel. Initiate and conduct research into best business practices,benchmarks and management services approaches. Develop and empower employee skills in the Directorate to capacitate and render best practices.

ENQUIRIES
:
Dr M Lebaka ( 012 315 1196

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: Posstal address:  The Director-General:  Justice and Constitutional Development, Private Bag X81, Pretoria, 0001. OR Physical address:  Application Box, First Floor Reception, East Tower, Momentum Building, 329 Pretorius Street, Pretoria.

CLOSING DATE
:
19 February 2007

POST 05/40
:
ASSISTANT DIRECTOR: FINANCIAL OPERATIONS MANAGER REF 07/52/MP
SALARY
:
R146 685 – R170 295 per annum.  The successful candidate will be required to sign a performance agreement.

CENTRE
:
Regional Office, Nelspruit

REQUIREMENTS
:
Bachelor’s Degree /National diploma in financial or Commercial field; Five years experience in Expenditure and Budget Management; Valid driver’s license – will be expected to travel extensively. Skills and competencies: Computer literacy (MS Office with focus on excel); Good communication (verbal and written); General office and project management; Sound financial management; Exceptional report writing; Good interpersonal relations; Strong analytical skills and assertiveness; Ability to work under pressure and be self motivated; Accuracy and attention to detail.

DUTIES
:
Ensure financial administration, maintenance and compliance within (courts) the cluster; Analyze budget performance and management; Analyze procurement and asset management within the cluster; Provide financial capacity building within the cluster; Compile TPMU reports on office visits.

ENQUIRIES
:
Mr S T Khoza ( 013 752 8393

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: The Regional Head, Private Bag X11249, Nelspruit, 1200. 

CLOSING DATE
:
19 February 2007

POST 05/41
:
ASSISTANT DIRECTOR: ADVANCED INFORMATION AND MONITORING SYSTEM (2 POSTS) REF 07/53/COO

SALARY
:
R146 685 – R170 295 per annum.  The successful candidate will be required to sign a performance agreement.

CENTRE
:
National Office, Pretoria

REQUIREMENTS
:
A Degree or relevant qualification preferably in Informatics; Experience in strategy formulation, implementation, monitoring  and evaluation; Strategic thinker with ability to lead in complex and diverse environments; Extensive knowledge of systems design; Experience in Project Management; Knowledge and understanding of the South African Justice System. Skills and competencies: Highly computer literate with a good grasp of information systems and processes; Report writing skills; Analytic and advanced problem solving skills; Innovative and creative; Advanced research skills; Excellent oral and written communication with ability to interact with management at various levels; Work effectively and accurately to deadlines with minimum supervision; Attention to detail;

DUTIES
:
Plan and coordinate data collection process; Analyse information for reporting purposes; Assist in compilation of quarterly and annual report on the Strategy implementation Assist in developing baseline indicators of MTSF; Develop metrics and other measuring instruments for gathering of information to measure MTSF related activities; Assist in research undertaken by Strategy Unit; Record and analyse information from various units and branches in the Department. 

ENQUIRIES
:
Mr Bheki Mbonani ( 012 357 8728  

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: Postal address: The Director-General: Justice and Constitutional  Development, Private Bag X 81, Pretoria, 0001. OR Physical address: Application Box, First floor reception, East  Tower, Momentum Building, 329 Pretorius Street, Pretoria.

CLOSING DATE
:
19 February 2007

POST 05/42
:
ASSISTANT DIRECTOR: DECISION SUPPORT (3 POSTS) REF 07/56/COO
SALARY
:
R146 685 – R170 295 per annum.  The successful candidate will be required to sign a performance agreement.

CENTRE
:
National Office, Pretoria

REQUIREMENTS
:
A Bachelor’s degree or equivalent qualification; Extensive experience in Secretarial and Office administration; Project Management experience; Knowledge and understanding of South African Justice System; Willingness to work beyond office hours. Skills and competencies: Some financial management skills; Research capabilities with excellent writing and editorial skills; Computer literacy - knowledge of editing software will be an advantage; Advanced problem solving; Communication (verbal and written); Accuracy and attention to detail; Ability to liaise at highest level; Ability to deal with confidential information.

DUTIES
:
Assist in management of Senior Management Calendar; Liaise with Senior Management and Stakeholders on meetings and developments from meetings; Act as Secretary of meetings as directed; Prepare, consolidate, edit and distribute minutes and any other relevant documents as directed; Apply innovative support programmes to monitor implementation of decisions in order to assist Senior Management meetings to operate effectively and efficiently; Monitor Secretariat Budget; Prepare and monitor quarterly and annual reports.

ENQUIRIES
:
Mr Bheki Mbonani ( 012 357 8728  

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: Postal address: The Director-General: Justice and Constitutional  Development, Private Bag X 81, Pretoria, 0001. OR Physical address: Application Box, First floor reception, East  Tower, Momentum Building, 329 Pretorius Street, Pretoria.

CLOSING DATE
:
19 February 2007

POST 05/43
:
ASSISTANT DIRECTOR: STRATEGY IMPLEMENTATION AND MANAGEMENT SUPPORT (4 POSTS) REF 07/57/COO

SALARY
:
R146 685 – R170 295 per annum.  The successful candidate will be required to sign a performance agreement.

CENTRE
:
National Office, Pretoria

REQUIREMENTS
:
A B Degree or relevant qualification; Experience in strategy formulation, implementation, monitoring and evaluation; Strategic thinker with ability to lead in complex and diverse environments; Extensive experience in Project Management; Knowledge and understanding of the South African Justice System.Skills and competencies: Advance computer proficiency; Report writing skills; Facilitation and Project management skills; Analytic and advanced problem solving skills; Innovative and creative; Research skills; Excellent verbal and written communication with ability to interact effectively at senior level; Work effectively and accurately to deadlines with minimum supervision; Attention to detail.

DUTIES
:
Plan and coordinate data collection process; Analyse information for reporting purposes; Assist in compilation of quarterly and annual report on the Strategy implementation and DOJ & CD; Assist Strategy Unit to maintain strong working relationships with all DOJ & CD branches, Regional Offices, Partners and Stakeholders; Apply support programs to assist regional offices and national branches to implement MTSF; Assist with the alignment of strategic planning processes with relevant business processes; Manage the reporting calendar.    

ENQUIRIES
:
Mr Bheki Mbonani ( 012 357 8728  

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: Postal address: The Director-General: Justice and Constitutional  Development, Private Bag X 81, Pretoria, 0001. OR Physical address: Application Box, First floor reception, East  Tower, Momentum Building, 329 Pretorius Street, Pretoria.

CLOSING DATE
:
19 February 2007

POST 05/44
:
SENIOR WORK STUDY OFFICER (10 POSTS) REF 07/50/HR
SALARY
:
R122 841 – R142 617 per annum.  The successful candidate will be required to sign a performance agreement.

CENTRE
:
National Office, Pretoria

REQUIREMENTS
:
Diploma in Management Services/work Study or post matric qualification equivalent to NQF level 5/6 and Certificate in Management services/Work Study; Knowledge of the job evaluation system applicable to the Public Service will serve as a recommendation. Skills and Competencies: Computer literacy (MS Office); Good Communication (verbal and written); Continuous Improvement; Customer Focus and Responsiveness; Problem Solving; Team participation; Planning and Organizing; Project Management.

DUTIES
:
Develop, manage and maintain sound and effective organizational structure in alignment with the strategic objectives of the Department; Determine, design, improve and reengineer proper business processes, through the utilization of various techniques; Ensure effective and efficient utilization of scarce resources by the Department; Develop Job Profiles and Job Description in line with the Department structure; Analyse and grade jobs according to the job evaluation system; Facilitate, develop, implement and maintain norms and standards; Render a business consulting service to the line management of the Department with regard to the service offerings of the Branch i.e.  Performance Management, Organizational Development, Learning & Development, Employment Relation and any other matter of service interests.

ENQUIRIES
:
Dr M Lebaka ( 012 315 1196

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: Posstal address:  The Director-General:  Justice and Constitutional Development, Private Bag X81, Pretoria, 0001. OR Physical address:  Application Box, First Floor Reception, East Tower, Momentum Building, 329 Pretorius Street, Pretoria.

CLOSING DATE
:
19 February 2007

POST 05/45
:
ADMINISTRATIVE OFFICER: VETTING SERVICES REF 07/46/RM
SALARY
:
R98 916 – R114 843 per annum.  The successful candidate will be required to sign a performance agreement.

CENTRE
:
National Office, Pretoria

REQUIREMENTS
:
A Bachelor’s degree or equivalent qualification plus two years’ applicable experience or Grade 12 plus ten years’ relevant experience; A drivers’ license will be a recommendation.  Skills and competencies: Computer literacy (MS Office); Problem solving and analytical thinking; Communication skills (written and verbal); Service delivery Innovation; Client orientation and Customer focus; Honesty and Integrity; Work place Ethics; Attention to detail.

DUTIES
:
Distribute and receive all vetting applications forms within the DOJ & CD; Dispatching of all completed vetting application forms for investigation purposes; Follow up inquiries in respect of the information required in the application forms; Assist the vetting specialist in the scheduling of vetting interviews; Collate monthly and quarterly management reports; Provide weekly feedback to the vetting specialists in respect of the vetting application forms; Maintain and update a database of all vetted employees; Verity information contained in the vetting applications forms.

ENQUIRIES
:
Mr Patrick Pholoholo ( 012 357 8277  

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: Posstal address:  The Director-General:  Justice and Constitutional Development, Private Bag X81, Pretoria, 0001. OR Physical address:  Application Box, First Floor Reception, East Tower, Momentum Building, 329 Pretorius Street, Pretoria.

CLOSING DATE
:
19 February 2007

POST 05/46
:
SECRETARY TO THE DIRECTOR: SHEQ REF 07/47/RM
SALARY
:
R98 916 – R114 843 per annum.  The successful candidate will be required to sign a performance agreement.

CENTRE
:
National Office, Pretoria

REQUIREMENTS
:
A Secretarial / Office Management qualification or equivalent and/or three years relevant experience; Knowledge and experience in Barnowl software will serve as a recommendation; Short-listed candidates will be required to pass a typing test; Willing to work irregular hours; A valid code EB-drivers’ license. Skills and competencies: Excellent communication skills (verbal and written); Good and courteous telephone and inter-personal relations; Computer literacy (MS Office); Good Public relations skills; Hard working skills; Ability to work under pressure and independently; Able to work irregular hours; Efficient and resourceful.

DUTIES
:
Manage the diary of the Director; Type correspondence such as reports, submissions and letters; Co-ordinate meetings, workshops/conferences and perform administrative tasks such as taking minutes; Maintain a filing system to file and retrieve documents; Operate standard office equipment (fax machine, photocopiers and telephone); Make official travelling arrangements for the Director;  Compile and submit T & S claims. 

ENQUIRIES
:
Mr W Manhegeni ( 012 357 8747

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: Posstal address:  The Director-General:  Justice and Constitutional Development, Private Bag X81, Pretoria, 0001. OR Physical address:  Application Box, First Floor Reception, East Tower, Momentum Building, 329 Pretorius Street, Pretoria.

CLOSING DATE
:
19 February 2007

POST 05/47
:
SECRETARY TO THE DIRECTOR: STRATEGY MONITORING & EVALUATION (2 POSTS) REF 07/58/COO

SALARY
:
R98 916 – R114 843 per annum.  The successful candidate will be required to sign a performance agreement.

CENTRE
:
National Office, Pretoria

REQUIREMENTS
:
Secretarial qualification or relevant experience; Extensive experience in secretarial and office management; Shortlisted candidates will be required to pass a typing test; Willingness to work outside official hours. Skills and Competencies: Proficiency in Microsoft Office programs; Above average planning and organizing skills; Ability to conduct basic research; Basic problem solving; Ability to apply good judgement and decision making skills; Excellent communication (verbal and written); Assertiveness and confidence to interact at all levels; Accuracy and attention to detail; Ability to deal with confidential information.

DUTIES
:
Provide high quality secretarial support to the Director; Administer the on-line and physical diary of the Director; Manage information and data on behalf of the Director (Filing); Plan and schedule day to day tasks of the Director; Organise meeting/workshops/conferences and functions; Draft coherent and convincing submissions and executive reports from notes; Type and edit correspondence; Receive and attend to visitors; Serve refreshments at identified meetings as indicated by the Director; Handle travel arrangements e.g. passport and visas, accommodation, flight tickets, subsistence and travel claims, money exchange and other tasks as directed by the Director; Liase with internal and external stakeholders as directed.

ENQUIRIES
:
Mr Bheki Mbonani ( (012) 357 8246

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: Posstal address:  The Director-General:  Justice and Constitutional Development, Private Bag X81, Pretoria, 0001. OR Physical address:  Application Box, First Floor Reception, East Tower, Momentum Building, 329 Pretorius Street, Pretoria.

CLOSING DATE
:
19 February 2007

POST 05/48
:
ADMINISTRATIVE OFFICER: OFFICE MANAGER (2 POSTS) REF 07/63/KZN

SALARY
:
R98 916 – R114 843 per annum.  The successful candidate will be required to sign a performance agreement.

CENTRE
:
Magistrate, Ongoye (1) Kwamsane (1)

REQUIREMENTS
:
A Bachelor’s Degree or equivalent qualification or Grade 12 with ten years experience in Office and District Administration, PFMA, DFI and Transport Policies; Management and supervisory experience of functions related to employment and Performance Management; Sound knowledge of Human Resources, Financial, Asset and Risk Management; Knowledge of Public Service Regulations issued under Proclamation No.103 of 1994, the Public Service Act 1994 and other statutory or governmental and departmental instructions, policies, manuals and codes applicable to the work of the Department; A valid driver’s license. Skills and Competencies: Computer literacy (MS Office); Good Communication (verbal and written); Good interpersonal relations and problem solving skills; Ability to work under pressure and to work independently.

DUTIES
:
Assist with control over duties related to Domestic Violence Act, Maintenance Act, Provisioning Administration and Cash Hall (Monies in Trust, Vote account, budgeting, Cash Flow Management), Criminal and Civil sections and General Services; Render efficient and effective support to the courts; General supervision of clerical staff; Draft memoranda, submissions and reports; Compile statistics to show performance and trends; Assist with checking of diverse documents and work performance by co-workers for completion and correctness, management and records related to the function of the Department; Quarterly assessment of staff under control; Facilitate training and development of clerical personnel; Assist with control of utilization and maintenance the Assets and Accommodation of the office; Handle and process all administrative matters associated with the relevant functions within Court Support Services; Attend to members of the public, legal fraternity, etc; Co-ordinate, manage and administer support services to the judiciary, prosecution and other court users to ensure delivery of justice service; Supervisory and disciplinary duties; Training of personnel; Implementation of departmental polices; Any other duties that may be necessary to ensure the smooth – running of the office.

ENQUIRIES
:
D Oellermann ( 035 792 6770

APPLICATIONS
:
If applying for more than one post, please list in order of preference. Quoting the relevant reference number, direct your application to: The Regional Head, Private Bag X54372, Durban, 4000

CLOSING DATE
:
19 February 2007

POST 05/49
:
ADMINISTRATIVE OFFICER REF 07/59/MP

SALARY
:
R98 916 – R114 843 per annum.  The successful candidate will be required to sign a performance agreement.

CENTRE
:
Magistrate, Standerton (1) Balfour (1)

REQUIREMENTS
:
A Bachelor’s Degree or equivalent qualification or Grade 12 with ten years experience in Office and District Administration, PFMA, DFI and Transport Policies; Extensive knowledge of the Medium Term Expenditure Framework and BAS; Knowledge of Justice Yellow Pages (JYP) will be an advantage. Skills and Competencies: Computer literacy (MS Office); Good Communication (verbal and written); Good interpersonal relations Problem solving and conflict management; Proven management skills; Accuracy and attention to detail; Ability to function independently at lower courts.

DUTIES
:
Function independently as Office manager in lower courts; Execute a variety of administrative tasks pertaining to the rendering of administrative support to line functionaries, e.g. the controlling of documents, the drafting of memoranda and submission, the drafting of correspondence to members of the public, other organizations and state departments; Render advice/assistance on a wide spectrum of matters within occupational class context, e.g. the interpreting of statutes/ provisions, budgeting, maintenance, legal advice, planning actions and special projects; Render training to administrative personnel with regard to official matters.

ENQUIRIES
:
Mr S T Khoza ( 013 752 8393

APPLICATIONS
:
If applying for more than one post, please list in order of preference. Quoting the relevant reference number, direct your application to:  The Regional Head, Private Bag X11249, Nelspruit, 1200.

CLOSING DATE
:
19 February 2007

POST 05/50
:
CHIEF ADMINISTRATION CLERK REF 07/60/KZN
SALARY
:
R98 916 – R114 843 per annum.  The successful candidate will be required to sign a performance agreement.

CENTRE
:
Magistrate, Ladysmith

REQUIREMENTS
:
A Bachelor’s degree or equivalent qualification or Grade 12 with ten years experience in Courts and the Departmental Financial Management Systems; Three years cash hall experience in finance; Sound knowledge of Human Resource Management, Financial Management, Budget control, Asset and Facility Management, Supply Chain Management, and Risk Management; Extensive knowledge of the PFMA, DFI, BAS and JYP A valid driver’s license. Skills and Competencies: Computer literacy (MS Office); Good communication (written and verbal); Good interpersonal skills; Able to work independently and under pressure; Attention to detail.

DUTIES
:
Exercise control over duties related to Provisioning Administration, Monies in Trust, Vote Account, Budget administration, BAS and JYP; Render efficient and effective support to the courts; General supervision of clerical staff and formal discipline matters; Manage Performance Management System in the Office; Draft memoranda, submissions and reports; Compile statistics to show performance and trends; Check diverse documents and work performance by co-workers for completion and correctness, document management and maintaining of prescripts and records related to the functions of the Department; Facilitate training and development of clerical personnel; Control Utilization and maintenance of the Assets and accommodation of the Department.  

ENQUIRIES
:
Ms A M Steenkamp ( 036 637 6771 X225

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: The Regional Head, Private Bag X54372, Durban, 4000

CLOSING DATE
:
19 February 2007

POST 05/51
:
ADMINISTRATIVE OFFICER: STRATEGY MONITORING AND EVALUATION REF 07/61/COO

SALARY
:
R98 916 – R114 843 per annum.  The successful candidate will be required to sign a performance agreement.

CENTRE
:
National Office, Pretoria

REQUIREMENTS
:
A Bachelor’s degree or equivalent qualification. Relevant experience in Administration processes/ Clerical work; Skills and Competencies: Computer literacy (MS Office); Good communication skills (written and verbal); Financial Management; Decision making; Interpersonal relations.

DUTIES
:
Attend to administrative correspondences; Ensure the procurement of equipment and stationery; Manage the assets; Handle travel and accommodation arrangements for the staff; Routine administrative duties, photocopying, filing; Assist with organizing of workshops, training, and conferences where necessary.

ENQUIRIES
:
Mr Bheki Mbonani ( (012) 357 8246

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: Postal address: The Director-General: Justice and Constitutional Development, Private Bag X 81, Pretoria, 0001. OR Physical address: Application Box, First floor reception, East Tower, Momentum Building, 329 Pretorius Street, Pretoria

CLOSING DATE
:
19 February 2007

POST 05/52
:
TYPIST REF 07/49/FS

SALARY
:
R46 200 – R53 640 per annum.  The successful candidate will be required to sign a performance agreement.

CENTRE
:
State Attorney, Bloemfontein

REQUIREMENTS
:
Grade 12 or equivalent qualification with typing as a passed subject; Two years relevant experience; Minimum typing speed of 45 WPM and Word Processing successfully completed; Short-Listed candidates will be required to pass a typing test. Skills and Competencies: Computer literacy (MS Office); Good Communication (verbal and written); Good interpersonal relations; Accuracy and attention to detail; Ability to liaise with team members.

DUTIES
:
Type report, memos, letters and any other official documents that may be required to be typed; Attend to general correspondence; Answer telephone and take messages; Render reception services when required; Perform other administrative duties as required.

ENQUIRIES
:
Mr J C Hechter ( 051 400 4315

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: The Regional Head: Private Bag X20578, Bloemfontein, 9300.

CLOSING DATE
:
19 February 2007

ANNEXURE H
DEPARTMENT OF LAND AFFAIRS
The suitable candidate will be selected with the intention of promoting representivity and achieving affirmative action targets as contemplated in the relevant component’s 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
:
11 February 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. If you apply for more than one post in the Department, please submit separate application forms for each post. Applicants will be expected to be available for selection interviews and assessment at a time, date and place as determined by the department. Former employees who have taken voluntary severance packages are not allowed to apply for this position. Department reserves the right not to appoint any applicant to these positions. Person with disabilities are encouraged to apply.

OTHER POSTS

POST 05/53
:
PRINCIPAL PERSONNEL OFFICER (EMPLOYEE BENEFITS AND PERSAL) ( 2 POSTS)  (REFERENCE: S8/3/2007/130)



(Directorate: Human Resource Management)

SALARY
:
R98 916 per annum

CENTRE
:
Pretoria 

REQUIREMENTS
:
Senior certificate as well as personnel administration experience.* Knowledge of Public Service Legislation and Extensive Knowledge of Persal and Employee benifts.* Leadership ability to supervise staff in the unit.* Computer Literacy in respect of Ms Excel, Ms Word and Groupwise.* Ability to work in a team and serve as a team leader. * Ability to identify, develop and apply new ideas and practices in the areas of responsibility which demonstrates a proactive approach to problem solving. * Good written and verbal communication skills and sound interpersonal relations.* Successful completion of Persal Personnel Administration course and knowledge of Persal will be required.

DUTIES
:
Manage supervise and train staff in the unit.*Manage the administration of employee benenifts . * Complete submissions.* Respond to audit enquiries and any other task related to human resource matters. * Check work for accuracy and correctness. * Submit statistics and regular reports on the work performance. * Perform work of a more complex nature. * Check and approve tranactions on Pesal.

NOTE
:
African and Indian Males are encouraged to apply for these posts

POST 05/54
:
REGISTRY CLERK GRADE II (REFERENCE: S8/3/2007/102 )
SALARY
:
R46 200 per annum 

CENTRE
:
Office Of The Surveyor-General: Pretoria

REQUIREMENTS
: 
Applicants must have a Grade 12  (Standard 10)  (or equivalent) certificate, experience of Registry work and MS Excell spreadsheets.  Good physical health and mobility is imperative. The following will be recommendations: The ability to work under pressure and in a diverse team.

DUTIES
:
The successful candidate will be responsible for the following duties:  File files  (alphabetical, numerical and alpha-numerical). File correspondence on files Retrieve files / documentation on request. Capture daily filing lists. Search for files and do filing in officials’ offices. Maintain approved filing system. Keep shelving neat and updated. Operate photo copiers, faxes; Any other Registry-related tasks as allocated.

ANNEXURE I
NATIONAL TREASURY

APPLICATIONS
:
National Treasury, Private Bag X115, Pretoria, 0001 or e-mail to recruit.oag@treasury.gov.za. Applications can also be faxed to (012) 315 5856.

FOR ATTENTION
:
Ms JD Miyaba

CLOSING DATE
:
9 February 2007 (at 12:00)

NOTE
:
Qualification and SA citizenship checks will be conducted on all short-listed candidates. Where applicable, successful candidates will be subjected to additional checks. It is the applicant’s responsibility to have foreign qualifications evaluated by the South African Qualifications Authority (SAQA).

OTHER POST

POST 05/55
:
SENIOR FINANCIAL ADMINISTRATION OFFICER: LOCAL GOVERNMENT TRAINING REFERENCE NUMBER: S015/2006



Division: Office of the Accountant-General

SALARY
:
R289 635 per annum  (including benefits)

CENTRE
:
Pretoria

REQUIREMENTS
: 
A degree or diploma in Accountancy or equivalent qualification ● Completed Article of Clerkship (Auditing) will be an advantage ● 3 – 5 years’ experience in the financial accounting field. Public sector exposure will be an advantage ● Experience in report writing and compiling and delivering of presentations ● An understanding of GRAP and GAMAP ● Knowledge of MS Office suite and computerised financial systems ● Knowledge of Government systems will be an advantage ● An understanding of Government structures and legislation such as the PFMA and MFMA

DUTIES
:
It would be expected from the candidate to:  ● Research best practice in accounting on various topics  ● Participate in group projects and manage projects where necessary ● Assist in implementation of GRAP, GAMAP and reforms, including assisting with the development of implementation strategies, plans and awareness material ● Comment on documents received from stakeholders and colleagues ● Assist with preparation of reporting frameworks for all spheres of Government  ● Assist in preparing specimen financial statements for all spheres of Government  ●  Provide strategic inputs into the Chief Directorate and Directorate

ANNEXURE J
DEPARTMENT OF SOCIAL DEVELOPMENT

It is our intention to promote representivity (race, gender and disability) in the Public Service through the filling of this post and candidates whose transfer / promotion / appointment will promote representivity will receive preference.

APPLICATIONS
:
The Director General, Department of Social Development, Private Bag X901, Pretoria, 0001, Physical Address: HSRC Building, 134 Pretorius Street

FOR ATTENTION
:
Ms J Malala

CLOSING DATE
:
19 February 2007

NOTE
:
A curriculum vitae with a detailed description of duties, the names of two referees as well as certified copies of qualifications must accompany your application for employment. It will be required of the successful candidate to undergo an appropriate security clearance. An indication in this regard will facilitate the processing of applications. Applicants must please note that they will be required to show proof of original qualifications during the selection process. Correspondence will be limited to successful candidates only. If you have not been contacted within three months after the closing date of this advertisement, please accept that your application was unsuccessful. It is the applicant’s responsibility to have foreign qualifications evaluated by the South African Qualification Authority (SAQA).  Short listed candidates must be prepared to undergo competency assessment.

MANAGEMENT ECHELON

POST 05/56
:
DIRECTOR: INTEGRATED DEVELOPMENT PLANNING AND STRATEGY CO-ORDINATION



Branch: Integrated Development

SALARY
:
R502 725 p.a. This inclusive remuneration package consists of a basic salary, the states’ contribution to the Government Employees Pension Fund and a flexible portion that may be structured i.t.o. the applicable rules. The successful candidate will be required to enter into a performance agreement and to sign an employment contract.

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate recognised Degree/ Diploma or equivalent qualification preferable in the field of strategy development and planning/ development studies PLUS sufficient management experience. Knowledge of programmes and systems. Knowledge of customer relations management.  Knowledge and experience of database management and overseas Development Assistance Frameworks. Knowledge and experience of Project costing. Knowledge and experience in policy development in public sector. Knowledge of the Public Finance Management Act. Competencies needed: Public relations skills. Fundraising skills. Financial management skills. Project management skills.  Communication (written, verbal and presentation) skills.  People management and empowerment skills.  Client orientation and customer focus skills.  Ability to translate stakeholder interests into programmes.  Monitoring and evaluation skills. Research and policy development skills. Presentation and facilitation skills. Negotiation skills. Attributes: Ability to work under pressure. Ability to work independently and as part of a team. Adaptability. Confident. Accurate with an eye for detail. Compliant. Self-starter. Political sensitivity.

DUTIES
:
Key Responsibilities: Monitor the development and implementation of branch policies and goals in line with the departmental monitoring and evaluation framework. Facilitate inter and intra programme alignment and cooperation towards common branch objectives. Align branch strategic plans, business plans and reports. Donor mobilization and reporting on donor supported programmes. Monitor and report on spending patterns in line with progress report. Facilitate the finalization and disbursement of reports. Manage the budget and personnel in the office of the DDG. Develop and implement change management strategies and systems in the Branch. Review and assess, and quality assure information provided to the DDG. Collate information necessary for the DDG’s participation and reporting on clusters priorities and programmes. 

ENQUIRIES
:
Ms V Nhlapo, Tel: (012) 312-7662

OTHER POSTS

POST 05/57
:
ASSISTANT DIRECTOR: CHILDREN BENEFITS


Directorate: Children and Family Benefits

SALARY
:
R183 084 p.a.

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate recognised Bachelor’s Degree (or equivalent qualification) in the Social Sciences plus credible experience. Competencies needed: Project management skills. Policy development and analytical skills. Ability to monitor and evaluate programmes. Organising and planning skills. Good liaison, communication, negotiation and report writing skills. Presentation skills. Skills in quality assurance. Financial management skills. Research skills. Computer Literacy.

DUTIES
:
Facilitate the review of existing policies, legislation and strategies on benefits to children. Facilitate the identification of policy and legislative gaps in respect of service delivery to Children.  Facilitate and analyse/interpret research in respect of social assistance of children.  Facilitate the formulation of policies and development of strategies for implementation of policies in respect of social assistance to children.  Facilitate task team meetings and render secretariat services.  Facilitate stakeholder consultation on policy initiatives and legislative frameworks.   

ENQUIRIES
:
Ms P Naicker Tel: (012) 312-7699

POST 05/58
:
FINANCIAL ASSISTANT TO CHIEF DIRECTOR


Chief Directorate Children

SALARY
:
R122 841 p.a.

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate recognised three year Bachelor’s degree or equivalent qualifications PLUS credible experience  in financial management as well as government provisioning and procurement procedures. Competencies needed: Knowledge of the Public Finance Management Act, Treasury Regulations, Provisioning Administration Manual, State Tender Board directives (ST37 & ST36) as well as the Division of Revenue Act.  Management skills. Organising and planning skills. Communication  (written, verbal and liaison skills. Computer software knowledge and experience. Presentation skills. Exposure to project management and strategic processes will be an added advantage. 

DUTIES
:
Key Responsibilities: Effectively controls and monitors the budget, provisioning administration and procurement functions of the Chief Directorate by - Compiling monthly cashflow and expenditure projections for submission to the Directorate: Budgeting Planning and Monitoring. Facilitating the compilation of the zero based budget inputs from senior managers for timeous submission to the Directorate: Budgeting Planning and Monitoring.  Providing the projections on personnel expenditure in collaboration with the Directorate: Human Resource Management. Compiling a monthly report on the financial position of the Chief Directorate which reflects the expenditure trends according to the Basic Accounting System (BAS) expenditure reports and the manual expenditure system with projections for the remainder of the financial year, for tabling at the Budget Committee meetings. Maintaining the day to day expenditure records on the manual system according to source documents received.  Facilitating the verification of monthly BAS expenditure reports to ensure that discrepancies such as incorrect postings are identified and reported. Facilitating the implementation of an effective asset management system for the Chief Directorate as well as the proper safe guarding thereof.  Providing advice to senior managers in respect of all logistical functions in collaboration with the Subdirectorate: Logistics. Liaising with the Sub Directorate: Internal Control in terms of the implementation of departmental policies, procedures, processes and internal control mechanisms in line with the Public Finance Management Act, 1999, Treasury Regulations and other related prescripts and guidelines which will affect the Chief Directorate.  Facilitating the compilation and co-ordination of inputs from the Chief Directorate to the annual financial statements of the Department. Facilitating the timeous response to audit queries and ensuring that set due dates are met. Providing assistance with the completion and controlling of payment advices, VAS2's, travel and subsistence advances and claims.  

ENQUIRIES
:
Dr M Mabetoa, Tel: (012) 312-7546

POST 05/59
:
SENIOR SECRETARY GRADE III


Directorate: Social Relief

SALARY
:
R79 407 p.a.

CENTRE
:
Pretoria

REQUIREMENTS
:
Grade 12 or equivalent Certificate PLUS credible experience in the administrative/secretarial field.  Candidates on the short list will be required to undergo a computer literacy/typing test and a test to assess written communication skills.  Knowledge of document tracking, storage and retrieval. Knowledge of filing systems. Knowledge of provisioning administration prescripts. Competencies needed: Planning and organising skills. Ability to interpret directives. Interpersonal skills. Problem solving skills.  Typing skills. Communication (written and verbal) skills. Cost consciousness. MS Office Suite. Telephone etiquette. Personal attributes Friendly. Confident. Accurate. Adaptable.  Independent.  Ability to work under pressure and to cope with a high workload. 

DUTIES
:
Key Responsibilities: Answer the telephone, make telephone calls on behalf of the senior manager and canalise telephone calls to the relative unit.  Receive clients or visitors.  Arrange meetings, workshops and appointments and provide administrative support.  Manage the diary of the senior manager.  Arrange journeys and accommodation and compile and submit subsistence and travel claims.  Scan, manage and draft correspondence, documentation, supporting registers and filing.  Facilitate inputs for parliamentary questions.  Take notes, keep minutes and do typing.  Co-ordinate financial inputs as well as human resource management and human resource development matters.  Act as Chief User Clerk.

ENQUIRIES
:
Mr J Molifi, Tel: (012) 312-7624

POST 05/60
:
SENIOR SECRETARY GRADE III


Branch: Social Policy

SALARY
:
R79 407 p.a.

CENTRE
:
Pretoria

REQUIREMENTS
:
Grade 12 or equivalent Certificate PLUS credible experience in the administrative/secretarial field.  Candidates on the short list will be required to undergo a computer literacy/typing test and a test to assess written communication skills.  Knowledge of document tracking, storage and retrieval. Knowledge of filing systems. Knowledge of provisioning administration prescripts. Competencies needed: Planning and organising skills.  Ability to interpret directives.  Interpersonal skills.  Problem solving skills.  Typing skills. Communication (written and verbal) skills. Cost consciousness. MS Office Suite. Telephone etiquette. Personal attributes. Friendly.  Confident. Accurate. Adaptable. Independent. Ability to work under pressure and to cope with a high workload.

DUTIES
:
Key Responsibilities: Answer the telephone, make telephone calls on behalf of the senior manager and canalise telephone calls to the relative unit.  Receive clients or visitors.  Arrange meetings, workshops and appointments and provide administrative support.  Manage the diary of the senior manager.  Arrange journeys and accommodation and compile and submit subsistence and travel claims.  Scan, manage and draft correspondence, documentation, supporting registers and filing.  Facilitate inputs for parliamentary questions.  Take notes, keep minutes and do typing.  Co-ordinate financial inputs as well as human resource management and human resource development matters.  Act as Chief User Clerk.

ENQUIRIES
:
Ms M Modiselle, Tel: (012) 312-7815

POST 05/61
:
SENIOR MESSENGER


Directorate: Information Management 

SALARY
:
R40 227 p.a.

CENTRE
:
Pretoria

REQUIREMENTS
:
A Grade 10 Certificate or equivalent qualification OR Abet Level 4.  A Grade 12 Certificate or equivalent qualification will be an added advantage. Competencies needed: Ability to read and write. Computer literacy. Ability to handle urgent and confidential records. Knowledge of courier services. Attributes: Accurate Attention to detail Communicative Friendly Positive attitude

DUTIES
:
Key Responsibilities: Render an effective and efficient messenger service. Render effective and efficient courier services. Collection of mail bag from the Post Office. Collection and distribution of official mail from various offices.

ENQUIRIES
:
Ms. J. Molelekwa, Tel: (012) 312-7909

ANNEXURE K
DEPARTMENT OF SPORT AND RECREATION

Sport and Recreation South Africa is an equal opportunity and an affirmative action employer. It is our intention to promote representivity in the department through the filling of posts and we reserve the right not to fill a position.

APPLICATIONS
:
The Acting Director-General, Department of Sport and Recreation, Private Bag X896, Pretoria, 0001

CLOSING DATE
:
9 February 2007

NOTE
:
Applications must be submitted on Form Z83, obtainable from any Public Service department and should be accompanied by a comprehensive CV and certified copies of qualifications. Correspondence will be limited to successful candidates only. If you have not been contacted within 3 months after the closing date of this advertisement, please accept that your application was unsuccessful. No late applications or faxes will be accepted.

OTHER POSTS

POST 05/62
:
DEPUTY DIRECTOR: SCHOOL MASS PARTICIPATION


Directorate: School Sport

SALARY
:
A total salary package of R289 635 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
A relevant Bachelor’s Degree (NQF level 6) plus 3 – 5 years full-time experience in sports management. Candidates must be South African citizens and must be in possession of a code 08 drivers license and be willing to travel. Candidates must have excellent communication and organizational skills, project management skills / experience and the ability to interact on high profiled levels. Experience working in a school sport structure and thorough knowledge of school sport within the broader sporting context will be an added advantage.
DUTIES
:
* Planning and organizing the activities of the Sub-Directorate. * Provide operational leadership pertaining to the maintenance of a framework and delivery mechanisms as well as monitor, evaluate, develop and ensure the implementation of interventions, to increase the number of participants in sport and recreation activities. * Advises SRSA management on mass participation related issues, including relevant policies and legislation and assist the Director and Chief Director in communicating the Directorate’s strategic vision. * Prepare reports, memos, summaries and analyses findings on sport and recreation activities. * Oversee the Sub-directorate’s budget and resources in accordance with the Public Finance Management Act (PFMA) of 1999 and Treasury Regulations. 

ENQUIRIES
:
Ms. Thokozile Mkhonto, Tel (012) 304-5171

NOTE
:
Short-listed candidates will be subject to security vetting. The successful candidate will be required to enter into a performance agreement with the Director: School Sport. We welcome applications from persons with disabilities.

POST 05/63
:
DEPUTY DIRECTOR: COMPETITIVE PROGRAMMES



Directorate: School Sport

SALARY
:
A total salary package of R289 635 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
A relevant Bachelor’s Degree (NQF level 6) plus 3 – 5 years full-time experience in sports management. Candidates must be South African citizens and must be in possession of a code 08 drivers license and be willing to travel. Candidates must have excellent communication and organizational skills, project management skills / experience, the ability to interact on high profiled levels and a thorough knowledge of school sport and school sport structures.
DUTIES
:
Planning and organizing the activities of the Sub-Directorate. * Provide operational leadership pertaining to the maintenance of a framework and delivery mechanisms as well as monitor, evaluate, develop and implement interventions to manage and co-ordinate school sport competitive programmes. * Closely align and translate into operational reality the strategic vision of the Directorate as espoused by the Director. * Manage and organize all school sport competitive programmes: National, Provincial and Regional * Advises SRSA management on the management and co-ordination of school sport competitive programmes, including other relevant policies and legislation and assist the Director and Chief Director in communicating the Directorate’s strategic vision. * Prepare reports, memos, summaries and analyses findings on school sport competitive programmes. * Oversee the Sub-directorate’s budget and resources in accordance with the Public Finance Management Act (PFMA) of 1999 and Treasury Regulations. 

ENQUIRIES
:
Ms. Thokozile Mkhonto, Tel (012) 304-5171

NOTE
:
Short-listed candidates will be subject to security vetting. The successful candidate will be required to enter into a performance agreement with the Director: School Sport. We welcome applications from persons with disabilities.

POST 05/64
:
DEPUTY DIRECTOR: PROPERTY SERVICES


Directorate: Auxiliary Services

SALARY
:
A total salary package of R 289 635 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
A relevant Bachelor’s degree (NQF level 6) and 3-5 years experience in a clerical / administrative / management capacity. Candidates must be South African citizens. Candidates should have a thorough knowledge of principles and procedures for property and security management, planning and project management skills and effective verbal and written communication skills. 

DUTIES
:
* Planning and organizing the activities of the Sub-Directorate. * Manage the development and implementation of an accommodation maintenance policy by ensuring that the accommodation needs of the department are adequate and that it meets the standards of the OHS Act with regard to safety, maintenance, cleaning and hygiene as well as identifying potential risks in the accommodation of the department and put measures in place to address the identified risks and document such risks as per the OHS Act. * Manage the development and implementation of a security policy by Continually evaluate the strategy and procedures established and implemented to secure SRSA assets and the safety of staff and visitors and implement improvements if and when necessary, continually evaluate the services being provided by external service providers to ensure value for money and to implement corrective action if and when necessary as well as consider the recommendations of responsible government agencies and to implement these recommendations if and when necessary. * Manage the procurement, maintenance and utilisation of office accommodation by drafting needs assessments in collaboration with stakeholders, engaging suppliers of accommodation and relevant parties and providing detailed task directives to SCM for procurement of required accommodation. * Operational leadership pertaining to information security by liaising with NIA on the requirements for information security and developing and implementing internal policies on information security. *  Manage the provision of physical security by liaising with SAPS on the requirements for physical security and developing and implementing internal policies on physical security. * Oversee the Sub-directorate’s budget and resources in accordance with the Public Finance Management Act (PFMA) of 1999 and Treasury Regulations. 

ENQUIRIES
:
Mr. Retief le Roux, Tel (012) 304-5035

NOTE
:
Short-listed candidates will be subject to security vetting. The successful candidate will be required to enter into a performance agreement with the Director: Auxiliary Services. We welcome applications from persons with disabilities.

POST 05/65
:
DEPUTY DIRECTOR: LOGISTICS


Directorate: Auxiliary Services

SALARY
:
A total salary package of R 289 635 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
A relevant Bachelor’s degree (NQF level 6) and 3-5 years of full-time experience in a clerical  / administrative capacity within an office management unit. Candidates must be South African citizens. Candidates should have a thorough knowledge of principles and procedures for logistics management, proven planning and project management skills and effective verbal and written communication skills. 

DUTIES
:
* Planning and organizing the activities of the Sub-Directorate. * Manage the development and implementation of a transport, traveling and hotel accommodation policy. * Manage the development, implementation, integration, maintenance and communication of a logistical support system. * Appraise, change and implement structures, policies and procedures and personnel involved. * Report on office management as per regulatory requirement. *  Ensure provisioning of office support services through SRSA. * Office management staff management, motivation, recruitment and selection. * System owner of document management system. * Pursues professional development opportunities, including external and internal training and professional association memberships, and shares information with co-workers. * Adheres to all organizational and professional ethical standards. * Oversee the Sub-directorate’s budget and resources in accordance with the Public Finance Management Act (PFMA) of 1999 and Treasury Regulations. 

ENQUIRIES
:
Mr. Retief le Roux, Tel (012) 304-5035

NOTE
:
Short-listed candidates will be subject to security vetting. The successful candidate will be required to enter into a performance agreement with the Director: Auxiliary Services. We welcome applications from persons with disabilities.

POST 05/66
:
DEPUTY DIRECTOR: EXPENDITURE MANAGEMENT



Directorate: Finance

SALARY
:
A total salary package of R289 635 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
A relevant Bachelor’s degree (NQF level 6) and 3 - 5 years of full-time experience in finance on BAS, LOGIS and PERSAL. Candidates must be South African citizens. Candidates should have a thorough knowledge of BAS, LOGIS, PERSAL, PFMA and Treasury Regulations, proven planning and project management skills, effective verbal and written communication skills and some skill in economic or statistical analysis and strategic planning.

DUTIES
:
* Planning and organizing the activities of the Sub-Directorate. * Oversee the administration of departmental expenditure (payments). * Oversee the reviewing and verifying action of data coming to the payroll system from various sources; the summarizing and balancing of the payroll monthly. * Oversee BAS / PERSAL system and ensure payments are timeously and accurately authorized and executed, which includes acting as liaison with BAS / PERSAL as System / Salary Controller, responding to inquiries regarding the payroll system, completing employee pay verifications for various organizations, monitoring the process of miscellaneous deductions and adjustments, overseeing the preparation and coordination of payments for miscellaneous deductions, maintaining accumulated leave records for all employee, including annual and sick leave used or accrued and process adjustments and corrections plus overseeing the maintenance of proper payroll records as prescribed by law; provide various documents as custodian of the records when subpoenaed. * Review implementation of cost effective accounting and management policies, and procedures throughout SRSA, relating to Expenditure Management. * Contribute to departmental strategy planning and development. * Identify and initiate remedial action on unauthorized / irregular / fruitless / wasteful expenditure. * Oversee compilation of expenditure reports. * Oversee the Sub-directorate’s budget and resources in accordance with the Public Finance Management Act (PFMA) of 1999 and Treasury Regulations. 

ENQUIRIES
:
Mr. Makoto Matlala, Tel (012) 304-5166

NOTE
:
Short-listed candidates will be subject to security vetting. The successful candidate will be required to enter into a performance agreement with the Director: Finance. We welcome applications from persons with disabilities.

POST 05/67
:
SENIOR INTERNAL AUDITOR: ANTI-FRAUD AND CORRUPTION


Directorate: Internal Audit

SALARY
:
A total salary package of R289 635 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
A relevant Bachelor’s degree / Graduate degree, preferably Comm. – Accounts, Auditing and Internal Auditing major (NQF level 6) / Post graduate degree / In process of writing CIA (NQF level 7) and 3 – 4 years of full-time experience in internal auditing. Candidates must be South African citizens. Candidates should have updated technical knowledge to effectively anticipate / manage internal risk, knowledge of and skill in applying internal auditing and accounting principles and practices, knowledge of industry program policies, procedures, regulations, and laws including the Public Finance Management Act (PFMA), skills in collecting and analyzing complex data, evaluating information and systems, and drawing logical conclusions; planning and in maintaining composure under pressure while meeting multiple deadlines and word processing, spreadsheet, and other business software to prepare reports, memos, summaries, and analyses and excellent verbal and written communication skills.

DUTIES
:
* Planning and organizing the activities of the Sub-Directorate. * Follow-ups on the implementation and effect of agreements. * Collects information, reviews evidence, documents, develops and administers surveys, composes summary memos, and prepares working papers. * Complete work papers in accordance with IIA standards. * Assists with the development of and responsible for the record keeping for a database for knowledge management purposes. *  Provides any administrative support required in the execution or rollout of audits as well as the reporting thereof. * Assists with the identification, development, and documentation of audit issues and recommendations concerning areas being reviewed. * Assists in the preparation of the results of audit and consulting projects to be communicated via written reports and oral presentations to management and the audit committee. * Represents internal audit on organizational project teams, at management meetings, and with external organizations. * Performs related work as assigned by audit management. 

ENQUIRIES
:
Ms. Elsie Cloete, Tel (012) 304-5010

NOTE
:
Short-listed candidates will be subject to security vetting. The successful candidate will be required to enter into a performance agreement with the Director: Internal Audit. We welcome applications from persons with disabilities.

POST 05/68
:
DEPUTY DIRECTOR: HUMAN RESOURCE MANAGEMENT


Directorate: Human Resources

SALARY
:
A total salary package of R289 635 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
A relevant Bachelor’s Degree (NQF level 6) plus 3 – 5 years full-time experience in the field of human resource management. Thorough knowledge of the PERSAL payroll system. Candidates must be South African citizens. Candidates must have excellent communication and organizational skills as well as proven planning / project management skills. 

DUTIES
:
* Planning and organizing the activities of the Sub-Directorate. * Provide operational leadership pertaining to the development of HR policies. *  Develop, manage, organize and facilitate policies and practices to meet the strategic needs of SRSA. * Liaising with external as well as internal stakeholders regarding development of HR policies. * Oversee and participate in the development and administration of the division. * Plan, direct, coordinate and review the work plan for the assigned division; assign work activities, projects and programs; review and evaluate work products, methods and procedures; identify and resolve problems. * Manage all services and activities of the assigned Human Resources division. * Oversee the submission of Quarterly HR reports. * Serve as PERSAL controller for the department. * Oversee the implementation and application of HR policies and practices by advising on the efficiency and effectiveness of service delivery methods and procedures. * Recommend, within departmental policy, appropriate service and staffing levels. *Oversee the Sub-directorate’s budget and resources in accordance with the Public Finance Management Act (PFMA) of 1999 and Treasury Regulations. 

ENQUIRIES
:
Ms. Susan Hyman, Tel (012) 304-5021

NOTE
:
Short-listed candidates will be subject to security vetting. The successful candidate will be required to enter into a performance agreement with the Director: Human Resources. We welcome applications from persons with disabilities.

POST 05/69
:
DEPUTY DIRECTOR: ORGANIZATIONAL PERFORMANCE
SALARY
:
A total salary package of R289 635 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
A relevant Bachelor’s Degree (NQF level 6) plus 3 – 5 years full-time experience in the field of strategic HR, workforce planning and development, organizational behaviour, industrial psychology or similar, including management thereof. Candidates should have a thorough knowledge of principles and procedures for organizational development, including best practices in this arena. Candidates must be South African citizens. 

DUTIES
:
* Planning and organizing the activities of the Sub-Directorate. * Formulate and oversee the implementation of an organizational and employee development strategy to support the Department’s programme of organizational change, including the development and maintenance of a Career Development Framework, the development and maintenance of a performance management framework and the development and maintenance of a skills development framework. *  Advise the Department on HR and organizational development matters such as managing the job evaluation process including process management and work design, establishing and identifying strategic priorities for development and learning across the Department, providing advice on change related strategies and issues and providing for the management and mitigation of change related risks and issues. * Formulate and oversee the implementation of an organizational and employee development strategy to support the Department’s programme of organizational change, including the development and maintenance of a Career Development Framework, a Performance Management Framework and a Skills Development Framework. * Set Departmental targets with regard to HR and Organizational Development, to monitor and report progress in achieving these targets, and to maintain an overview of Departmental performance in these areas. * Successful implementation of organizational and staff development aspects of the Human Resources Strategy and ensure they are reviewed and updated regularly as well as consult with the other Directorates and trade unions etc. as required. * Manage and monitor the work performance of the Department and employee development in order to achieve the agreed work plan and service within the approved budgets. * Direct the delivery of creative and innovative training and development services within budgets and timescales and to appropriate service standards and initiate, in conjunction with outside bodies, as appropriate steps leading to the provision of new developments in the sphere of learning. * Identify opportunities for systems improvement: increased cross-functional and inter-group collaboration and co-ordination, and the free flow of information and ideas, and design and lead interventions to achieve these. * Lead the design and development of policies, strategies and monitoring frameworks to support organizational safety and well-being and ensure compliance with Occupational Safety and Health legislation. * Evaluate and appraise the Department’s learning development policies and practices ensuring that the cost effectiveness of the Department’s training activities and to take appropriate action as necessary. * Oversee the development and implementation of the performance management framework. * Provide leadership in supporting the development of a stronger performance management culture and lead the process for introducing a balanced scorecard approach to all levels of the organization. * Oversee the Sub-directorate’s budget and resources in accordance with the Public Finance Management Act (PFMA) of 1999 and Treasury Regulations. 

ENQUIRIES4
:
Ms. Susan Hyman, Tel (012) 304-5021

NOTE
:
Short-listed candidates will be subject to security vetting. The successful candidate will be required to enter into a performance agreement with the Director: Human Resources. We welcome applications from persons with disabilities.

POST 05/70
:
DEPUTY DIRECTOR: COMMUNICATION


Directorate: Communication And Information Services

SALARY
:
A total salary package of R289 635 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
A relevant Bachelor’s Degree (NQF level 6) in Journalism, Communications, Marketing and / or a related field plus 3 – 5 years experience in middle management. Candidates must be South African citizens and must be in possession of a code 08 drivers license and be willing to travel. Candidates should have the ability to work effectively as a team member, broad knowledge and understanding of Government’s priorities and programme of action in general and the SRSA in particular, strong editorial skills, project management and strategic planning skills and excellent communication and organizational skills. 

DUTIES
:
* Planning and organizing the activities of the Sub-Directorate. * Assist the Director: Communications and Marketing with the implementation of the broad communication and marketing strategy for SRSA. * Design and implement an integrated communication and marketing plan, with clear objectives and deliverables. * Monitor and ensure timeous compilation, publication and distribution of internal publications. * Assist management with the design of communication and marketing models to eliminate information gaps between various stakeholders. * Manage the transfer of marketing and public relations best practices within the department focusing on commitment, team building, role modelling and attitude / behaviour change. * Enhance and safeguard corporate identity and image of the SRSA. * Develop and utilize external communications facilities (intranet, notice boards and e-mail) to communicate SRSA programmes. * In conjunction with the Director, co-ordinate the preparation of news releases associated with the development of communications strategies. * Assist the Director in communicating the Directorate’s strategic vision. * Assist in ensuring the performance of the Directorate against its objectives and the monitoring thereof. * Advises SRSA management on marketing, public relations and communications related issues, including other relevant policies and legislation. * Oversee the Sub-directorate’s budget and resources in accordance with the Public Finance Management Act (PFMA) of 1999 and Treasury Regulations. 

ENQUIRIES
:
Ms. Joyce Boonzaaier, Tel (012) 304-5007

NOTE
:
Short-listed candidates will be subject to security vetting. The successful candidate will be required to enter into a performance agreement with the Director: Communication and Information. We welcome applications from persons with disabilities.

POST 05/71
:
SENIOR INTERNAL AUDITOR: PERFORMANCE AUDIT


Directorate: Internal Audit

SALARY
:
A total salary package of R 286 203 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
A relevant Bachelor’s degree with Accounts, Auditing and Internal auditing as a major subject (NQF level 6) and 3 – 5 years of full-time experience in auditing, accounting, business analysis, or program evaluation. Candidates must be South African citizens. Candidates should have updated technical knowledge to effectively anticipate / manage internal risk, knowledge of and skill in applying internal auditing and accounting principles and practices, knowledge of industry program policies, procedures, regulations, and laws including the Public Finance Management Act (PFMA) and the Standards for the Professional Practice of Internal Auditing as published by the IIA, skills in collecting and analyzing complex data, evaluating information and systems, and drawing logical conclusions; planning and in maintaining composure under pressure while meeting multiple deadlines and word processing, spreadsheet, and other business software to prepare reports, memos, summaries, and analyses and excellent verbal and written communication skills.

DUTIES
:
* Planning and organizing the activities of the Sub-Directorate. * Compile an annual audit plan by identifying and evaluating the organization’s risk areas and providing key input to the development of the annual audit plan as well as identifying, developing and documenting audit issues and recommendations using independent judgment concerning areas being reviewed. * Performs audit procedures, including identifying and defining issues, developing criteria, reviewing and analyzing evidence, and documenting client processes and procedures. * Conducts interviews, reviews documents, develops and administers surveys, composes summary memos, and prepares working papers. * Represents internal audit on organizational project teams, at management meetings and with external organizations. *  Complete draft report/report findings and review work papers for junior staff. * Ensure that the internal audit methodology is correct, the guidelines provided by In-Charge Auditor / Manager are adhered to, and internal methodology is used at all times. * Build client relationships. * Ensure that work papers are in accordance with IIA standards. * Communicate all issues with the In-Charge Auditor / Manager and client timeously. * Compile / review reports on audit findings and ensure that all laws and regulations with which the client should comply have been appropriately identified and addressed in the reports. * Consult/provide feedback with/to managers on audit findings. * Ensure follow-up on the implementation and effect of agreements. * Ensure that cost benefit analyses and value for money analyses on programs, services, activities and functions are executed. * Conducts cost benefit analyses investigations both internally and externally. * Development of a value for money analysis plan, as well as defining a policy and strategy for CBA within SRSA. 

ENQUIRIES
:
Ms. Elsie Cloete, Tel (012) 304-5010

NOTE
:
Short-listed candidates will be subject to security vetting. The successful candidate will be required to enter into a performance agreement with the Director: Internal Audit. We welcome applications from persons with disabilities.

POST 05/72
:
DEPUTY DIRECTOR: SPORT AND RECREATION SERVICE PROVIDERS (FUNDING)



Directorate: Client Support Services

SALARY
:
A total salary package of R 286 203 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
A relevant Bachelor’s Degree (NQF level 6) plus 3 – 5 years full-time experience in sports management. Candidates must be South African citizens and must be in possession of a code 08 drivers license and be willing to travel. Candidates should have excellent communication and organizational skills, project management skills / experience, the ability to interact on high profiled levels a thorough knowledge of the sporting environment and must be prepared to work over weekends.

DUTIES
:
* Planning and organizing the activities of the Sub-Directorate. * Provide operational leadership pertaining to the development and maintenance of a framework and policies as well as the development and implementation of interventions to increase and improve the funding and monitoring of sport and recreation structures. * Manage the SRSA Funding Policy concomitant with the sport and recreation operational environment. * Develop and maintain a funding and monitoring delivery mechanism. * Manage the regular reporting on the status and progress of funded projects. * Develop and implement interventions for the funding of sport and recreation structures by keeping abreast with the directorate’s international best practices with regard to funding and monitoring sport and recreation structures, liaising with stakeholders and developing and implementing appropriate interventions in line with the directorate’s strategies and stakeholder’s needs. * Advise SRSA management on the management and co-ordination of sport and recreation funding and monitoring related issues, including other relevant policies and legislation and communicating the Directorates strategic vision. * Oversee the Sub-directorate’s budget and resources in accordance with the Public Finance Management Act (PFMA) of 1999 and Treasury Regulations. 

ENQUIRIES
:
Ms. Noma Kotelo, Tel (012) 304-5031

NOTE
:
Short-listed candidates will be subject to security vetting. The successful candidate will be required to enter into a performance agreement with the Director: Client Support Services. We welcome applications from persons with disabilities.

POST 05/73
:
MANAGER: HUMAN RESOURCE DEVELOPMENT



Directorate: Client Support Services

SALARY
:
R183 084 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
A relevant Bachelor’s degree and or national diploma (NQF level 6) and 3 – 5 years of full-time experience in the field of strategic HR, workforce planning and development, organizational behavior, industrial psychology or similar including management thereof. Candidates must be South African citizens. Candidates should have a thorough knowledge of principles and procedures for human resource development, including best practices in this arena, experience in designing and implementing HR Development interventions and programmes, effective verbal and written communication skills, and a solid foundation of HR theory including policy and legislation plus a thorough understanding of implementing learnerships aligned to national bodies guidelines (SAQA and NQF).

DUTIES
:
* Provides operational leadership pertaining to HR development. * Manages the development, maintenance and implementation of the Workplace Skills Plan. *  Assist Deputy Director in managing the job evaluation process including process management and work design. * Assist with establishing and identifying strategic priorities for training and development across the Department. * Responsible for the formulation and implementation of an employee development strategy to support the Department’s programme of organizational change, which includes managing the development, maintenance and implementation of a Career Development Framework, a Performance Management Framework, a Skills Development Framework, A Management Development Programme and an Induction and Orientation programme for the Department. * Manages bursaries, training, learnerships and an internship programme within the Department. * Provides guidance and support to staff within the Organisational Performance Sub-Directorate, and specifically within the HR Development sub-division. * Provides key input into Departmental targets with regard to Human Resources Development, monitors and reports progress in achieving these targets, and maintains an overview of Departmental performance in these areas. * Keep professionally updated on all aspects of HR development issues, including relevant legislation and pro actively develop a broad portfolio of competencies, which meets the needs of the Department. * Responsible for the successful implementation of the staff development aspects of the Human Resources Strategy, and ensure they are reviewed and updated regularly as well as consult with the other Directorates and trade unions etc. as required. * Manage and monitor the work performance of the HR Development sub-division as well as employee development in order to achieve the agreed work plan and service within the approved budgets. * Manage the delivery of creative and innovative training and development services within budgets and timescales and to appropriate service standards and initiate, in conjunction with outside bodies, as appropriate steps leading to the provision of new developments in the sphere of learning. * Provide input into the evaluation and appraisal of the Department’s learning development policies and practices thereby ensuring the cost effectiveness of all the Department’s training activities and to take appropriate action as necessary. * Manage the process of developing a stronger performance management culture. 

ENQUIRIES
:
Ms. Susan Hyman, Tel (012) 304-5021

NOTE
:
Short-listed candidates will be subject to security vetting. The successful candidate will be required to enter into a performance agreement with the Director: Human Resources. We welcome applications from persons with disabilities.

POST 05/74
:
MANAGER: ORGANIZATIONAL DEVELOPMENT


Directorate: Client Support Services

SALARY
:
R183 084 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
A relevant Bachelor’s degree and or national diploma (NQF level 6) and 3 – 5 years of full-time experience in the field of strategic HR, workforce planning and development, organizational behavior, industrial psychology or similar including management thereof. Candidates must be South African citizens. Candidates should have a thorough knowledge of principles and procedures for organizational development, including best practices in this arena, experience in designing and implementing organizational and cultural change interventions and programmes, effective verbal and written communication skills and experience in developing and implementing organizational development policy, practice and frameworks. 

DUTIES
:
Provides guidance and support to staff within the Organizational Performance Sub-Directorate, and specifically within the Organizational Development sub-division. * Provides advice on work organization and planning through modelling the ideal values and behaviours of SRSA. * Provides key input into Departmental targets with regard to Organizational Development, monitors and reports progress in achieving these targets, and maintains an overview of Departmental performance in these areas. * Responsible for developing and implementing frameworks for organizational development, which includes workforce planning, organizational design, and systemic changes and cultural integration. * Lead the development and implementation of climate and culture audits, analysis and subsequent strategies. * Develop organizational design principles, which support SRSA’s long-term goals and ensure they are reflected in planned structure and roles changes. * Serve as a job evaluation coordinator. 

ENQUIRIES
:
Ms. Susan Hyman, Tel (012) 304-5021

NOTE
:
Short-listed candidates will be subject to security vetting. The successful candidate will be required to enter into a performance agreement with the Director: Human Resources. We welcome applications from persons with disabilities.

POST 05/75
:
MANAGER: SUPPLY CHAIN POLICY AND PLANNING


Directorate: Supply Chain Management

SALARY
:
R183 084 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
A relevant Bachelor’s degree / 3 Year Diploma (NQF level 6) and 3-5 years of full-time appropriate experience in the field of supply chain management and asset management including management thereof. Candidates must be South African citizens. Candidates should have a good working knowledge of the PFMA, Treasury Regulations, LOGIS, LOGIS-online and the relevant enquiry functions of BAS, thorough knowledge of principles and procedures for supply chain management including best practices in this arena, proven planning and project management skills and effective negotiating, verbal and written communication skills. 
DUTIES
:
* Determine the possible future needs for goods and services, ensuring effective purchasing, receiving, storage, retrieval, delivery, and material accountability systems for all materials used by components in the area of responsibility. * Do gap analysis between current situation and possible future needs and develop operational plans to address possible future needs. *  Monitor the functionality of systems. * Survey markets for latest trends in price, availability, delivery and quality and recommend best practices subject to SCM policies and procedures. * Develop and maintain SCM policies. * Maintain interface with vendors and service representatives to ensure that goods and services meet required standards and timeframes and that applicable policies, practices and procedures are understood and implemented and where required, investigate alternatives to enhance cost effectiveness of SCM process. * Plan and conduct meetings with staff to ensure compliance with established practices, implement new policies and keep employees abreast of current changes and standards. 

ENQUIRIES
:
Mr. Theuns Smit, Tel (012) 304-5133

NOTE
:
Short-listed candidates will be subject to security vetting. The successful candidate will be required to enter into a performance agreement with the Director: Supply Chain Management. We welcome applications from persons with disabilities.

POST 05/76
:
SENIOR SPORT AND RECREATION COORDINATOR: SPECIAL PROJECTS (COMMUNITY SPORT AND RECREATION)


Directorate: Community Sport And Recreation

SALARY
:
R 146 685 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
A relevant Bachelor’s degree or national diploma (NQF level 6) and 3 – 5 years of full-time experience in the field of sports programmes implementation including the management thereof. Candidates must be South African citizens and must be in possession of a code 08 drivers license and be willing to travel. Candidates should have a thorough knowledge of sport and recreation in the South African context, experience in planning and project management, effective verbal and written communication skills and must be able to withstand the political pressures related to the job.
DUTIES
:
Operationalize key special projects as developed by the management of Mass Participation in line with the Directorate’s strategy through assistance with the development and maintenance of a framework and delivery mechanisms, the development and implementation of interventions to increase the number of participants as well as monitoring and evaluating the increase in the number of participants from specific target groups in sport and recreation activities.  * Advice stakeholders, SRSA Ministry and Management on special projects related issues, including relevant policies and legislation and assist in the communication of the Special Projects Sub-Division’s strategic vision. 

ENQUIRIES
:
Ms.Thokozile Mkhonto, Tel (012) 304-5171

NOTE
:
Short-listed candidates will be subject to security vetting. The successful candidate will be required to enter into a performance agreement with the Director: Community Sport and Recreation. We welcome applications from persons with disabilities.

POST 05/77
:
SENIOR SPORT AND RECREATION COORDINATOR: SERVICE PROVIDERS (FUNDING) (3 POSTS)



Directorate: Client Support Services

SALARY
:
R146 685 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
A relevant Bachelor’s degree or national diploma (NQF level 6) and 3 – 5 years of full-time experience in the field of sports programmes implementation including the management thereof. Candidates must be South African citizens and must be in possession of a code 08 drivers license and be willing to travel. Candidates should have a thorough knowledge of the South African sporting environment, experience in planning and project management, specifically in the area of funding- and monitoring management, effective verbal and written communication skills and must be prepared to work over weekends.
DUTIES
:
Assist with the development and maintenance of a framework to fund and monitor sport and recreation structures through assisting with the development and maintenance of a framework and policies to increase and improve the funding and monitoring of sport and recreation structures, maintaining a comprehensive database of all relevant stakeholders and applying the provisions of the SRSA Funding policy and other related policies. * Assist with the development and maintenance of a funding and monitoring delivery mechanism. * Assist with the efficient delivery of funding and monitoring objectives. * Report regularly on the status and progress of funded and monitored projects. * Keep abreast with the directorate’s and international best practices with regard to implementation of the funding and monitoring of S&R structures. * Liaise with stakeholders. * Develop and implement appropriate interventions in line with the directorate strategies and stakeholder needs. 

ENQUIRIES
:
Ms. Noma Kotelo, Tel (012) 304-5031

NOTE
:
Short-listed candidates will be subject to security vetting. The successful candidate will be required to enter into a performance agreement with the Director: Client Support Services. We welcome applications from persons with disabilities.

POST 05/78
:
SENIOR SPORT AND RECREATION COORDINATOR: SPORT CLUB DEVELOPMENT


Directorate: Client Support Services

SALARY
:
R 146 685 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
A relevant Bachelor’s degree and or national diploma (NQF level 6) and 3 – 5 years of full-time experience in the field of sports programmes implementation including the management thereof. Candidates must be South African citizens and must be in possession of a code 08 drivers license and be willing to travel. Candidates should have a thorough knowledge of how sporting organizations operate, experience in planning and project management, specifically in the area of sport club development management, effective verbal and written communication skills and must be prepared to work over weekends.
DUTIES
:
Assist with the development and maintenance of an all-encompassing framework covering the areas of organizational development, finance and budgeting, coaching and team development, club management policies and procedures, club management, club logistics etc. to develop clubs in line with the overall SRSA’s and directorate’s strategy, which should include a management and communication strategy for managing the Department’s relationship with sport clubs. * Assist with the development and maintenance of mechanisms to translate the overall framework into practical objectives and activities. * Assist with establishing a sound project management methodology to achieve the established objectives. * Monitor and evaluate the development of sport clubs in accordance with the established mechanisms and project management methodology. * Report on sport club development projects to the directorate. * Assist with the development and implementation of interventions to develop sport clubs in accordance with established mechanisms and objectives. *  Assist with remedial action with sport clubs when necessary.

ENQUIRIES
:
Ms. Eunice Thinta, Tel (012) 304-5140

NOTE
:
Short-listed candidates will be subject to security vetting. The successful candidate will be required to enter into a performance agreement with the Director: Client Support Services. We welcome applications from persons with disabilities.

POST 05/79
:
SENIOR COMMUNICATIONS OFFICER



Directorate: Communication And Information Services

SALARY
:
R146 685 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
A relevant Bachelor’s degree and or national diploma (NQF level 6) in Journalism, Communications, Public Relations, Marketing plus 3-5 years credible appropriate experience. Candidates must be South African citizens and must be in possession of a code 08 drivers license and be willing to travel. Candidates should have excellent written and verbal communication skills and attention to detail should be a strategic thinker with a creative flair and have presentation skills
DUTIES
:
Assist in the execution of the marketing and communications activities in alignment with the strategy for SRSA. * Assist with the execution of the SRSA’s public relations activities with the goal of establishing and maintaining a favorable image of SRSA with all stakeholders, including the appropriate selection and use of the various media available. * Assist in communicating the internal and external communication, marketing and branding policy to the SRSA management and staff. * Assist with the development and maintenance of key relationships with various stakeholders, including liaison with all stakeholders. * Assist with the execution of activities related to SRSA publications including the preparation of news releases and reports. * Assists with the administration of a marketing and communication database which includes all stakeholder and marketing and communications supplier information, mailing lists, access to Departmental information, etc. * Provides input into advise given to SRSA management on marketing, public relations and communications related issues, including other relevant policies and legislation. 

ENQUIRIES
:
Ms. Joyce Boonzaaier, Tel (012) 304-5007

NOTE
:
Short-listed candidates will be subject to security vetting. The successful candidate will be required to enter into a performance agreement with the Director: Communication and Information. We welcome applications from persons with disabilities.

POST 05/80
:
ICT INFRASTRUCTURE TECHNICIAN


Directorate: Information Technology

SALARY
:
R146 685 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
A Relevant Bachelor’s degree and or national diploma (NQF level 6) and or Certified Novell Engineer (CNE) and 3 - 5 years of full-time experience in the field of computer science, or a computer-related field, including management thereof. Candidates must be South African citizens. Candidates should have a thorough knowledge of principles and procedures for IT including best practices thereof, specific knowledge of infrastructure requirements and components of personal computers, local and wide area networks, hardware and software, planning and project management skills and effective verbal and written communication skills. 

DUTIES
:
Provide ICT operations including computer operations, technical support, systems analysis and programming. * Establish technical priorities, standards, and procedures.  * Design, develop and maintain an information technology infrastructure, including the design, development and maintenance of the network infrastructure supporting connectivity for SRSA staff. * Deploy and maintain system infrastructure, including servers and software environments. * Design and support an overall intranet infrastructure supporting internal and external web-based computing requirements. * Ensure sufficient systems capacity for organizational needs. * Audit and review systems and practices to ensure compliance with procedures, regulations and standards. * Resolve IT related problems referred by the help desk by identifying the hardware and software needed to provide solutions to problem; customizing and adapting existing programs to meet users' requirements; providing telephone, face-to-face and online support to SRSA staff; installing and downloading appropriate software; connecting users to networks; talking with vendors and programmers and providing information relating to SRSA staff hardware and software purchasing decisions. * Monitor service level agreements and business agreements with external service providers and report on problems if and when necessary. * Coordinate and monitor the purchase, rent, lease or license of equipment necessary to accomplish departmental functions and goals. * Provide initial training in facilities and applications on newly installed software. * Ensure users can use the equipment on an ongoing basis, by providing personal tuition and self-help instructions when appropriate. * Run organization-wide training programmes as part of IT change-management projects. 
ENQUIRIES
:
Mr. Phillip Jordaan, Tel (012) 304-5026

NOTE
:
Short-listed candidates will be subject to security vetting. The successful candidate will be required to enter into a performance agreement with the Director: Information Technology. We welcome applications from persons with disabilities.

POST 05/81
:
MANAGER: ICT ADMINISTRATION


Directorate: Information Technology

SALARY
:
R146 685 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
A relevant Bachelor’s degree and or national diploma (NQF level 6) or related tertiary qualification and 3 - 5 years of full-time experience in the field of computer science, or a computer-related field, including management thereof. Candidates must be South African citizens. Candidates should have a thorough knowledge of principles and procedures for administration including best practices thereof, planning and project management skills and effective verbal and written communication skills. 

DUTIES
:
* Render logistical support by assisting with the coordination of the purchase, rent, lease or license of IT equipment necessary to accomplish departmental functions and goals. Develop and maintain an asset register of all IT equipment in the SRSA. * Ensure that SRSA policies regarding logistics is relevant to IT are implemented effectively, efficiently and cost effectively by the directorate, including, but not limited to providing equipment needed by staff to perform their official duties and facilitating the maintenance of the equipment; assisting Supply Chain directorate in managing life cycle of IT equipment and continually assessing the IT equipment needs of the SRSA and making recommendations with regard to the best and most cost effective way of addressing the identified needs.  * Ensure that all IT related maintenance and asset records are kept up to date. * Ensure that service level agreements and business agreements with external service providers are adhered to and address problems if and when necessary. * Oversee the activities of the IT service desk by ensuring that communication and interaction with internal users is acceptable and helpful towards solving technical problems by overseeing and assisting with the following: Identifying the hardware and software needed to provide solutions to problem; customizing and adapting existing programs to meet users' requirements; providing telephone, face-to-face and online support to SRSA staff; installing and downloading appropriate software; connecting users to networks and providing initial training in facilities and applications; talking with vendors and programmers; providing information relating to SRSA staff hardware and software purchasing decisions; making sure users can use the equipment, by providing personal tuition and self-help instructions when appropriate and undertaking housekeeping and reporting functions for the area of responsibility. 
ENQUIRIES
:
Mr. Phillip Jordaan, Tel (012) 304-5026

NOTE
:
Short-listed candidates will be subject to security vetting. The successful candidate will be required to enter into a performance agreement with the Director: Information Technology. We welcome applications from persons with disabilities.

POST 05/82
:
INTERNAL AUDITOR: ANTI-FRAUD AND CORRUPTION


Directorate: Internal Audit

SALARY
:
R146 685 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
A relevant Bachelor’s degree/ Graduate degree, preferably Comm. – Accounts, Auditing and Internal Auditing major or BTech - Internal Auditing/ Post graduate degree: Studying towards CIA (NQF level 6) and 3 – 5 years of full-time clerical or administrative experience in auditing, accounting, business analysis, or program evaluation. Candidates must be South African citizens and must be in possession of a code 08 drivers license and be willing to travel. Candidates should have updated technical knowledge to effectively anticipate / manage internal risk, knowledge of and skill in applying internal auditing and accounting principles and practices, updated technical knowledge to effectively anticipate / manage internal risk, knowledge of industry program policies, procedures, regulations, and laws including the Public Finance Management Act (PFMA) and the Standards for the Professional Practice of Internal Auditing as published by the IIA, skills in conducting quality control reviews of audit work products; collecting and analyzing complex data, evaluating information and systems, and drawing logical conclusions as well as planning and project management and excellent verbal and written communication skills.

DUTIES
:
* Assists in the identification and evaluation of the organization’s risk areas and provides input to the development of the annual audit plan. * Identifies, develops, and documents audit issues and recommendations using independent judgment concerning areas being reviewed. * Performs audit procedures, including identifying and defining issues, developing criteria, reviewing and analyzing evidence, and documenting client processes and procedures. * Conducts interviews, reviews evidence, documents, develops and administers surveys, composes summary memos, and prepares working papers in accordance with IIA standards. * Assists in communicating the results of audit and consulting projects via written reports and oral presentations to management and the audit committee. *  Provide regular feedback to the Senior / In-Charge Auditor to ensure that issues identified are discussed and resolved. * Follow-up on audit findings. * Follow-up on the implementation and effect of agreements. * Represents internal audit on organizational project teams where the independence of the internal audit function will not be sacrificed, at management meetings, and with external organizations. 

ENQUIRIES
:
Ms. Elsie Cloete, Tel (012) 304-5010

NOTE
:
Short-listed candidates will be subject to security vetting. The successful candidate will be required to enter into a performance agreement with the Director: Internal Audit. We welcome applications from persons with disabilities.

POST 05/83
:
MANAGER: SUPPLY CHAIN ADMINISTRATION


Directorate: Supply Chain Management

SALARY
:
R146 685 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
A relevant Bachelor’s degree / 3 year Diploma (NQF level 6) and 3-5 years of full-time appropriate experience in the field of supply chain management and asset management including management thereof. Candidates must be South African citizens. Candidates should have a good working knowledge of the PFMA, Treasury Regulations, Logis, Logis-online and the relevant enquiry functions of BAS, thorough knowledge of principles and procedures for supply chain management including best practices in this arena, proven planning and project management skills and effective verbal and written communication skills. 
DUTIES
:
* Manage the processing of requisitions, orders and commitments and the registration of supplier bank details. * Manage and Authorize payments as delegated. * Authorize orders / petty cash requisitions as delegated. * Determine user profiles for LOGIS and LOGIS-online. * Authorize creation of ledgers on LOGIS. * Oversee the provision of the store. * Manage the provision of a SC registry service. * Oversee the management of the store. * Serve as LOGIS sub-system controller. 
ENQUIRIES
:
Mr. Theuns Smit, Tel (012) 304-5133

NOTE
:
Short-listed candidates will be subject to security vetting. The successful candidate will be required to enter into a performance agreement with the Director: Supply Chain Management. We welcome applications from persons with disabilities.

ANNEXURE L
THE PRESIDENCY

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

FOR ATTENTION
:
Mr Dumisani Mabunda, tel 012 300 5600

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,

OTHER POSTS

POST 05/84
:
ASSISTANT MANAGER: KNOWLEDGE MANAGEMENT & LIBRARY SERVICES



Unit: Communication

SALARY
:
R146 685 per annum.

CENTRE
:
Pretoria

REQUIREMENTS
:
Requirements: The incumbent must be in possession of a BBibl or Hons. BBibl, as well as relevant experience in providing in-depth knowledge of print and electronic Information Resources to clients. plus Knowledge: Good Planning and organisational skills, excellent communication (written and verbal) skills, analytic and problem solving skills, advanced computer literacy, friendly, independent and good interpersonal skills, ability to work under pressure

DUTIES
:
Database management, proactive and reactive provision of information resources, Information analysis and packaging, Information material collection development and maintenance, conduct user needs analysis and solicit feedback to ensure provision of relevant publications and information services, liaise with stakeholders and other service providers to keep up-to-date with current and relevant publications, network with other Information and Knowledge Resource Centers, search relevant databases and other sources of information to support research projects by branches and units in The Presidency.

ENQUIRIES
:
Kedibone Mashiane (012 300 5585)
CLOSING DATE
:
23 February 2007

POST 05/85
:
LIBRARY ASSISTANT (REFERENCE LIBRARIAN)


Unit: Communication

SALARY
:
R122 841 per annum.

CENTRE
:
Pretoria

REQUIREMENTS
:
Requirements: The incumbent must be in possession of a BBibl/diploma in Library and Information Science. Experience in the field of Information & Knowledge management will be an advantage. plus Knowledge: Good Planning, organisational and administrative skills, excellent communication (written and verbal) skills, marketing, analytic and problem solving skill, excellent computer literacy, administration and coordination of Knowledge Management and Library Center , friendly independent and good interpersonal skills

DUTIES
:
Provide Knowledge, Information and Library Service, coordinate user needs Analysis, processing of information materials (cataloguing, classification and indexing), provide reference service, reader’s service, assist in knowledge creation and sharing , marketing of the Presidency Knowledge Management and Library Center, Information material collection development and maintenance Assist with selection of information materials, participate in information materials reviews from various sources

ENQUIRIES
:
Kedibone Mashiane (012 300 5585) 

CLOSING DATE
:
23 February 2007

POST 05/86
:
LIBRARY ASSISTANT (ACQUISITIONS LIBRARIAN)



Unit: Communication

SALARY
:
R122 841 per annum.

CENTRE
:
Pretoria

REQUIREMENTS
:
Requirements: The incumbent must be in possession of a BBibl/diploma in   Library and Information Science. Experience in the field of Information & Knowledge management will be an advantage. plus Knowledge: Good Planning, organisational and administrative skills, excellent communication (written and verbal) skills, marketing analytic and problem solving skills, excellent computer literacy, friendly independent and good interpersonal skills

DUTIES
:
Provide Knowledge, Information and Library Service, acquiring of information materials, processing of information materials (cataloguing, classification and    indexing), conduct user current awareness service, coordination of Inter-Library Loans processes, assist in knowledge creation and sharing , marketing of the Presidency Knowledge Management and Library Center, Information material collection development and maintenance, assist in any other relevant duties of the Knowledge Management and Library services, Liaise with various vendors for acquisitions purposes, participate in information materials reviews from various sources, provide Knowledge, Information and Library Service, coordinate user needs

ENQUIRIES
:
Kedibone Mashiane (012 300 5585)
CLOSING DATE
:
23 February 2007

POST 05/87
:
STATE ACCOUNTANT


Section: Finance Administration - BAS

SALARY
:
R98 916 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
A three-year Bachelor’s degree/diploma or equivalent qualification. 5) years appropriate experience in public service financial accounting/administration. Must have practical experience related to the duties listed below. Must be computer literate with knowledge of MS Excel, MS Word, MS Outlook and Internet. Extensive knowledge of the transversal systems used in government i.e. BAS/Logis/Persal and Safetynet etc. Good understanding of the PFMA and Treasury Regulations and other Public Service financial rules, -regulations, -procedures, etc. Competencies: Ability to work under pressure. Willingness to work after hours when needed. Oral and written communication-, supervisory- and interpersonal relation skills. Ability to work under pressure.

DUTIES
:
Control of Accounts Payable: Checking and authorising of supplier payments on BAS and Safetynet. Attend to supplier queries. Accounts Control: Follow up and control of Department of Foreign Affairs claims, GG transport account, Department of Justice account, Diners Club, etc. Reconciliation of PMG account. Clearance of telephone-, PMG- and GG exceptions. Month end- and year end closures. Requisition of funds on Safetynet. Supervision of staff. 

ENQUIRIES
:
Amanda Nzama. Tel (012) 3005627

CLOSING DATE
:
16 February 2006

POST 05/88
:
SENIOR NETWORK CONTROLLER


Unit: Information Technology

SALARY
:
R79 407 per annum

CENTRE
:
Pretoria (must be able to do session service in Cape Town if needed)

REQUIREMENTS
:
A relevant IT tertiary qualification or equivalent IT experience. A+ and/N+ will be a recommendation. Knowledge of MS Server 2003, Windows XP, MS Office 2003/XP and hardware support skills will serve as a recommendation. Exposure to computer peripherals such as modems, scanners and printers. Good interpersonal skills and the ability to interact at all levels in the organisation. Service and support orientated 

DUTIES
:
Support users with all computer, Local and Wide Area Network problems, attend and respond to calls logged at the helpdesk, Maintain records and statistics regarding operations information, network infrastructure, user location, network hardware, software and media. Accumulate and expand technical knowledge with regard to LAN systems, operate existing Government network systems and ensure maximum up-time thereof by speedy, accurate and early response, register network problems, do first time fault correction, assist with telephone and videoconference systems.

ENQUIRIES
:
Mr Steve Moikangwe Tel: 012 300-5551 Steve@po.gov.za

CLOSING DATE
:
16 February 2006

ANNEXURE M

DEPARTMENT OF TRADE AND INDUSTRY

We are an affirmative action employer. Preference will be given candidates whose appointment will enhance representivity.
APPLICATIONS
:
Forward your application, quoting the relevant Reference number, to: The Registry Office Department of Trade and Industry, Private Bag X84, Pretoria 0001. Alternatively, e mail your application to recruitment@thedti.gov.za
FOR ATTENTION
:
Central Recruitment Office

CLOSING DATE
:
09 February 2007

NOTE
:
Application must be submitted on Form Z83, obtainable from any department or on http://www.thedti.gov.za and must be accompanied by a comprehensive CV. Failure to submit the Z83 form and the required supporting documents will result in your application not being considered. These appointments are subject to the preferred candidate obtaining the necessary security clearance and competency assessment. Correspondence will be limited to short-listed candidates only. If you have not been contacted within three months of the closing date of the advertisement, please accept that your application had been unsuccessful. This position is subject to the signing of a performance agreement. 

OTHER POST

POST 05/89
:
DEPUTY DIRECTOR: ASIA (ITED : SOUTHERN AFRICA) (REF ITED/ASIA 007
SALARY
:
All inclusive remuneration package: R343 257 per  annum

CENTRE
:
Pretoria

REQUIREMENTS
:
A bachelors degree in Economics, Law ,International Relations or a combination of these is the minimum qualification requirements. Three to four years experience in government, trade analysis, research ,law or relevant private sector experience or a combination of the above. Sound ability to communicate well , both verbal and written. Knowledge and understanding of the practices and regulations applicable to administrative support services in the Department. Sound ability to communicate well, both verbal and written. Willingness to travel. Drivers licence

DUTIES
:
Compile and analyse basic economic data , trends and developments in the Asia region to assist ITED senior management advance government’s strategic objectives or identify potential foreign trade and investment opportunities. Liaise with relevant foreign trade missions/offices on bilateral policy/trade or investment issues and provide advise on any possible trade and investment opportunities. Liaise with relevant stakeholders  to develop and implement feasible work plans according to the objectives of the relevant joint commissions. Review national and international trade journals for business developments in the region , regulations affecting world trade and opportunities for SA products. Develop inputs for Asia projects for consideration and approval by Senior Managers.  Develop and recommend negotiating positions through data& information analysis, lead issue specific negotiations as appropriate, serve as effective conduit of communication between South Africa and negotiating partners. Develop and implement Bi-national Fora’s work programmes through well executed project management processes, develop & effectively communicate bilateral trade strategy with respect to the South American trading partners. Internally conduct the necessary research or source it out; provide clear terms of reference for research obtained from external sources. Coordinate the development of sub-directorate business plans as inputs in Directorate’s action plan.

ENQUIRIES
:
Rachel Mashala

ANNEXURE N
DEPARTMENT OF WATER AFFAIRS AND FORESTRY

The Department of Water Affairs and Forestry is an equal opportunity, affirmative action employer.  The intention is to promote representivity in the Public Service through the filling of this post and persons whose appointment will promote representivity, will receive preference.  An indication by candidates in this regard will facilitate the processing of applications.  If no suitable candidates from the unrepresented groups can be recruited, candidates from the represented groups will be considered.

CLOSING DATE
:
23 February 2007.

NOTE
:
Applications must be submitted on forms Z83, obtainable from any Public Service department, and should be accompanied by a comprehensive CV as well as certified copies of qualifications.  For all posts, please forward your application, quoting the relevant reference number, to the address mentioned at each post.  No faxed applications will be accepted. Note:  If you have not heard from us within 6 weeks of the closing date, please accept that your application was unsuccessful

MANAGEMENT ECHELON

POST 05/90
:
CHIEF DIRECTOR: COMMUNICATION SERVICES 



(5 Year Contract)



We are looking for a highly matured team player result driven and strategic thinker to lead the communication portfolio of the department

SALARY
:
R591 510 per annum (All inclusive) Subject to the signing of a performance agreement

CENTRE
:
Pretoria

REQUIREMENTS
:
The formal qualification for appointment is a recognized three year degree or equivalent qualification in Communications/Public relations with five year senior management experience in a communication environment. The candidate must have budgeting experience, advanced knowledge in communication, media management, public relations, public participation and public education. Understanding of government communication environment, solid, analytical and conceptual ability as well as advanced verbal and written skills Understanding of broader policy issues impacting on government and department Political astuteness, big picture thinking ability to function in ambiguous pressured and fast environment Highly skilled in developing, planning, organizing and people management Knowledge of Constitutional, legal and institutional arrangements governing the South African public sector Intergovernmental and international relations. Excellent verbal and written communication skills Ability to develop and maintain networks relevant to the task environment, Computer literacy

DUTIES
:
Key Performance Areas: The successful candidate will head the Chief Directorate:  Communications and will be responsible for the following key performance areas:  Strategic management, guidance and advice in respect of the effective and efficient rendering of the following services: Provision of strategic  direction and expect advice in respect of communications, Developing of communication policies, strategies and tools, Creating a sense of coherence and alignment of communication systems, processes and activities between National and Regional offices. Writing speeches and media briefing notes, Overseeing the communication programmes and projects, Promotion of public understanding and education of water and forestry sectors, Implementation of the communication programmes, Media and public relations, Strategically manage the Chief Directorate’s human, financial, and statutory resources

ENQUIRIES
:
Ms N Ngele, Tel (012) 336 8803.

APPLICATIONS
:
The Director-General:  Department of Water Affairs and Forestry, Private Bag X313, Pretoria, 0001

FOR ATTENTION
:
Ms C Mazibuko, Room 610, Zwamadaka Building.

POST 05/91
:
DIRECTOR MEDIA LIAISON



(5 Year Contract)



The purpose of the job is to provide leadership and strategic direction regarding all liaison with the media in respect of all activities of Water Affairs

SALARY
:
R502 725 per annum (All inclusive) Subject to signing of a performance agreement

CENTRE
:
Pretoria

REQUIREMENTS
:
A comprehensive understanding and knowledge of Public Sector.  An appropriate degree or equivalent qualification.  Relevant experience.  A postgraduate qualification will be an added advantage.  Proven management skills at senior level.  Good writing skills and analytical skills.  Dynamic and innovative person with advanced level of presentations and public speaking.  Computer literacy.  Good understanding of Government structures and procedures.  Excellent negotiating as well as verbal communication skills.  Outstanding interpersonal qualities with ability to interact at all level

DUTIES
:
Key Performance Areas: Develop and manage implementation of departmental media liaison strategy.  Participate in media liaison work on major issues.  Ensure the monitoring of the media and other sources.  Advise the Minister, the DG and the Department on media liaison

ENQUIRIES
:
Ms N Ngele,  Tel (012 336 8803.

APPLICATIONS
:
The Director-General:  Department of Water Affairs and Forestry, Private Bag X313, Pretoria, 0001.

FOR ATTENTION
:
Ms C Mazibuko, Room 610, Zwamadaka Building.

OTHER POSTS

POST 05/92
:
DEPUTY REGIONAL DIRECTOR
CENTRE
:
Polokwane Regional Office (300036/80140/35717/1)

SALARY
:
R343 257 per annum (All inclusive)

REQUIREMENTS
:
An appropriate recognized three year Bachelor’s degree or equivalent qualification plus appropriate experience.  A strong manager with proven managerial and leadership abilities.  Coupled with specific skills and experience in at least one of the following fields: Water resources management and provision and regulation of water supply and sanitation services in terms of the National Water Act.

DUTIES
:
Key Performance Areas: Ensure provision of scientific and  technical support for water resources management and implementation of water resources management support tools and functions.  Ensure water-related disaster preparedness and enhancement of safety of dams in the Limpopo .   Direct and co-ordinate the establishment and regulation of water management institutions.  Actively promote water conservation and efficient water utilization through the authorization process.  Contribute to the development and implementation of water management strategies in designated catchments.  Forge and sustain effective liaison with Provincial and Local Government as well as with industry, on issues relating to water resource management, utilization, assessment and management.  Participate in the transformation and restructuring process of the department.  Co-ordinate budgeting and expenditure monitoring processes for the water resource information sub-directorate.  Facilitate capacity building among staff and ensure informed stakeholder participation in water management issues

ENQUIRIES
:
Mr M A Matukane, Tel (015) 290 1215.

APPLICATIONS
:
The Chief Director, Department of Water Affairs and Forestry, Private Bag X 9506, Polokwane, 0700.

FOR ATTENTION
:
Mr M P Makgakga.

POST 05/93
:
DEPUTY DIRECTOR: CORPORATE COMMUNICATIONS
SALARY
:
R343 257 per annum (All inclusive)

CENTRE
:
Pretoria (038140)

REQUIREMENTS
:
An appropriate three-year degree or diploma in communications, journalism, marketing and public relations. Understand the appropriate work plans, logical framework and departmental strategy. Excellent knowledge of public relations, corporate communications, media liaison and media production. Experience in communication strategy development and execution. Projects and events management. Management of communications consultant. Strong administrative, financial and human resource management. Good working knowledge of government communications. Ability to work under pressure and willingness to travel and work long hours.

DUTIES
:
Key Performance Areas: Manage all aspects of communications and marketing of different branches in terms of the framework of its legislation by developing and implementing communication strategies with the managers of Water Services, Water Resources, Forestry and Corporate Communications. Manage the initiation, design, monitoring and evaluation of communications and marketing campaigns and projects. Build and maintain effective communication links with stakeholders of the different branches. Manage the development of the joint communications and marketing programmes with branch sector partners. Provide communications advice across all the branches. Advice and assist with media liaison activities across the different branches. Manage all media production requirements for the different branches. Write articles for internal and external publications. Manage and provide guidance and direction to consultants. Ensure effective and efficient administrative and financial management of all branch communications. Develop, build and maintain public and private partnership with stakeholders in the different sectors relating to branch communications. Coordinate branch communications and marketing activities with regional communication officers and ensure their involvement in Water Services, Water Resources, Forestry and Corporate Communications.

ENQUIRIES
:
Ms N Dhlamini, Tel (012) 336 8967.

APPLICATIONS
:
The Director-General, Department of Water Affairs and Forestry, Private Bag X313, Pretoria, 0001

FOR ATTENTION
:
Ms N Dhlamini, Room 908, Sedibeng Building.

POST 05/94
:
ASSISTANT DIRECTOR: LABOUR RELATIONS

SALARY
:
R289 635 per annum (All inclusive)

CENTRE
:
Polokwane Regional Office (352100/80091/26519/1)

REQUIREMENTS
:
An appropriate recognized three year tertiary qualification in the Social Sciences, Management or Labour Law.  Competencies required:  Experience and exposure to consult in Labour Relations.  Knowledge of Labour Legislation and the Public Service Regulatory Framework.  Policy formulation and Implementation.   Project Management.  Computer Literacy.    A valid driver’s licence.  Presentation Skills.  Negotiations skills.  Knowledge of the Departmental Restructuring Imperatives.

DUTIES
:
Key Performance Areas: The Assistant Director: LR in the Limpopo Region will have Labour Relations Management oversight for the region clustered together in the Department.  Synopsis of KPA’s:  Execution of overall departmental labour relations policies.  Promote sound Labour Relations.   Strike management and contingency planning.  Monitor organizational climate and create a conducive environment for sound labour relations and effective restructuring and transfers.  Collective Bargaining.   Handling of complex misconduct and grievance matters Dispute Resolution.  Conflict Management.  Conciliation and Arbitration’s.  Research and study Labour Relations Trends and keep the Department abreast of the latest developments.

ENQUIRIES
:
Mr M E Maluleke, Tel  (015) 290 1202.

APPLICATIONS
:
The Chief Director:  Department of Water Affairs and Forestry, Private Bag X 9506, Polokwane, 0700.

FOR ATTENTION
:
Mr M J Nzima.

POST 05/95
:
ASSISTANT DIRECTOR:  INTERNAL COMMUNICATIONS
SALARY
:
R183 084 per annum

CENTRE
:
Pretoria (038120/35952)

REQUIREMENTS
:
An appropriate three-year degree or diploma in communication, journalism or related field plus appropriate experience within the communications field. We would also consider applicants with Matric and appropriate experience. Above-average knowledge and experience of writing, editing and proof reading and writing is essential. The following are recommendations: Experience in news writing, public relations, events and project management and internal communications. Knowledge and experience in administrative, financial and personnel management. Computer literate. Excellent writing, verbal and networking skills. A valid driver’s license.

DUTIES
:
Key Performance Areas: The successful candidate will be responsible for the following: Assist with managing internal communications, which includes managing and writing for all the internal publications. Supervise staff. Provide technical advice with regard to internal communication issues. Plan co-ordinate and implement an internal communication strategy. Inter departmental communications. Undertake communication research within department. Assist with the development of communication strategies and plans. Contribute to the editorial process of internal publications. Write articles for internal and external publications. Must be willing to travel.

ENQUIRIES
:
Ms N Dhlamini, Tel (012) 336 8967.

APPLICATIONS
:
The Director-General, Department of Water Affairs and Forestry, Private Bag X313, Pretoria, 0001.

FOR ATTENTION
:
Ms N Dhlamini, Room 908, Sedibeng Building.

POST 05/96
:
SOCIAL DEVELOPMENT AND TRAINING COORDINATOR POLOKWANE


(4 Year Contract)

SALARY
:
R166 051 per annum (All inclusive)

CENTRE
:
Polokwane (707001/80120/30015/1)

REQUIREMENTS
:
A tertiary qualification in Training and or Social Sciences or Developmental Studies.  Relevant experience in training, social or community development.  Sound knowledge of legislation, policies and acts governing Human Resources Development.  A sound understanding of the principles of Education, Training and Development, SETAs, ETQA requirements and functioning.  Ability to network and liaise with managers and stakeholders at all levels in order to further the objectives of component. A valid driver’s license and willingness to travel.  Exceptional communication skills both verbal and written (reports and presentations) interpretation, analysis, interpersonal and research skills.  Ability to communicate in at least two official languages.  Computer literate (Word, Excel, Access, PowerPoint).  The following will serve as recommendations.  Ability to work under pressure.  Monitoring and evaluation within the development sector.  Sound knowledge and understanding of legislative framework for development and training programmes.  Knowledge and experience in institutional management.  Experience and knowledge of transformation in the Public Service

DUTIES
:
Key Performance Areas: Co-ordinate and monitor the Training and Social Development programme to contribute to the social and economic empowerment of beneficiaries.  Manage compliance to the Expanded Public Works Programme (EPWP) for job creation and development programmes.  Manage strategic partnerships with relevant institutions to enhance provincial objectives.  Integrate Development into broader regional framework.  Coordinate and support transformation.  Determine training and social needs in the region.  Give advice and assistance to supervisors on determination of training needs, programming and scheduling of training techniques and aids

ENQUIRIES
:
Ms N T Mangoale, Tel (015) 290 1458.

APPLICATIONS
:
The Chief Director:  Department of Water Affairs and Forestry, Private Bag X9506, Polokwane 0700.

FOR ATTENTION
:
Mr M P Makgakga.

POST 05/97
:
GIS OPERATOR (2 POSTS)


(4 Year Contract)

SALARY
:
R113 351 per annum (All inclusive)

CENTRE
:
Tzaneen and Waterberg (707116/80118/30029/1)

REQUIREMENTS
:
An appropriate tertiary qualification in Geography, Natural Sciences or related field. Proven above average computer proficiency on Arc-view, GIS, MS Office and Windows 2000.  A valid driver’s licence.   Willingness to travel.  Good interpersonal skills.  Excellent verbal and written communication skills.  Language proficiency in two official languages.  A proven analytical, systematic and meticulous approach to work tasks.  Ability to work with minimum supervision, use own initiative and perform multiple tasks.  Willingness to develop a comprehensive understanding and knowledge of the field operations

DUTIES
:
Key Performance Areas: Maintain populate and upgrade Working for Water Spatial database.  Provide support to the Area Manager and Data Manager by populating, upgrading and maintaining the Working for Water spatial and non-spatial database.  Generate maps for the water management areas, Annual Plans of Operation (APO).  Administer clearing contracts for mapping and data for the management area.  Proactive identification of discrepancies in contract maps.  Consolidate contract data for monthly Key Performance Indicators within the WMA

ENQUIRIES
:
Ms N T Mangoale, Tel (015) 290 1458.

APPLICATIONS
:
The Chief Director: Department of Water Affairs and Forestry, Private Bag X9506, Polokwane 0700.

FOR ATTENTION
:
Mr J Rikhotso.

POST 05/98
:
HIV/AIDS OFFICER -GROBLERSDAL(4 YEAR CONTRACT)
SALARY
:
R113 351 per annum (All inclusive)

CENTRE
:
Polokwane (707002/80166/30018/1)

REQUIREMENTS
:
A relevant three-year qualification in Social Science or Community Development and relevant experience, especially in HIV/AIDS.  Knowledge and training in the field of HIV/AIDS.  Knowledge of the HIV/AIDS workplace policy.  Counseling skills.  Good communication (verbal and written) and public speaking skills.  Strong interpersonal planning, organizing and liaison skills.  Highly motivated and ability to work independently and an understanding of the Expanded Public Works Programme (EPWP) Proficiency in two official languages.  A valid driver’s licence.  Willingness to travel

DUTIES
:
Key Performance Areas: Support the Social Development and Training Co-coordinator by planning, coordinating and implementing training and social development programmes, including partnership programmes with other Departments and NGOs and monitor the level of community awareness, ensure the establishment of educational programmes through inter-sectoral collaboration.  Establish HIV/AIDS forums with all role-players.  Educate communities on safe sex.  Encourage the use of free Voluntary Counseling and Testing.  Provide basic counseling to affected individuals and their families.  Implement Workplace HIV/AIDS programme.  Organise the HIV/AIDS calendar and related events such as World Aids Day, Condom Week.  Report writing on a monthly basis on KPIs and targets.  Assist in the establishment and training of Project Advisory Committees.  Monitor and evaluate the impact of the training and social development programmes on individuals and households.  Develop Social Development and Training Annual Plans of Operation (APO).  Manage project budget, roll out policies 

ENQUIRIES
:
Ms N T Mangoale, Tel (015) 290 1458.

APPLICATIONS
:
The Chief Director:  Department of Water Affairs and Forestry, Private Bag  X9506, Polokwane 0700.

FOR ATTENTION
:
Mr M P Makgakga.

POST 05/99
:
CONTROL AUXILLIARY OFFICER
SALARY
:
R98 916 per annum

CENTRE
:
hembe Sibasa Regional Laboratory (732220/80135/1)

REQUIREMENTS
:
A Grade or N3 laboratory assistance. Three year laboratory experience.  A valid driver’s licence.  Computer literacy.

DUTIES
:
Key Performance Areas: Supervise the registering of all incoming water samples as well as the capturing of the data on computer. Taking samples from water purification plants sewage works and various sampling points.  Analyzing water samples for chemical physical and bacteriological quality. Calibrate and operation of laboratory instruments sterilization of laboratory apparatus. Prepare chemical solution according to their standard methods Adhoc, report writing and monthly reporting.

ENQUIRIES
:
Mr F B Valoyi, Tel (015)960 1600.

APPLICATIONS
:
The Chief Director:  Department of Water Affairs and Forestry, Private   Bag X9506, Polokwane, 0700.

FOR ATTENTION
:
Mr M J Nzima.

POST 05/100
:
CHIEF ADMINISTRATION  CLERK
SALARY
:
R98 916 per annum 

CENTRE
:
Tshipise Satellite (300821/80151/2)

REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification.  Good communication skills, (written and Verbal).  A valid driver’s licence 

DUTIES
:
Key Performance Areas: Will be responsible for: leave, salary, Pension and injury on duty administration, managing procurement, Stationery, Misconduct, bursary application, Performance management and Development system and budget matters.  Supervising and training of subordinates.

ENQUIRIES
:
Mr F B Valoyi, Tel (015) 960 1600.

APPLICATIONS
:
The Chief Director:  Department of Water Affairs and Forestry, Private   Bag X9506, Polokwane, 0700.

FOR ATTENTION
:
Mr M J Nzima.

CLOSING DATE
:
23 February 2007.

POST 05/101
:
INDUSTRIAL TECHNICIAN (2 POSTS)
SALARY
:
R79 407 per annum

CENTRE
:
Polokwane/ Luvuvhu/Letaba   (300814/80118/36149/1)

REQUIREMENTS
:
An appropriate National Diploma (T/S stream civil or Survey) or equivalent qualification in build environment, Code EB (8) driver’s licence.  Ability and willingness to travel extensively and work away from the office for extended periods.  Knowledge of the National Water Act, 1998 (Act no. 36, 1998).  Experience of Ms Office package such as word, excel, power point etc.  Good verbal communication skills. Ability to work under pressure.

DUTIES
:
Key Performance Areas: Validate and verify of various water uses.  Give technical support to WARMS/SAP.  Identify and investigation of abstraction points and areas of various water uses.  Liaise with water use sectors like farmers, mines/industries, communities etc on issues allocations, usage, conservation etc.  Investigate and report possible illegal water uses.  Render assistance on the establishment of water management institutions like water user associations, irrigation Boards, Forums etc, assist in dam safety inspections.  Conduct routine inspections and periodical investigations of water uses and application of the National Water Act (Act No. 36, 1998).  Render support on registration of water users.  Implementation of departmental plans, policies and guidelines.  Submission of weekly, monthly and annual reports.

ENQUIRIES
:
Mr H D Mabada.

APPLICATIONS
:
The Chief Director:  Department of Water Affairs and Forestry, Private   Bag X9506, Polokwane, 0700.

FOR ATTENTION
:
Mr M J Nzima.

POST 05/102
:
SENIOR PERSONNEL OFFICER GRADE III (CLIENT SERVICE OFFICER)

SALARY
:
R79 407 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
A Grade 12 Certificate plus in depth knowledge of pension administration, PSR, PSA, PSCBC Resolutions, policies and processes GEPF Law, 1996 and rules

DUTIES
:
Key Performance Areas: Implementation and administration of pension admissions, transfers, death, resignations, retirement, ill health, misconduct, abscondments and Persal implementation.  Interact with clients on pension issues in respect to Retirements, Death, Resignations, Ill-Health, Desertion, Misconduct, Re-organization etc.  Good written and verbal communication skills.  Verify Z102’s for correctness before forwarding to National Treasury-Administration Section, Return incorrect Z102’s and error letters to the Departmental Pension Section for correction.  Compile daily statistics and update pension databases.  Attend meetings scheduled by GEPF.  Assist Departmental officials with pension problems  

ENQUIRIES
:
Ms P Msimeki, Tel (012) 336 7683.

APPLICATIONS
:
The Director-General:  Department of Water Affairs and Forestry, Private Bag X313, Pretoria, 0001.

FOR ATTENTION
:
Ms P Msimeki, Room 701, Zwamadaka Building.

POST 05/103
:
SENIOR WATER CONTROL OFFICER (2 POSTS)

SALARY
:
R64 143 per annum

CENTRE
:
Polokwane (300815/80101/1 &  2)

REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification with mathematics or experience and knowledge in application of the National Water Act and water control environment.  A valid Code B drivers’ licence.  Computer literacy.  Willingness to travel extensively and also work long hours.  Good written and verbal communication skills.  Ability to work in a diverse team and public participation skills.

DUTIES
:
Key Performance Areas: Control and management of water use abstractions from both surface and groundwater resources.  Promote the conservation and development of water resources.  Assist in dam safety inspections, flood control and flow management, routine inspections and periodical investigations of water uses and application of the National Water Act.  Liaison with water users and other stakeholders.  Registration of water users.  Support to management on the establishment of water use bodies and transformation of existing bodies into Water User Associations.  Implementation of departmental plans, policies and guidelines.  Submission of weekly, monthly and annual reports.

ENQUIRIES
:
Mrs A D Maumela, Tel  (015) 290 1358.

APPLICATIONS
:
The Chief Director:  Department of Water Affairs and Forestry, Private   Bag X9506, Polokwane, 0700.

FOR ATTENTION
:
Mr M P Makgaka.

POST 05/104
:
SENIOR PERSONNEL OFFICER GRADE II (3 POSTS)
SALARY
:
R64 413 per annum

CENTRE
:
Polokwane Regional Office (732510/80085/3)

REQUIREMENTS
:
A Grade 12 Certificate or equivalent recognized qualification plus relevant experience.  Knowledge of PERSAL, Human Resources Policies, Acts and Regulations.  Computer literacy.  Good communication (written and verbal) and interpersonal related skills.

DUTIES
:
Key Performance Areas: Handle personnel administration matters such as drafting of adverts to be advertised in the Media and the PSVC.  Take minutes during interviews.  Compile submissions for appointments/promotions.  Deals with termination of services, leave, pension administration, injury on duty, housing subsidy, translation in rank and transfers.  Performance Management and Development System.  Opening of files when necessary. 

ENQUIRIES
:
Mr H G Masia, Tel (015) 290 1348.

APPLICATIONS
:
The Chief Director:  Department of Water Affairs  and Forestry, Private Bag X 9506, Polokwane, 0700.

FOR ATTENTION
:
Mr M J Nzima.

POST 05/105
:
PROVISIONING ADMINISTRATION CLERK GRADE I: (SUPPLY CHAIN MANAGEMENT) (2 POSTS)

SALARY
:
R54 222 per annum

CENTRE
:
Pretoria (244220/36358/1)

REQUIRMENTS
:
A Grade 12 Certificate or equivalent qualification.  Good verbal and written communication skills.  Computer literacy.  Knowledge of SCM Policies and regulations.

DUTIES
:
Key Performance Areas: Responsible for data capturing.  General Procurement matters,  Interaction with internal and external clients on a daily basic.  Adherence to the Departmental Procurement Delegations and Policies based on SCM regulations.  Maintaining of registers.  Evaluation and preparation of submissions for approval thereof.  Opening of advertised bids and price quotations.  Assisting clients and members of the Public at the front desk with bid enquiries.  Assisting with evaluation of bids and price quotations in the capacity of a SCM Practitioner

ENQUIRIES
:
Me H van der Merwe, Tel (012) 336 7725.

APPLICATIONS
:
The Director-General:  Department of Water Affairs and Forestry, Private Bag X313, Pretoria, 0001.

FOR ATTENTION
:
Me H van der Merwe, Room 233, Zwamadaka Building.

POST 05/106
:
PROVISIONING ADMINISTRATION CLERK GRADE I: (SUPPLY CHAIN MANAGEMENT)

SALARY
:
R54 222 per annum

CENTRE
:
Pretoria (244210/36358/2)

REQUIRMENTS
:
A Grade 12 Certificate of equivalent qualification.  Good verbal and written communication skills.  Computer literacy.  Knowledge of SCM Policies and regulations.

DUTIES
:
Key Performance Areas: Responsible for data capturing.  General Professional Service Provider matters.  Interaction with internal and external clients on a daily basis.  Adherence to the Departmental Procurement Delegations and Policies based on SCM regulations.  Maintaining of registers.  Evaluation of proposals

ENQUIRIES
:
Me L Surjbally, Tel (012) 336 7428.

APPLICATIONS
:
The Director-General:  Department of Water Affairs and Forestry, Private Bag X313, Pretoria, 0001.

FOR ATTENTION
:
Me L Surjbally, Room Entrance, Zwamadaka Building.

POST 05/107
:
AUXILIARY SERVICES OFFICER

SALARY
:
R46 200 per annum

CENTRE
:
Waterberg District Office (300811/80130/2)

REQUIREMENTS
:
A Grade 12 Certificate.  Computer literacy.

DUTIES
:
Key Performance Areas: Rendering administration duties for the division by taking of the minutes, filling of water quality reports.  Receiving of the incoming registers.  Distributing documents to water quality personnel.  Recording of leaves. Capturing of the incoming laboratory equipments and reagents.  Handling of requisitions and commitment register for the division.

ENQUIRIES
:
Mr Tloubatla, Tel  (015) 491 2834.

APPLICATIONS
:
The Chief Director, Department of Water Affairs and Forestry, Private Bag X 9506, Polokwane, 0700.

FOR ATTENTION
:
Mr M P Makgakga.

POST 05/108
:
ADMINISTRATIONCLERK GRADE I (2 POSTS) 

SALARY
:
R40 227 per annum

CENTRE
:
Polokwane (300821/80146/1 & 2)

REQUIREMENTS
:
A Grade 12 Certificate or equivalent qualification. Computer literacy.  Knowledge of the National Water Act (No. 36 of 1998) 

DUTIES
:
Key Performance Areas: Work as receptionist, receive clients/stakeholders and direct.  Make photo copies.  Look after machines and report, fax documents.  Distribute faxes from outside, giving registration forms to applicants, water use license tracking.  Ensure proper functioning of help desk

ENQUIRIES
:
Ms Makhuvele, 082 805 3764/ (015) 290 1369.

APPLICATIONS
:
The Chief Director:  Department of Water Affairs and Forestry, Private   Bag x9506, Polokwane, 0700.

FOR ATTENTION
:
Ms S B Matlopela.

ANNEXURE O
PROVINCIAL ADMINISTRATION: FREE STATE

DEPARTMENT OF EDUCATION

The Free State Provincial Government and Free State Department of Education are equal opportunity, affirmative action employers. 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, according to the Departmental Employment Equity plan and targets, will receive preference.

CLOSING DATE
:
22 February 2007 @ 16h00.

NOTE
:
Please note the following: the FSDoE will give preference to candidatures in the following order: 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, which must be fully completed, obtainable from any Public Service Department, as well as from FSDoE, or the official website: (www.fsdoe.fs.gov.za) and should 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. 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; Please forward your application, quoting the relevant reference number on your Z83 application as well as on the envelope. 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.

OTHER POSTS

POST 05/109
:
ASSISTANT DIRECTOR (WORK STUDY):  ORGANISATIONAL AND HUMAN RESOURCE DEVELOPMENT:  ORGANISATIONAL DEVELOPMENT SUB-DIRECTORATE REFERENCE NO: 2/2007/57



Applicable Core: Management & General Support Personnel 

SALARY
:
R183 084 – 212 550 per annum

CENTRE
:
Bloemfontein

REQUIREMENTS
:
Appropriate Bachelor's degree (or equivalent qualification) or Certificate in Management Services (Work Study) and be a certified Job Analyst. Valid driver's licence. Recommendations: Analysing options, making recommendations and preparing reports.  Good verbal and written communication skills, organising skills. Appropriate experience in undertaking research and computer literacy will be an added advantage.

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
:
Dr Vishnu Abhilak, ( 051 404 9599

APPLICATIONS
:
The Director HRM, Department of Education, Private Bag X20565 Bloemfontein, 9300. (Katleho Building)
POST 05/110
:
ASSISTANT DIRECTOR: MEDIA LIAISON AND SPEECH WRITING REFERENCE NO: 2/2007/1


Applicable Core:  Management & General Support Personnel

SALARY
:
R183 084 – R212 550 per annum

CENTRE
:
Bloemfontein

REQUIREMENTS
:
A relevant three–year degree or National Diploma in Communications/Public Relations/Journalism (tertiary) or equivalent qualification and /or a Grade 12 certificate with applicable experience. Understanding and clarity of political dynamics and challenges, Valid Drivers Licence. Recommendation:  A thorough understanding of principles, values and methodologies underpinning government communication. Ability to produce documents and reports quickly. Editing experience will be an added advantage. Good interpersonal relations and an ability to communicate at all levels. Basic understanding of government communication. Networking skills. A good understanding of the government priorities and programmes. Excellent Current Affairs knowledge. Ability to plan, organise, direct and manage the work of staff. The ability to work under pressure and meet deadlines as well as a meticulous approach to tasks. Extensive experience in speech writing. Meticulous attention to detail.  Applicants with a proven track record coupled with experience in Communication and Media will have an added advantage.  

DUTIES
:
As part of a dynamic communication team, the applicant will be expected to contribute to the management and implementation of media liaison and speech writing. The main focus of the post will be on  providing a research service for speeches and drafting and writing speeches. Preparing media briefings. Responsible for all information that is released to the media. The incumbent will also: Provide media liaison support for external events and campaigns. Liaise with the media and other institutions on behalf of the MEC. Draft and issue media statements. Organise media interviews, media conferences and information sessions. Organise media outreach activities for the MEC. Develop media strategies for events and campaigns. Responding to media queries. Frequently host the media to extend relations and making them aware of the Department’s environment. Do daily media monitoring and analysis in order to respond intelligently to issues that affect the Department. Respond rapidly to issues raised in the media. Participate in GCIS forums of collective planning around communication and media issues. Participate at the Interdepartmental Communication Forum. Assist in management of resources and appraisal of staff performance in the component. Assist in ensuring the performance of the component against its objectives and their monitoring. Implement communication strategies related to the Department’s objectives and operational needs. Ensuring an effective and timely press clipping service for the MEC and the Department.  Compile a daily and weekly media analysis. Access and organise information that the Department is required by law to provide on request to the public and the maintenance of such a database. 

ENQUIRIES
:
Mr S.R. Magalefa, (  (051) 404 8314

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

POST 05/111
:
ASSISTANT DIRECTOR: GENERAL CONDITIONS OF SERVICE:  HRM DIRECTORATE REFERENCE NO: 2/2007/2



Applicable CORE:  Management & General Support Personnel

SALARY
:
R146 685 – R170 295 per annum

CENTRE
:
Bloemfontein

REQUIREMENTS
:
A relevant Bachelor’s degree/Diploma or equivalent qualification, Valid drivers licence, Knowledge of relevant prescripts, namely Public Service Act, BCEA, LR Act, PFMA etc. 5 years Experience in Human Resources activities, Thorough knowledge and understanding of: PERSAL, data capturing, interpretation of Policy and HRM prescripts in the Public Service Recommendations  Computer literacy (Diplomas/Courses attended must be attached to CV) Interpersonal and communication skills (verbal and written), Leadership and Supervisory skills. Note: National Diploma/B degree in HRM will be an added advantage (must be attached to CV)

DUTIES
:
Supervision and Administering of payments of Resettlement Benefits, Housing, Long Service Recognition, Medical and Injury on Duty.

ENQUIRIES
:
Mr SS Samuel ( (051) 404-4417/4287

APPLICATIONS
:
Director HRM, Department of Education, Private Bag X20565, Bloemfontein, 9300 (106 Selbourne Ave. Katleho Building)

POST 05/112
:
ASSISTANT DIRECTOR: COMMUNICATION:  PUBLIC RELATIONS & MARKETING REFERENCE NO: 2/2007/3


Applicable CORE:  Management & General Support Personnel

SALARY
:
R146 685 – R170 295 pa 

CENTRE
:
Bloemfontein
REQUIREMENTS
:
A relevant three-year degree or national diploma in Communication/Public Relations/Journalism or equivalent qualification, plus a proven track record coupled with traceable minimum three years experience in communication and media. Knowledge And Skills: A thorough understanding of principles, values and methodologies underpinning government communication. Valid driver’s licence. Computer literate. Knowledge and experience in the conceptualisation and production of in-house newsletters, brochures, leaflets, posters, etc. Extensive experience in media production. Ability to produce documents and reports fairly quickly. Editing experience will be an added advantage. Good interpersonal relations and an ability to communicate at all levels. A good understanding of government priorities and programmes. Excellent current affairs knowledge. Ability to plan, organise, direct and manage the work of staff. The ability to work under pressure and meet deadlines as well as a meticulous approach to tasks. Meticulous attention to detail.

DUTIES
:
Develop a corporate communication strategy. Produce all publications as requested by the department, e.g. journals, newsletters, annual reports and special publications. Provide both internal and external publication services. Handle all communication to districts. Gather information for publications and policy pamphlets. Write articles for the publications. Edit articles for the publications. Suggest, produce and organise gifts. Handle all internal communication to all staff. Assist in management of resources and appraisal of staff performance in the component. Assist in ensuring the performance of the component against its objectives and their monitoring. 

ENQUIRIES
:
SR Magalefa ( (051) 404 8314
APPLICATIONS
:
Director HRM, Department of Education, Private Bag X20565, Bloemfontein, 9300 (106 Selbourne Ave. Katleho Building)

POST 05/113
:
ASSISTANT DIRECTOR: FINANCIAL REPORTING:  FINANCIAL MANAGEMENT DIRECTORATE REFERENCE NO: 2/2007/4



Applicable CORE:  Management & General Support Personnel

SALARY
:
R146 685 – R170 295 pa 

CENTRE
:
Bloemfontein
REQUIREMENTS
:
An appropriated Bachelor’s degree or equivalent qualification, as well as computer literacy in MS Excel and MS Word are essential.

DUTIES
:
Compiling of the monthly statutory financial reports, al management reports, analysis of expenditure against total Departmental budget, compiling of cash flow budget, administration of cash flow against budget,  journalising incorrect postings on BAS.

ENQUIRIES
:
Mr JP Faure ( (051) 404 8210

APPLICATIONS
:
Director HRM, Department of Education, Private Bag X20565, Bloemfontein, 9300 (106 Selbourne Ave. Katleho Building)

POST 05/114
:
ASSISTANT DIRECTOR:  LABOUR RELATIONS REFERENCE: 2/2007/5



Applicable Core: Management & General Support Personnel

SALARY
:
R146 685 – 170 295 pa (Level 9)

CENTRE
:
Bloemfontein

REQUIREMENTS
:
A relevant Bachelor’s degree/Diploma or equivalent qualification. Driver’s licence. Recommendation: Appropriate experience, potential, good communication skills and experience in labour relations will be added advantages. 

DUTIES
:
Responsible for all aspects relating to labour relations. Implementation of disciplinary, grievance and dispute procedures.  Conduct investigations, Provide information/advice to management.  Represent the Department at Conciliations and Arbitrations of the Bargaining Councils and CCMA. Organisational and management knowledge.  Basic knowledge of financial matters.  Good analytical skills for interpretation of legislation and problem solving.

ENQUIRIES
:
Mr D C Linde, ( (051) 404 4201 

APPLICATIONS
:
Director HRM, Department of Education, Private Bag X20565, Bloemfontein, 9300 (106 Selbourne Ave. Katleho Building)


POST 05/115
:
SENIOR PERSONNEL PRACTITIONER REF: 2/2007/6


Applicable Core: Management & General Support Personnel

SALARY
:
R112 841 – R142 617 pa 

CENTRE
:
Bloemfontein

REQUIREMENTS
:
A relevant Bachelor’s degree/Diploma or equivalent qualification, Valid driver’s licence. Recommendation: Appropriate experience, potential, good communication skills and experience in labour relations will be added advantages. 

DUTIES
:
Responsible for all aspects relating to labour relations.  Implementation of disciplinary and grievance procedures in education and the Public Service.  Dispute resolution.  Conduct investigations.  Provide information/advice to management.  Represent the Department at Arbitrations of ELRC, GPSSBC and CCMA.  Write reports/Submissions

ENQUIRIES
:
Mr D C Linde, ( (051) 404 4201 

APPLICATIONS
:
Director HRM, Department of Education, Private Bag X20565, Bloemfontein, 9300 (106 Selbourne Ave. Katleho Building)

POST 05/116
:
STATE ACCOUNTANT: FEZILE DABI DISTRICT OFFICE REF: 2/2007/7



(re- advertisement:  due to post upgrading) 



Applicants who have previously submitted applications for this post are kindly requested to submit new applications if they are still interested



Applicable Core:  Management & General Support Personnel

SALARY
:
R112 841 – R142 617 pa 

CENTRE
:
Sasolburg

REQUIREMENTS
:
An appropriate recognised Bachelor’s degree or equivalent three-year qualification with Accounting as a subject. Recommendations: Proven experience as a supervisor, good communication as well as liaison skills, computer literacy and knowledge of BAS will serve as a strong motivation.

DUTIES
:
Assisting with the compiling of day to day financial reports, analysis of expenditure against total Departmental budget, compiling and administration of a cash flow against budget, journalizing incorrect postings on BAS. Prepare reports for Senior Management. Formulated creative solutions to enhance cost effectiveness and delivery of services and administration of the Department, and to facilitate the implementation of national norms and standards where applicable. Monitor overdue accounts and compile and submit the reports. Ability to work under pressure. 

ENQUIRIES
:
Ms ME Dlamini  (  (016) 970 3367


APPLICATIONS
:
The Director: Fezile Dabi District, Department of Education, Private Bag X2007, Sasolburg, 1947

POST 05/117
:
SENIOR HUMAN RESOURCE PRACTITIONER:  POLICY AND ADVISORY SERVICES SUBDIRECTORATE:  SECTION: ADVISORY SERVICES:  HUMAN RESOURCE MANAGEMENT DIRECTORATE REFERENCE NO: 2/2007/8



Applicable Core:  Management & General Support Personnel

SALARY
:
R112 841 – R142 617 pa 

CENTRE
:
Bloemfontein  

REQUIREMENTS
:
A relevant Bachelor’s degree/Diploma or equivalent qualification. Valid driver’s license, Experience in Human Resource Management. Recommendations: Strong interpersonal, analytical and writing skills.  Knowledge of the Public Service Act and Regulations, Employment of Educators Act, South African Schools Act, Public Finance Management Act, Basic Conditions of Employment Act.

DUTIES
:
Monitor compliance in the implementation of Human Resource Management practices, policies and regulations. Report writing and recommendations on findings of such monitoring, Develop, interpret and evaluate new policies, Conduct research regarding policies, regulations and making proposals or changes regarding these, Training of line functionaries regarding new HR Acts, policies and regulations, Supervise and monitor subordinates

ENQUIRIES
:
Ms A van Rensburg ( (051) 404 4391

APPLICATIONS
:
Director HRM, Department of Education, Private Bag X20565, Bloemfontein, 9300 (106 Selbourne Ave. Katleho Building)

POST 05/118
:
SENIOR ADMINISTRATION OFFICER:  XHARIEP DISTRICT REFERENCE NO: 2/2007/9


Applicable Core:  Management & General Support Personnel

SALARY
:
R112 841 – R142 617 pa (Level 8)

CENTRE
:
Bloemfontein : Short term: Bloemfontein  Long term: Trompsburg.

REQUIREMENTS

A relevant Bachelor’s degree/Diploma or equivalent qualification, Computer Literacy (MS Word, Excel), Valid drivers licence, Recommendation: Certificate in Record Management and Archives Procedures, 5 Years appropriate experience in Auxiliary Service, Supervisory experience.

DUTIES
:
Exercise overall management and control of the following sections in Auxiliary Service to ensure that all prescripts are available and adhered to:  Registry, typing, admin support, switchboard, duplicating room. Cleaners and messenger services.  Co-ordinate promotion and capacitating/development and training of employees to ensure job satisfaction.  Implement and monitor Quality Control in Administration and Support Services.  Implement and maintain the PDMS System, To order, manage and control all stock in the Auxiliary and HR Sections. To design, develop, manage and control Strategic-, Business- and Action plans to achieve the objectives of the District.  Disposal of Records in accordance with the Archive Policies and Prescripts.  Co-ordination of District Projects.  Manage the District Leave Register according to prescripts.  Report and liaise with Physical Planning and Works Department by reporting and follow-up of all maintenance and repairs to the buildings.  

ENQUIRIES
:
Mr. AT Molatole ( (051) 404 4834

APPLICATIONS
:
Director: Xhariep District, Private Bag X20513, Bloemfontein, 9300.

POST 05/119
:
CHIEF INVESTIGATOR:  SECURITY MANAGEMENT REFERENCE NO: 2/2007/9


Applicable Core:  Management & General Support Personnel

SALARY
:
R112 841 – R142 617 pa 

CENTRE
:
Bloemfontein  

REQUIREMENTS
:
Grade 12 or equivalent qualification. Valid Drivers License, Recommendations: 2 Years extensive experience in the IT field. Advanced computer, presentation, communication, report writing and administration skills.

DUTIES
:
Investigate computer related crimes.

ENQUIRIES
:
Mr BTA Lefete ( (051) 404 8131

APPLICATIONS
:
Director HRM, Department of Education, Private Bag X20565, Bloemfontein, 9300 (106 Selbourne Ave. Katleho Building)

NOTE
:
Security clearance will be conducted for the successful candidate of the post 

POST 05/120
:
HUMAN RESOURCE PRACTITIONER:  ORGANISATIONAL AND HUMAN RESOURCE DEVELOPMENT DIRECTORATE: (ORGANISATIONAL DEVELOPMENT): (3 POSTS) REFERENCE NO: 2/2007/10



Applicable Core:  Management & General Support Personnel

SALARY
:
R98 916 – R114 843 pa 

CENTRE
:
Bloemfontein 

REQUIREMENTS
:
A relevant Bachelor’s degree/Diploma or equivalent qualification. and appropriate experience. Valid driver’s license. Computer literate (working knowledge of MS Word, MS Excel and MS PowerPoint), Recommendation: Research skills, analytical skills, verbal and written communication skills, planning and organizing, proficiency in ACCESS and certification as a Job Analyst will be added advantages.

DUTIES
:
Prioritise jobs for evaluation and obtain approval for the evaluation; evaluate prioritised vacancies and identified filled posts; analyse job profiles; obtain approval for recommended job evaluation results; coordinate benchmarking processes for job evaluation; keep record of and provide accurate job evaluation information and statistics. Facilitate the development and implementation of job descriptions for public servants and office based educators in the Department; do quality check of job descriptions.  Conduct workshops on job descriptions and job evaluations.

ENQUIRIES
:
Ms N Diener, ( 051 404-9566

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

POST 05/121

ORGANIZATIONAL DEVELOPMENT PRACTITIONER (WORK STUDY): ORGANISATIONAL AND HUMAN RESOURCE DEVELOPMENT REFERENCE NO: 2/2007/11


Applicable Core: Management & General Support Personnel

SALARY
:
R98 916 – R114 843 pa 

CENTRE
:
Bloemfontein

REQUIREMENTS
:
A relevant Bachelor’s degree/Diploma or equivalent qualification, Valid driver's licence. Recommendations: Ability to communicate with people at all levels. Organising skills. Appropriate experience in undertaking research, analysing options, making recommendations and preparing reports, Computer literacy will be an added advantage.

DUTIES
:
The successful candidate will be responsible for the following: Advice senior management and other officials of the Free State Department of Education on strategic interventions in the organisation's structures, staff establishment, systems and processes to improve organisational efficiency. Develop and assist with the implementation of departmental policies/strategies, monitoring mechanisms and recommended solutions regarding organisational structures, systems and processes to improve organisational efficiency. Monitor and evaluate the implementation of provincial policies/strategies that impact on organisational efficiency to ensure that management is timeously advised on corrective actions where necessary. Form design and management in the Department. Assist in development of job descriptions and conducting job evaluations in the Department to ensure that jobs are graded correctly in terms of the Job Evaluation Equate system. Identify development needs and utilize self-development opportunities to enhance job performance.

ENQUIRIES
:
Ms N Diener ( (051) 404 9566

APPLICATIONS
:
Director HRM, Department of Education, Private Bag X20565, Bloemfontein, 9300 (106 Selbourne Ave. Katleho Building)

POST 05/122
:
NETWORK CONTROLLER: IT TECHNICAL SUPPORT REFERENCE NO: 2/2007/12


Applicable Core: Management & General Support Personnel 

SALARY
:
R98 916 – 114 843 pa 

CENTRE
:
Bloemfontein
REQUIREMENTS
:
Grade 12 certificate and an appropriate technical IT qualification.  A valid code B (code 8) driver’s license.  Extensive experience in IT technical support.  A sound technical knowledge of MS Windows desktop and server operating systems.  Candidates will be required to pass a technical evaluation before being considered for an interview. Applications should be accompanied by originally certified copies of formal and informal qualifications, driver’s license and ID document.

DUTIES
:
The successful candidate will be responsible for the planning, installation and maintenance of systems and computer equipment as well as rendering a support service to users at Head Office. Recommendations  National Diploma: Information Technology, B.Sc Computer Science, A+, N+, MCSE or any other technical IT qualification.  Technical knowledge of routers, switches, network protocols are strongly recommended.  Person must be able to work under pressure.  Must have good interpersonal skills and strong service orientation.

ENQUIRIES
:
Mr LDP Herbst  ( (051) 404 8100.

APPLICATIONS
:
Director HRM, Department of Education, Private Bag X20565, Bloemfontein, 9300 (106 Selbourne Ave. Katleho Building)
POST 05/123
:
CHIEF PROVISIONING ADMIN CLERK: DEMAND, ACQUISITION AND LOGISTICS MANAGEMENT DIRECTORATE:  SUB-DIRECTORATE: LOGISTICS MANAGEMENT REFERENCE NO: 2/2007/13



Applicable Core: Management & General Support Personnel 

SALARY
:
R98 916 – R114 843 pa 

CENTRE
:
Bloemfontein

REQUIREMENTS
:
Grade 12 or equivalent qualification. Recommendations: At least 3 years experience in logistical administration in aspects of warehousing and transit.  

DUTIES
:
Ensure that regular spot checks are carried out on warehouse stock Verify 0-9 file.  Control over transit-in and transit-out.  Control issue vouchers.  Co-ordinate deliveries to chief users.  Supervision 

ENQUIRIES
:
Ms A Lichaba ( (051) 404 4013

APPLICATIONS
:
Director HRM, Department of Education, Private Bag x20565, Bloemfontein, 9300 (Selbourne Avenue 106, Katleho Building)

POST 05/124
:
PROVISIONING ADMINISTRATIVE OFFICER:  ASSET AND FLEET MANAGEMENT SUPPORT SERVICES REFERENCE NO: 2/2007/14



Applicable Core: Management & General Support Personnel

SALARY
:
R98 916 – R114 843 pa 

CENTRE
:
Bloemfontein

REQUIREMETS
:
Degree/Diploma or equivalent qualification in Accounting and or Statistics with preferably three year’s relevant experience in the administration of government–owned transport. Recommendations: Have an excellent written and verbal communication as well as interpersonal skills. Knowledge of LOGIS and BAS will be an added advantage. Understand transport policies, Treasury regulations, Public Finance Management Act (PFMA). Full working knowledge of Excel and Word. Good leadership qualities. 

DUTIES
:
Oversee the work of subordinates. Keep  vehicle inventory and other records up to date records. Plan maintenance timetable. Log sheets administration. Accidents administration. Asses and recommend replacement of old Fleet. Determination of vehicles’ Key Performance Indicators. Provide Senior Manager with costing of new vehicles.  Liaise with Government Garage on matters pertinent to motor transport. Training of Transport Officers. 

ENQUIRIES
:
Mr M Phoko ( (051) 404 4325

APPLICATIONS
:
Director HRM, Department of Education, Private Bag X20565, Bloemfontein, 9300 (106 Selbourne Ave. Katleho Building)
POST 05/125
:
PRINCIPAL PERSONNEL OFFICER:  THABO MOFUTSANYANA DISTRICT OFFICE REFERENCE NO: 2/2007/15



Applicable Core: Management & General Support Personnel

SALARY
:
R98 916 – R114 843 pa 

CENTRE
:
Phuthaditjaba

REQUIREMENTS
:
Grade 12 Certificate or equivalent qualification. Drivers License. Recommendations: Sound working knowledge of Employment Educators ct, Public Service Act and Regulations. Strong leadership skills. Knowledge of PERSAL.

DUTIES
:
Management, development and evaluation of staff in Personnel Provisioning section. Development of staff at schools concerning personnel provisioning section.  Report and submission writing. Administer all aspects of personnel provisioning for all schools in the Thabo Mofutsanyana District Office.

ENQUIRIES
:
Mr M D Makhubu, ( 058 718 4788

APPLICATIONS
:
District Director , Thabo Mofutsanyana  Education District, Private Bag X817, Witsieshoek,9870 (Parliament Building)

POST 05/126
:
SECRETARY: (FOUR POSTS)



Applicable CORE:  Management & General Support Personnel



Office Of The Director: Abet Directorate:  Reference No 2/200/16



Office Of The Director:  Legal Services: Reference No 2/2007/17



Office Of The Director:  Goldfields Fet Colege: Referece No 2/2007/18



Office Of The Director: Flavius Mareka Fet Colege:  Reference No 2/2007/19

SALARY
:
R64 143 – 74 472 per annum



Applicable Core: management & General Support Personnel

REQUIREMENTS
:
Grade 12 or equivalent qualification with Typing as passed subject in grade 12. (35 WPM). Recommendation: Working knowledge and experience in MS Word, Outlook Excel and Power Point as well as ability to work under pressure. Verbal Communication and Writing skills as well as working knowledge on developing and maintaining records (filing) system.

DUTIES
:
Manage diary of the Director to ensure that engagements are properly co-ordinated as well as providing the necessary documentation.  Provide receptionist service to regulate visits.  Handle all incoming and outgoing mail and keep proper record thereof to ensure that correspondence can be traced.  Provide general secretariat services such as answering the telephone, making calls, taking messages, receiving and sending faxes and e-mails to ensure that matters are dealt with.  Ensure that all documents are filed and kept safely to ensure easy access to information; type letters, speeches and reports and ensure that correspondence and documentation are presented professionally.  Arrange travel and accommodation for the Director.  Arrange refreshments during meetings.  Communicate with internal and external stakeholders to schedule appointments and visits, make enquiries etc.  Manage personnel files for the Directorate.  Send leave forms to HR. Handle confidential Information as well as any other tasks linked to the office of the Director.

ENQUIRIES
:
1 Ms B Kitching, ( (051) 4300872/082 454 1519 



Adv MJ Merabe, ( (051) 404 8510/0725172441


Dr LM Kruger, ( (057) 395 1301/ 082 202 4718


Mr TS Letho, ( (016) 9760829/15/072 193 7694

APPLICATIONS
:
Post no’s 1& 2:  Director HRM, Department of Education, Private Bag X 20565, Bloemfontein, 9300 (106 Selbourne Ave  Katleho Building)



Post no 3: Director: Tosa College, P Bag X95, Welkom 9460



Post no 4:  Director:  Sasolburg Campus, P Bag X 2009, Sasolburg 1947
NOTE
:
Please note that applicants may be subject to practical testing.

POST 05/127
:
HUMAN RESOURCE OFFICER:  GENERAL CONDITIONS OF SERVICE:  HRM DIRECTORATE REFERENCE NO: 2/2007/20



Applicable Core:  Management & General Support Personnel

SALARY
:
R46 200 – R53 640 per annum

CENTRE
:
Bloemfontein

REQUIREMENTS
:
Grade 12 or equivalent qualification, Valid driver’s licence. Recommendations: Computer literacy (Diplomas/Courses must be attached to CV). Basic knowledge/basic understanding of: PERSAL, data capturing, interpretation of Policy and HRM prescripts in the Public Service.  Interpersonal & communication skills (verbal & written), National Diploma/B Degree in HRM will be an added advantage (must be attached to CV)

DUTIES
:
Processing of long service recognition & certificates of service

ENQUIRIES
:
Mr SS Samuel ( (051) 404-4417/4287

APPLICATIONS
:
Director HRM, Department of Education, Private Bag X20565, Bloemfontein, 9300 (106 Selbourne Ave. Katleho Building)

POST 05/128
:
HUMAN RESOURCE OFFICER:  PERSONNEL PROVISIONING: FEZILE DABI DISTRICT OFFICE REFERENCE NO: 2/2007/21



Applicable Core:  Management & General Support Personnel

SALARY
:
R46 200 – R53 640 per annum

CENTRE
:
Sasolburg

REQUIREMENTS
:
Grade 12 or equivalent qualification, Recommendation: Computer Literacy

DUTIES
:
Receiving / processing of all appointment documents (temporary / Contract and permanent appointments). Checking and processing of acting allowances. Transfers:  educators / admin personnel (inter-district / inter-provincial). Salary adjustments, recognition of higher qualifications, payment of qualifications / cash bonus. Promotions, amend personnel particulars, termination of service. Amend date of appointments. 

ENQUIRIES
:
Ms K Mahlangu, ( (016) 976 6560

APPLICATIONS
:
Director: Fezile Dabi District Office, Private Bag X 2007, Sasolburg, 1947

POST 05/129
:
HUMAN RESOURCES OFFICER:  ESTABLISHMENT SECTION:  HRM DIRECTORATE REFERENCE NO : 2/2007/22


Applicable CORE:  Management & General Support Personnel

SALARY
:
R46 200 –R53 640 pa 

CENTRE
:
Bloemfontein 

REQUIREMENTS
:
Grade 12 or equivalent qualification

DUTIES
:
Implementation of the establishment of the Department, ensure that only approved posts are filled.  Promote effective administration by creating, abolishing, freezing, unfreezing and transferring posts. Ensure that educator posts to be advertised are funded and valid.  Maintain effective education system by up/downgrading schools.  Maintain positive working relationship with the section/working place.  Provide effective service delivery by handling general enquiries and all ad hoc tasks within the working sphere.  Written and verbal reporting to the supervisor regarding all activities at the section.  Communication with the district offices in writing or telephonically regarding establishment issues.  Written and verbal communication with the schools and other institutions via district offices or directorates regarding all establishment issues.  To ensure good communication and working relations to clients by applying the Batho Pele principles.  To ensure that new policy documents/resolutions on establishment are communicated to schools and other institutions via district offices.

ENQUIRIES
:
Mr DJ Litch, ( (051) 404 4361

APPLICATIONS

Director HRM, Department of Education, Private Bag X20565, Bloemfontein, 9300 (Selborne Avenue 106, Katleho Building)
POST 05/130
:
ADMINISTRATION CLERK: SECURITY MANAGEMENT AND FRAUD AND ANTI-CORRUPTION REFERENCE NO: 2/2007/23


(RE- advertisement) 



Applicants who have previously submitted applications for this post are kindly requested to submit new applications if they are still interested



Applicable CORE:  Management & General Support Personnel

SALARY
:
R46 200 – R53 640 per annum

CENTRE
:
Bloemfontein 

REQUIREMENTS
:
Grade 12 or equivalent qualification. Valid drivers licence. Recommendations: Strong negotiation skills. Good interpersonal skills, Good spoken and written communication skills, including the use of technology in this regard.  Analytical and report-writing skills

DUTIES
:
General procurement, Completion of LOGIS memos, Verifying the memos on LOGIS, Keep memo register up to date, Keep leave register up to date, Complete payment documentation and send payments to payment section. Communicate with suppliers with regard to orders, maintain the mail tracking system and create reports as requested, ensure that invoices are paid as per PFMA. The successful candidate must be prepared to under-go Security Clearance

ENQUIRIES
:
Adv MJ Merabe, ( (051) 404 8131

APPLICATIONS
:
Director HRM, Department of Education, Private Bag X20565, Bloemfontein, 9300 (Selborne Avenue 106, Katleho Building)

POST 05/131
:
ADMIN CLERK:  DIRECTORATE EXAMINATIONS AND ASSESSMENT REFERENCE NO: 2/2007/24



Applicable CORE:  Management & General Support Personnel

SALARY
:
R46 200 – R53 640 per annum

CENTRE
:
Bloemfontein 

REQUIREMENTS
:
Grade 12 or equivalent qualification. Sound computing skills. Good interpersonal relations.

DUTIES
:
Handling of data on computer system.  Communication with internal and external stakeholders.  Perform general routine administrative duties, Render support services. Recommendation: Potential, good communication skills will be added advantage.

ENQUIRIES
:
Mr P Jafta, ( (051) 404 8318

APPLICATIONS
:
Director HRM, Department of Education, Private Bag X20565, Bloemfontein, 9300 (Selborne Avenue 106, Katleho Building)

POST 05/132
:
ADMIN CLERK:  LEARNER SUPPORT FINANCE:  LEARNER SUPPORT DIRECTORATE REFERENCE NO: 2/2007/25



Applicable CORE:  Management & General Support Personnel

SALARY
:
R46 200 – R53 640 per annum
CENTRE
:
Bloemfontein 

REQUIREMENTS
:
Grade 12 or equivalent qualification. Recommendation: Computer Literacy.

DUTIES
:
Ensure that all requisitions are processed.  Make follow up with DALM (procurement division) on all delivery, issuing of stores and processing of payments. 3.   Provide administrative support relating to logistical Services. Handling of enquiries and queries from service providers. Create orders and payments of suppliers.  Writing of memos.  Perform other ad hoc activities requested by the Supervisors.

ENQUIRIES
:
Mr HR Khosa, ( (051) 404 4631

APPLICATIONS
:
Director: Human Resources Management, Department of  Education, Private Bag X 20565, Bloemfontein, 9300 (Katleho Building)

POST 05/133
:
HUMAN RESOURCES OFFICER:  ORGANISATIONAL AND HUMAN RESOURCE DEVELOPMENT DIRECTORATE, ADMINISTRATION OF LEARNERSHIPS AND BURSARIES AND SUPPORT SERVICES REFERENCE NO: 2/2007/26



Applicable CORE:  Management & General Support Personnel

SALARY
:
R46 200 – R53 640 per annum
CENTRE
:
Bloemfontein 

REQUIREMENTS
:
Grade 12 or equivalent qualification. Recommendations: Knowledge of BAS and PERSAL system and Free State Provincial Government Bursary system and appropriate experience in bursary administration. Valid driver’s license. Excellent verbal and written communication skills. Working knowledge of MS Word, Excel.

DUTIES

Provide administrative support to the directorate in the achievements of its deliverables, including bursary administration, filing, keeping statistics of bursary information, progress on studies and payments to institutions

ENQUIRIES
:
Mr D Molosioa, ( (051) 404 9520

APPLICATIONS
:
Director: Human Resources Management, Department of  Education, Private Bag X 20565, Bloemfontein, 9300 (Katleho Building)

POST 05/134
:
ADMIN CLERK:  CURRICULUM DELIVERY & SUPPORT REFERENCE NO: 2/2007/27


Applicable CORE:  Management & General Support Personnel

SALARY
:
R46 200 – R53 640 per annum
CENTRE
:
Bloemfontein

REQUIREMENTS
:
Grade 12 or equivalent qualification. Recommendations: Good communication skills. Sound computing skills. Good interpersonal relations. Knowledge of financial systems in the Department of Education (BAS & LOGIS.) Self -  motivated.  A valid driver’s license.

DUTIES
:
Communication with internal and external stakeholders.  Perform general administrative duties regarding payments of subsidies, procurement procedures, S&T claims and budgets.  Responsible for placing orders via the LOGIS system.  Handle queries related to the payments of subsidies. Process payment to suppliers.  Record keeping of payments.  Other administrative duties as required

ENQUIRIES
:
Ms J Swanepoel ( (051) 404 8529

APPLICATIONS
:
Director: Human Resources Management, Department of  Education, Private Bag X 20565, Bloemfontein, 9300 (Katleho Building)

POST 05/135
:
POVISIONING ADMIN CLERK: DEMAND, ACQUISITION AND LOGISTICS MANAGEMENT DIRECTORATE REFERENCE NO: 2/2007/28



Sub-Directorate: Logistics Management



Applicable CORE:  Management & General Support Personnel

SALARY
:
R46 200 – R53 640 per annum

CENTRE
:
Bloemfontein
REQUIREMENTS
:
Grade 12 or equivalent qualification, Valid driver’s license. Recommendations: Computer literacy, good accounting skills.

DUTIES
:
Consolidate procurement advises to replenish the warehouse, Chief User clerk functions for the Directorate, Obtain quotations from suppliers, Secretary to the quotation committee, Reporting on rotation of suppliers and their status, Processing of information on the LOGIS system 

ENQUIRIES
:
Ms. A. Lichaba ( 051-4044013

APPLICATIONS
:
Director: Human Resources Management, Department of  Education, Private Bag X 20565, Bloemfontein, 9300 (Katleho Building)

POST 05/136
:
PROVISIONING ADMIN CLERK: DEMAND, ACQUISITION AND LOGISTICS MANAGEMENT DIRECTORATE SUB-DIRECTORATE: LOGISTICS MANAGEMENT REFERENCE NO: 2/2007/29



Applicable CORE:  Management & General Support Personnel

SALARY
:
R46 200 – R53 640 pa 
CENTRE
:
Bloemfontein
REQUIREMENTS
:
Grade 12 or equivalent qualification. Valid driver’s license. Recommendations: Computer literacy (Excel, Word) and good accounting skills.

DUTIES
:
Verifies quality, quantity and correctness of items issued.  Issues items and signs/ forwards documentation related to issuing of items.  Dispatches items and undertakes packaging of stock for transportation Safekeeping of stock and warehouse keys and maintain bin cards Control stock on hand to ensure it is a true reflection of stock according to system.  Do quarterly stock counts.  Compare stock on bin cards and stock on system.  Report stock discrepancies.  Report disposable stock, Processing of information on the LOGIS system. 

ENQUIRIES
:
Ms A Lichaba ( 051-4044013

APPLICATIONS
:
Director: Human Resources Management, Department of  Education, Private Bag X 20565, Bloemfontein, 9300 (Katleho Building)

POST 05/137
:
PROVISIONING ADMIN CLERK: DEMAND, ACQUISITION AND LOGISTICS MANAGEMENT DIRECTORATE REFERENCE NO: 2/2007/30



Sub-Directorate: Logistics Management



Applicable CORE:  Management & General Support Personnel

SALARY
:
R46 200 – R53 640 pa 

CENTRE
:
Bloemfontein
REQUIREMENTS
:
Grade 12 or equivalent qualification, valid driver’s license. Recommendations: Computer literacy (Excel, Word) and good accounting skills.

DUTIES
:
Responsible for Warehouse management .  Responsible for the safekeeping of stock and warehouse keys and maintain bins.  Receive stock from transit-in and update relevant records.  Issue stock on receipt of issue voucher.  Control stock on hand to ensure it is a true reflection of stock according to system.  Verifies quality, quantity and correctness of items received and issued.  Issue items and signs/ forwards documentation related to issuing of items.  Do quarterly stock counts. Compare stock on bin cards and stock on system. Report stock discrepancies.  Report disposable stock.  Processing of information on the LOGIS system. 

ENQUIRIES
:
Ms A Lichaba ( (051) 404 4013

APPLICATIONS
:
Director: Human Resources Management, Department of  Education, Private Bag X 20565, Bloemfontein, 9300 (Katleho Building)

POST 05/138
:
PERSONNEL OFFICER: LEAVE SECTION:  MOTHEO DISTRICT OFFICE REFERENCE NO: 2/2007/31


Applicable CORE:  Management & General Support Personnel

SALARY
:
R46 200 – R53 640 pa 
CENTRE
:
Bloemfontein

REQUIREMENTS
:
Grade 12 or equivalent qualification. Computer Literacy Recommendations: Verbal communication. Good Interpersonal Relations.

DUTIES
:
Administration of Leave, handling of bursaries, study leave, leave gratuities, and retirements due to ill health related  matters. Reporting on the above. 

ENQUIRIES
:
Ms B Molosioa ( (051) 404 4709

APPLICATIONS

Director: Motheo Education District, P Bag x 20512 Bloemfontein, 9300

POST 05/139
:
REGISTRY CLERK: XHARIEP DISTRICT OFFICE REFERENCE NO: 2/2007/32



Applicable CORE:  Management & General Support Personnel

SALARY
:
R46 200 – R53 640 pa 
CENTRE
:
Bloemfontein : Short term: Bloemfontein  Long term: Trompsburg.

REQUIREMENTS
:
Grade 12 or equivalent qualification. Recommendation: A valid drivers license and computer knowledge.  Ability and knowledge of effective customer service.  Ability to handle confidential documents.

DUTIES
:
Opening of all post.  Draw files and book out in Register.  Receive files and book them back in Register.  Handle all files and documents according to registry procedures. File documents.  Manage pending system.  Keep register of all files on route. Do follow-ups on route register. Trace missing files.  Keep registers and shelves neat.  Draw personnel record cards and update such records.  Help with duties of person on leave.  Control and manage franking machine.  Handle and manage incoming and outgoing post/post register.  Handle distribution of post /documents to relevant officials.  Handle and manage personal files of all District officials.

ENQUIRIES
:
Mr. AT Molatole, ( (051) 4044834

APPLICATIONS
:
The Director: Xhariep District, Private Bag X20513, Bloemfontein, 9300.

POST 05/140
:
SENIOR HOUSEHOLD SUPERVISOR:  HOSTEL:  UNITAS COMBINED SECONDARY SCHOOL:  2 POSTS REFERENCE NO: 2/2007/33



Applicable Core: Management & General Support Personnel

SALARY
:
R54 222 – R62 946 pa 

CENTRE
:
Welkom

REQUIREMENTS
:
Grade 12 or equivalent qualification, Compulsory to stay in the hostel, Recommendation: Appropriate experience and potential will be a recommendation.

DUTIES
:
Supervision and control of  learners;  responsible for the organization and efficient functioning of all divisions; requesting receipts; storing and judicious issuing of stock; keeping and control of  records and registers; organize social meetings and assist management.

ENQUIRIES
:
Mr J Wessels, ( (057) 3524266

APPLICATIONS
:
The Principal, Unitas CS School, C/o Volk & Arrarat Road, Welkom, 9460

POST 05/141
:
HOUSEKEEPING SUPERVISOR:  HOSTEL: THREE (3) POSTS


Applicable Core: Management & General Support Personnel

SALARY
:
R46 200 – R53 640 pa 

CENTERE
:
1. Amari Special School;  Welkom Reference No: 2/2007/34



2. Pholho Special School:  Bloemfontein Reference No: 2/2007/35



3. Bartimea School For The Deaf And Blind:  Selosesha Reference No: 2/2007/36

REQUIREMENTS
:
Grade 12 or equivalent qualification, Compulsory to stay in the hostel, Recommendation: Appropriate experience and potential will be a recommendation.

DUTIES
:
Supervision and control of  learners with challenging behaviour;  responsible for the organization and efficient functioning of all divisions; requesting receipts; storing and judicious issuing of stock; keeping and control of  records and registers; organize social meetings and assist management.

APPLICATIONS
:
The Principal, Amari Special School, Private Bag X 67, Welkom 9460. Mr EP Scott, ( (057) 352 8423



The Principal, Pholho Special School, P O Box 16057, Mangaung, Bloemfontein, 9307 Enquiries: Mr van den Berg ( (051) 432 4024



The Principal, Bartimea School, Private Bag X 723, Selosesha, 9783 Enquiries: Mr PA Cook, ( (051) 873 2205

POST 05/142
:
HUMAN RESOURCE OFFICER:  DISTRICT OFFICES (12 POSTS)


Applicable Core:  Management & General Support Personnel

SALARY
:
R46 200 – R53 640 pa 

CENTRE
:
1. Thabo Mofutsanyana District (3 Post)



2. Fezile Dabi District (3 Post)



3. Lejweleputswa District (3 Post)



4. Xhariep District 1 Post)



5. Motheo District (2 Post)

REQUIREMENTS
:
Grade 12 or equivalent qualification. Recommendations: Computer Literacy, MS Word and Excel, Good communication, interpersonal and client orientated skills. The ability to manage a large variety of work under pressure.

DUTIES
:
Handling of Human Resources Management activities over a broad spectrum, including personnel provisioning, conditions of service, termination of service and performance management of PS Personnel and Educators. Implementation of transactions on PERSAL. Prepare submissions and letters to management and clients. Receipt and management of documents and correspondence from schools and offices. Application of the relevant acts, regulations and other prescripts. Application of all the Batho Pele principles. Provide support to employees, schools, unions; and the public.


ENQUIRIES
:
Mr C  Mngomezulu, ( (058) 718 4748 Thabo Mofutsanyana District:  (Ref 2/2007/37)



Mr RS Malope, ( (016) 976 – 6560 Fezile Dabi District:  (Ref 2/2007/38)



Mr D Mokhobo, ( (057) 353 2901 Lejweleputswa District:  (Ref 2/2007/39)



Ms M Cronje, ( (051) 4044825 Xhariep District:  (Ref 2/2007/40)



Mr Mohoje, ( (051) 404 – 4622 Motheo District:  (Ref 2/2007/41)

APPLICATIONS
:
Thabo Mofutsanyana District: The District Director: Thabo Mofutsanyana Education District, Private Bag X817, Witsieshoek, 9870



Fezile Dabi District: The District Director: Fezile Dabi Education District, Private Bag X2007, Sasolburg, 9570



Lejweleputswa Dist:rict:  The Director:  Lejweleputswa District Office, P/Bag 30, Welkom, 9463.



Xhariep District:  The District Director: Xhariep District, Private Bag X20513, Bloemfontein ,9300



Motheo District: The Director: Motheo Education District Office,Private Bag X20512; Bloemfontein, 9300

POST 05/143
:
HUMAN RESOURCE OFFICER: IQMS (7 POSTS)


Applicable Core:  Management & General Support Personnel

SALARY
:
R46 200 – R53 640 pa 

CENTRE

1. OHRD-HRD Bloemfontein (2 Posts)



2. Thabo Mofutsanyana District (1 Post)



3. Fezile Dabi District (1 Post)



4. Lejweleputswa District (1 Post)



5. Xhariep District (1 Post)



6. Motheo District (1 Post)

REQUIREMENTS
:
Grade 12 or equivalent qualification, Recommendations: Computer Literacy, MS Word and Excel, Good communication, interpersonal and client orientated skills. The ability to manage a large variety of work under pressure.

DUTIES
:
Capturing of relevant data. Preparation and safekeeping of Data. Supply information. Contact service providers for quotations. Render assistance to the IQMS and PDMS officials in the HRD Sub –directorate and Head Office.

ENQUIRIES
:
Ms. KK Motshumi, ( (051) 448 8698 OHRD-HRD  Bloemfontein :  (Ref 2/2007/42)


Mr C  Mngomezulu,  ( (058) 718 4748 Thabo Mofutsanyana District:  (Ref 2/2007/43)



Mr RS Malope, ( (016) 976 – 6560 Fezile Dabi District:  (Ref 2/2007/44)



Mr D Mokhobo, ( (057) 353 2901 Lejweleputswa District:  2/2007/45)



Ms M Cronje, ( (051) 4044825 Xhariep District:  (Ref 2/2007/46)



Mr Mohoje , ( (051) 404 – 4622 Motheo District:  (Ref 2/2007/47)

APPLICATIONS
:
OHRD-HRD  Bloemfontein: Director: Human Resources, Department of Education, Private Bag X20565, Bloemfontein, 9300 (106 Selbourne Drive, Katleho Building) 



Thabo Mofutsanyana District: The District Director: Thabo Mofutsanyana Education District, Private Bag X817, Witsieshoek, 9870



Fezile Dabi District: The District Director: Fazile Dabi Education District, Private Bag X2007, Sasolburg, 9570



Lejweleputswa Dist:rict:  The Director:  Lejweleputswa District Office, P/Bag 30, Welkom, 9463.



Xhariep District:  The District Director: Xhariep District, Private Bag X20513, Bloemfontein ,9300



Motheo District: The Director: Motheo Education District Office,Private Bag X20512; Bloemfontein, 9300

POST 05/144
:
DATA CAPTURER: PDMS: (7 POSTS)



Applicable Core:  Management & General Support Personnel

SALARY
:
R46 200 – R53 640 pa 

CENTRE
:
1. HRM  Bloemfontein (2 Posts)



2. Thabo Mofutsanyana District (1 Post)



3. Fezile Dabi District (1 Post)



4. Lejweleputswa District (1 Post)



5. Xhariep District (1 Post)



6. Motheo District (1 Post)

REQUIREMENTS
:
Grade 12 or equivalent qualification. Typing as a fully passed subject, Recommendations: Typing skills, Computer literacy, Good interpersonal relations.

DUTIES
:
Capturing of relevant data, e.g. PMDS and IQMS data on spreadsheets and applications on the E-Recruiter system. Preparing and safekeeping of the information. 

ENQUIRIES
:
Mr MA van der Linde, ( (051) 404 4340 PDMS  Bloemfontein :  (Ref 2/2007/48)


Mr C  Mngomezulu, ( (058) 718 4748 Thabo Mofutsanyana District:  (Ref 2/2007/49)



Mr RS Malope, ( (016) 976 – 6560 Fezile Dabi District:  (Ref 2/2007/50)



Mr D Mokhobo, ( (057) 353 2901 Lejweleputswa District:  (Ref 2/2007/51)



Ms M Cronje, ( (051) 4044825 Xhariep District:  (Ref 2/2007/52)



Mr Mohoje, ( (051) 404 – 4622 Motheo District:  (Ref 2/2007/53)

APPLICATIONS
:
HRM  Bloemfontein: Director: Human Resources, Department of Education, Private Bag X20565, Bloemfontein, 9300 (106 Selbourne Drive, Katleho Building) Thabo Mofutsanyana District: The District Director: Thabo    Mofutsanyana Education District, Private Bag X817, Witsieshoek, 9870



Fezile Dabi District: The District Director: Fezile Dabi Education       District, Private Bag X2007, Sasolburg, 9570



Lejweleputswa Dist:rict:  The Director:  Lejweleputswa District Office, P/Bag 30, Welkom, 9463.



Xhariep District:  The District Director: Xhariep District, Private Bag X20513, Bloemfontein ,9300



Motheo District: The Director: Motheo Education District Office,Private Bag X20512; Bloemfontein, 9300

POST 05/145
:
ADMINISTRATIVE CLERK


Applicable Core:  Management & General Support Personnel

SALARY
:
R46 200 – R53 640 per annum

CENTRE
:
Various Schools In The Thabo Mofutsanyana Education District (See list below)


Memel Primary DC19-2007/1



Libertas Combined DC19-2007/2



Aberfeldy Combined DC19-2007/3



Maluti Fet:  Bonamelo DC19-2007/4



Lebohang Primary DC19-2007/5



Qwaqwa Combined DC19-2007/6

REQUIREMENTS
:
Grade 12 or equivalent qualification. Recommendation: Good communication skills, organising and planning skills ( computer literacy and application of MS Office package.  Personal attributes: Self-driven ( ability to work under pressure.

DUTIES
:
Assist with general office administration within Education Institutions.  Handling of all files, keeping establishment records up to date; keeping catalogues, Education Acts, Rules and regulations up to date; responsible for ordering of stationery, text books and maintenance of material; typing of letters and question papers. Keeping leave register up to date; handling telephone enquiries or any other official duties as may be assigned. 

ENQUIRIES
:
Mr Mngomezulu, ( (058) 718 4748

APPLICATIONS
:
The District Director: Thabo Mofutsanyana Education District, Private Bag X817, Witsieshoek, 9870 (Parliament Building)

POST 05/146
:
ADMINISTRATIVE CLERK


Applicable Core:  Management & General Support Personnel

SALARY
:
R46 200 – R53 640 per annum

CENTRE
:
Various schools in the Fezile Dabi education district (See list below)



Phirihadi Primary DC20-2007/1



Sentrale Volkskool Primary DC20-2007/2



Sarel Cilliers DC20-2007/3

REQUIREMENTS
:
Grade 12 or equivalent qualification. Recommendation: Good communication skills, organising and planning skills ( computer  literacy and application of MS Office package.  Personal attributes: Self-driven ( ability to work under pressure.

DUTIES
:
Assist with general office administration within Education Institutions.  Handling of all files, keeping establishment records up to date; keeping catalogues, Education Acts, Rules and regulations up to date; responsible for ordering of stationery, text books and maintenance of material; typing of letters and question papers. Keeping leave register up to date; handling telephone enquiries or any other official duties as may be assigned. 

ENQUIRIES
:
Mr RS Malope, ( (016) 976 – 6560

APPLICATIONS
:
The District Director: Fezile Dabi Education District, Private Bag X2007, Sasolburg, 9570

POST 05/147
:
CLEANER



Applicable Core:  Management & General Support Personnel

SALARY
:
R35 916 – R40 059 pa 

CENTRE
:
Various Schools In The Thabo Mofutsanyana Education District (See Annexure B attached)



Truida Kestell DC19-2007/7



Nthute Primary DC19-2007/8



Ficksburg High DC19-2007/9



Motsheruwa Public DC19-2007/10



Mafika Ditshiu Primary DC19-2007/11



Tlhorong Secondary DC19-2007/12



Khanyeng Intermediate DC19-2007/13



Mmathabo Secondary DC19-2007/14



Roadside Intermediate DC19-2007/15



The Sentinel Primary DC19-2007/16



Boitsebelo J/Tech DC19-2007/17



Mabewana Primary DC19-2007/18



Witteberg High DC19-2007/19



Qhubeka Public DC19-2007/20



District Office DC19-2007/21

REQUIREMENTS
:
ABET or equivalent qualification

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

ENQUIRIES
:
Mr Mngomezulu, ( (058) 718 4748

APPLICATIONS
:
The District Director: Thabo Mofutsanyana Education District, Private Bag X817, Witsieshoek, 9870(Parliament Building)

POST 05/148
:
CLEANER



Applicable Core:  Management & General Support Personnel

SALARY

R35 916 – R40 059 pa (Level 1)

CENTRE

Various schools in the Fezile Dabi education district (See list below)



Tjhaba Tsohle



Phitshana Primary


Kwakwatsi Secondary
REQUIREMENTS
:
ABET or equivalent qualification

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

ENQUIRIES
:
Mr RS Malope, ( (016) 976 – 6560

APPLICATIONS
:
The District Director: Fezile Dabi Education District, Private Bag X2007, Sasolburg, 9570

POST 05/149
:
CLEANER REFERENCE NO: 2/2007/54



Applicable Core: Management & General Support Personnel

SALARY
:
R35 916 – R40 059 pa 

CENTRE
:
Rosenhof Youth Care And Educational Centre

REQUIREMENTS

ABET 4 or equivalent qualification. Recommendation: Appropriate experience (include references), good health and physical strength will be a recommendation.

DUTIES
:
Provide cleaning services outside and inside the Centre buildings.  Assist with loading and off loading of goods. Assist with maintenance of buildings, equipment, swimming pool and gardens.  Cleaning of vehicles.

ENQUIRIES
:
Mr A Mocke Tel ( (051) 5226771

APPLICATIONS
:
The Principal,  Rosenhof  Youth Care and Educational Centre, Gustav Crescent, Fichardtpark, Bloemfontein

POST 05/150
:
CLEANER X 2 POSTS REFERENCE NO: 2/2007/55



Applicable Core: Management & General Support Personnel

SALARY
:
R35 916 – R40 059 pa 

CENTRE
:
Goldfields Fet College:  Welkom

REQUIREMENTS
:
ABET 4 or equivalent qualification. Recommendation: Appropriate experience (include references), good health and physical strength will be a recommendation.

DUTIES
:
Provide cleaning services outside and inside the Centre buildings.  Assist with loading and off loading of goods. Assist with maintenance of buildings, equipment, swimming pool and gardens.  Cleaning of vehicles.

ENQUIRIES
:
Dr L Fourie    ( (057) 391 0500

APPLICATIONS
:
The Director:  Private Bag x 21, Welkom, 9460

POST 05/151
:
CLEANER:  ASSET & FLEET MANAGEMENT SUPPORT SERVICES REFERENCE NO: 2/2007/56

SALARY
:
R35 916 – R40 059 per annum

CENTRE
:
Bloemfontein

REQUIREMENTS
:
ABET 4 or equivalent qualification. Recommendation: A self motivated person with good handyman skills.

DUTIES
:
Provide cleaning services outside and inside buildings, Assist with offloading and loading of goods.

ENQUIRIES
:
Ms E Morake ( 051-4044371

APPLICATIONS
:
Director: Human Resources Management, Department of  Education, Private Bag X 20565, Bloemfontein, 9300 (Katleho Building)

DEPARTMENT OF PUBLIC WORKS, ROAD AND TRANSPORT

The department intends to promote representivity through the filling of vacancies.  Preference will be given to suitable persons who’s appointment/promotion/transfer will promote representivity
APPLICATIONS
:
Applications Posted To: Head: Public Works, Roads and Transport, Directorate: Human Resources Management, P.O. Box 7551 BLOEMFONTEIN, 9300 OR Applications That Are Hand Delivered Must Be Brought To The Foyer Of Medfontein Building Where they must be placed in the appropriately marked box at Security, Ground Floor, Medfontein Building, St. Andrews Street

NOTE
:
Applications should be submitted on a Z83 form obtainable from any Public Service Department and should be accompanied by an updated comprehensive & detailed Curriculum Vitae with certified copies of qualification certificates, Driver’s License and a copy of Identity Document or Passport attached. Applicants are requested to complete the Z83 form properly and full particulars of qualifications and experience (on separate page, if necessary) must be submitted. Direct your application quoting the relevant reference number & corresponding centre of employment above on the Z83 form. If applying for more than 1 position, a separate application must be provided for each post applied for.  Each Z83 application is only valid for 1 position. No faxed or e-mailed applications will be considered and applications received after the closing date indicated below will not be accepted. Failure to comply with the above-mentioned instructions will result in the application not being considered and automatically disqualified. Please Note: Your attention is drawn to: Correspondence will be limited to short listed candidates only.  Candidate’s who are not contacted, within four months for an interview, can assume that they did not meet the shortlist criteria and are hereby thanked for applying. Applications will not be accepted by staff in offices in the Building. All enquiries regarding the abovementioned post must be directed to the person indicate at the enquiries.  No other staff member will entertain queries in this regard.  *No applications will be accepted by staff in offices in the building.  

OTHER POSTS

POST 05/152
:
DEPUTY DIRECTOR: CONTRACT ADMINISTRATION REFERENCE NO: PWRT 2007/007


Directorate: Property Management and Housekeeping

SALARY
:
An all inclusive  remuneration package of R289 635.00 per annum. The package includes a choice between 70% or 75% basic salary, state contribution to the Government Employees Pension Fund and a flexible portion that may be structured in terms of the applicable guidelines.

CENTRE
:
Bloemfontein

REQUIREMENTS
:
Minimum Qualifications And Experience: Applicants must be in possession of a 3-year tertiary qualification in property-management field or equivalent NQF 6 qualification. Financial management knowledge. Computer Literate. Relevant experience. Driver license (code B). Recommendations: Demonstrable commitment through high sense of urgency and willingness to work extra hours. Knowledge of both the State Land Disposal Act, PFMA and Public Service property  disposal procedures will be an added advantage. Knowledge of mineral rights issues. Ability to interpret policy in property administration and management. Knowledge of the Public Service reporting procedures. Good communication skills, negotiating, inter-personal, supervisory and reporting skills
DUTIES
:
Key Performance Areas: Management of the leasing and renting contracts of all government buildings. Contract finalization and contract administration. Development and maintenance of the debtor system and conducting regular internal control and inspections. Effective and efficient management of the processes leading to monthly payment of rentals for the leased and rented buildings. Keep track of developments with regards to property management trends. Liaise with all relevant stakeholders and units to ensure that property information is captured correctly and in good time. Preparation of reports to top management and all relevant stakeholders. Providing solutions to queries relating to non-payments. Compilation of monthly reports, monthly reconciliation of PERSAL deductions and bank deposits. Management of the collection of rental payments and ensuring follow-up of bad debts. Managing the performance of sub-ordinates and resources to enhance productivity of the unit.

ENQUIRIES
:
Ms N Zulu, Tel no (051) 410 7540

CLOSING DATE
:
6 March 2007

POST 05/153
:
DEPUTY DIRECTOR: UTILITIES REF: PWRT 2007/006



Directorate: Property Management and Housekeeping

SALARY
:
An all inclusive  remuneration package of R289 635.00 per annum. The package includes a choice between 70% or 75% basic salary, state contribution to the Government Employees Pension Fund and a flexible portion that may be structured in terms of the applicable guidelines.

CENTRE
:
Bloemfontein

REQUIREMENTS
:
Minimum Qualifications And Experience: Applicants must be in possession of a 3-year tertiary qualification in property-management field or equivalent NQF 6 qualification. Financial management knowledge. Computer Literate. Relevant experience. Driver license (code B). Recommendations: Demonstrable commitment through high sense of urgency and willingness to work extra hours. Knowledge of both the State Land Disposal Act, PFMA and Public Service property disposal procedures will be an added advantage. Knowledge of mineral rights issues. Ability to interpret policy in property administration and management. Knowledge of the Public Service reporting procedures. Good communication skills, negotiating, inter-personal, supervisory and reporting skills.
DUTIES
:
Key Performance Areas: Ensuring the timeous payment of water and electricity accounts for the government properties. Effective and efficient preparation and processing of the rates and taxes for the Municipal services. Provide solutions to queries relating to non-payments of rates and taxes, as well as other sundry utilities. Compilation of monthly reports, monthly reconciliation of statements for the utilities. Keep track of developments with regards to property management trends. Liaise with all relevant stakeholders and units to ensure that property information is captured correctly and in good time. Preparation of reports to top management and all relevant stakeholders. Managing the performance of sub-ordinates and resources to enhance productivity of the unit.

ENQUIRIES
:
Ms N Zulu, Tel no, (051) 410 7540

CLOSING DATE
:
6 March 2007

POST 05/154
:
DEPUTY DIRECTOR: VALUATIONS AND PROPERTY DISPOSALS REFERENCE NO: PWRT 2007/009



Directorate: Property Portfolio

SALARY
:
An all inclusive  remuneration package of R289 635.00 per annum. The package includes a choice between 70% or 75% basic salary, a state contribution to the Government Employees Pension Fund and a flexible portion that may be structured in terms of the applicable guidelines.

CENTRE
:
Bloemfontein

REQUIREMENTS
:
Minimum Qualifications And Experience: Applicants must be in possession of a 3-year tertiary qualification in property-management field or equivalent NQF 6 qualification. Financial management knowledge. Computer Literate. Relevant experience. Driver license (code B). Recommendations: Demonstrable commitment through high sense of urgency and willingness to work extra hours. Knowledge of both the State Land Disposal Act, PFMA and Public Service property  disposal procedures will be an added advantage. Knowledge of mineral rights issues. Ability to interpret policy in property administration and management. Knowledge of the Public Service reporting procedures. Good communication skills, negotiating, inter-personal, supervisory and reporting skills
DUTIES
:
Key Performance Areas: Management of the acquisition and disposal of fixed property or rights in fixed property. Follow up with the relevant parties on conveyance process on state properties as recommended by the department. Prepare submissions to the relevant Land Disposal committee for ensuring compliance with the prescripts. Management of the asset register as well as updating and maintenance of properties disposed of. Identify vacant and unused properties and recommend that they be lease, disposed of or be restructured for other purposes. Ensuring the accurate market related values of all Properties according to the Public Service guidelines. Evaluate state-owned property regularly for rentals. Keep track of developments with regards to property management trends. Preparation of reports to top management and all relevant stakeholders. Managing the performance of sub-ordinates and resources to enhance productivity of the unit.

ENQUIRIES
:
Mr MP Lepitsi, Tel no, (051) 410 7540

CLOSING DATE
:
6 March 2007

POST 05/155
:
DEPUTY DIRECTOR-BUDGETING AND REPORTING REF: PWRT 2007/008


Directorate: Budget, Revenue and Expenditure Control

SALARY
:
An all inclusive remuneration package of R289 635 per annum. 

CENTRE
:
Bloemfontein
REQUIREMENTS
:
Possess an appropriate Bachelor’s Degree or suitable equivalent, majoring in Finance or Accountancy. The appropriate candidate must be well versed in knowledge related to finance and budgeting matters. Policy formulation, interpretation and implementation. Possess relevant financial experience, Valid driver’s license. Advanced computer literacy. Recommendations: Possess sound project management skills, Have thorough financial management knowledge & experience, Be conversant with Government procedures related to the work, Have highly evolved communication and interpersonal skills. Staff supervision skills. Ability to work under pressure. Analytical and problem solving skills. Good and effective verbal and writing communication skills

DUTIES
:
Key Performance areas: The ideal candidate will be required to: Compilation of budget documentation and relevant financial management reports and obtaining consensus on requested and approved budget. Monthly monitoring, evaluation and compilation of in-year report and budgetary reports. Provision of advice to management on budget trends and virements or budget shifts. Compilation of financial reports for quarterly, monthly and other meetings. Statistical analysis of expenditure trends. Projects monitoring in terms of financial and actual progress and advising when deviations occur. The overall management of the unit staff and resources.

ENQUIRIES
:
Mr G. du Pisani: Director: Budget, Revenue and Expenditure Control Tel. (051) 409 8561

CLOSING DATE
:
28 February 2007

POST 05/156
:
DEPUTY DIRECTOR: EPWP TECHNICAL SUPPORT (MMS LEVEL 12) REFERENCE NO: PWRT 2007/002



Chief Directorate: Expanded Public Works Programme

SALARY
:
An all inclusive remuneration package of R343 257.00 per annum. The package includes 70/76% basic salary, a state contribution to the Government Employees Pension Fund and a flexible portion that may be structured in terms of the applicable guidelines

CENTRE
:
Bloemfontein

REQUIREMENTS
:
Minimum Qualifications: A three-year bachelor’s degree or equivalent NQF level 6 qualification in civil engineering/technical field. Extensive knowledge in community development projects. Knowledge of labour intensive projects. A valid driver’s license. Recommendations: Good leadership and interpersonal skills. Written and verbal communication skills. Ability to plan, execute and report on a project. Computer skills (MS Word, Excel, Power-point, etc)

DUTIES
:
Key Performance Areas: Ensuring that all EPWP project designs and contracts comply with the set labour intensive project methods. Providing expert advise to the client departments and municipalities with regards to compliance to set standards and health and safety issues. Assisting the municipalities and contractors regarding capacity problems during the execution of projects. Monitoring, evaluation and reporting on the implementation of EPWP projects. Identify and conceptualize labour-intensive job creating projects. Undertake feasibility and viability studies of identified projects. Managing the human and material resources in the component.

ENQUIRIES
:
Mr M Mokhantso, Chief Director Expanded Public Works Programme, Tel 051-4052221

CLOSING DATE
:
6 March 2007

POST 05/157
:
DEPUTY DIRECTOR: HOUSEKEEPING REFERENCE NO: PWRT 2007/005


Directorate: Property Management and Housekeeping

SALARY
:
An all inclusive remuneration package of R289 635.00 per annum. The package includes 70/75% basic salary, a state contribution to the Government Employees Pension Fund and a flexible portion that may be structured in terms of the applicable guidelines

CENTRE
:
Bloemfontein

REQUIREMENTS
:
Minimum Qualifications: A three-year bachelor’s degree or equivalent NQF level 6 qualification in Administration or Development. Relevant experience. Knowledge of project management. A valid driver’s license. Recommendations: Good leadership and interpersonal skills. Written and verbal communication skills. Ability to plan, execute and compile report. Computer skills (MS Word, Excel, Power-point, etc)

DUTIES
:
Key Performance Areas: Provide strategic leadership pertaining to the planning, advocacy and support for the provisioning of cleaning, gardening and maintenance service to the government buildings. Developing and updating a policy framework on the standards for both cleaning and garden service in the department, taking into consideration the Occupational Health and Safety Act. Developing and implementing interventions for ensuring effective and efficient housekeeping services. Overseeing the cleaning and garden service contracts. Liaison between the relevant client Departments and institutions with a view to ensure an integrated approach to facilities management, inclusive of cleaning, gardening and maintenance service delivery, planning; and monitoring performance against the set standards. Ensure the safekeeping and correct utilization of equipment and other resources allocated to the Subdirectorate. Overseeing all operational and maintenance functions relating to cleaning services at all MPL residences e.g. setting-up tables, decorations, etc Oversee the Subdirectorate’s budget and resources in accordance with the Public Finance Management Act (PFMA) of 1999 and Treasury Regulations.

ENQUIRIES
:
Ms N Zulu, Director Property Management and Housekeeping, Tel 051-410 7500

CLOSING DATE
:
6 March 2007

POST 05/158
:
DEPUTY DIRECTOR: SECTOR CO-ORDINATION 4 POSTS REFERENCE NO: PWRT 2007/003


Economic Sector/Social Sector/Environmental Sector/Infrastructure Sector



Chief Directorate: Expanded Public Works Programme

SALARY
:
An all inclusive  remuneration package of R289 635.00 per annum. The package includes 70/75% basic salary, a state contribution to the Government Employees Pension Fund and a flexible portion that may be structured in terms of the applicable guidelines

CENTRE
:
Bloemfontein

REQUIREMENTS
:
Minimum Qualifications: A three-year bachelor’s degree or equivalent NQF level 6 qualification in Administration or Development. Extensive knowledge in community development projects. A valid driver’s license. Recommendations: Good leadership and interpersonal skills. Written and verbal communication skills. Ability to plan, execute and report. COMPUTER skills (MS Word, Excel, Power-point, etc)

DUTIES
:
Key Performance Areas: Co-ordinate and assist in the development of sector business plans. Provide the secretarial function at Sector Steering Committee meetings. Promotion of the concept of job creation. Providing advise to stakeholders of EPWP framework. Facilitate the workshops on EPWP issues. Monitoring the implementation of EPWP projects against the sector plans and targets. Assisting with regards to the preparation of Sectoral progress reports to the Department of the Premier and National Public Works. Liaison role with other departments within the sectors, as well as other stakeholders. Managing the budget and other resources of the sub-directorate. Analyze, interpret and compile sectoral reports and other related documents. Managing human, financial and other resources allocated to the unit.

ENQUIRIES
:
Mr M Mokhantso, Chief Director Expanded Public Works Programme, Tel 051-4052221

CLOSING DATE
:
6 March 2007

POST 05/159
:
DEPUTY DIRECTOR: ASSETS AND FACILITIES REFERENCE NO: PWRT 2007/008


Directorate: Property Portfolio

SALARY
:
An all inclusive  remuneration package of R289 635.00 per annum. The package includes a choice between 70% or 75% basic salary, a state contribution to the Government Employees Pension Fund and a flexible portion that may be structured in terms of the applicable guidelines.

CENTRE
:
Bloemfontein

REQUIREMENTS
:
Minimum Qualifications And Experience: Applicants must be in possession of a 3-year tertiary qualification in property-management field or equivalent NQF 6 qualification. Financial management knowledge. Computer Literate. Relevant experience. Driver license (code B). Recommendations: Demonstrable commitment through high sense of urgency and willingness to work extra hours. Understanding of the PFMA. Ability to interpret policy in property administration and management. Knowledge of the Public Service reporting procedures. Good communication skills, negotiating, inter-personal, supervisory and reporting skills..

DUTIES
:
Key Performance Areas: Management of the allocation of office and rental accommodation. Ensuring the optimal utilization of office space and accommodation. Determination of the renting tariffs for the government property. Providing solutions to queries relating to the allocation of office space and other accommodation issues. Compilation of monthly reports. Conduct regular inspections at state properties to ensure that properties are used for the intended purposes, and to establish that occupants are legal. Keep track of developments with regards to property management trends. Liaise with all relevant stakeholders and units to ensure that property information is captured correctly and in good time. Preparation of reports to top management and all relevant stakeholders. Managing the performance of sub-ordinates and resources to enhance productivity of the unit

ENQUIRIES
:
Mr MP Lepitsi, Tel no, (051) 410 7540

CLOSING DATE
:
6 March 2007

DEPARTMENT OF PUBLIC SAFETY, SECURITY AND LIAISON

The Free State, Department of Public Safety, Security and Liaison is an equal opportunity affirmative action employer. It is our intention to promote representativity (race, gender, and disability) in the department through filing of these posts and the candidates whose appointment/promotion/transfer will promote representativity will receive preference.

APPLICATIONS
:
Human Resource Management P.O Box 119, Bloemfontein, 9300 OR Room 217, PERM Building, Maitland Street, Bloemfontein, 9300

FOR ATTENTION
:
Mr Mekwa

CLOSING DATE
:
09 February 2007

NOTE
:
Applications should be submitted on a Z83 form, and should be accompanied by certified copies of qualification certificates and ID. General requirements: Verification on qualifications and south African citizenship will be conducted and no e-mail or faxed applications will be considered. If you have not been contacted  within three months after the closing date, please accept that your application has been  unsuccessful. 

OTHER POSTS

POST 05/160
:
SENIOR ACCOUNTING CLERK REF PSSL/SAC/SAL/0107
SALARY
:
R64 143 per annum

CENTRE
:
Bloemfontein

REQUIREMENTS
:
Grade 12 with accounting. Recommendation: Public Sector experience in salary administration tax administration, PERSAL and BAS. Good verbal and written communication skills. Good organisation, Interpersonal skills and Computer literacy. 

DUTIES
:
key responsibilities: Implementation, cancellation, amendment and termination of deductions on salaries as well as handling of subsidised vehicle fuel claims. Responsible for pension cases. Responsible for BAS/PERSAL Interfaces. Responsible for cashier Function, tax function and filing. 

ENQUIRIES
:
Me E Venter (051) 409 8710 

POST 05/161
:
ACCOUNTING CLERK REF PSSL/AC/PMG/0107
SALARY
:
R54 222

CENTRE
:
Bloemfontein

REQUIREMENTS
:
Grade 12 with accounting. recommendation: Public Sector experience in BAS. Good verbal and written communication skills. Good organisation and interpersonal skills. Computer literacy

DUTIES
:
Key Responsibilities: Responsible for PMG functions, Capturing of  BAS documents, Handling of debt functions and Filing.
ENQUIRIES
:
Me E Venter (051) 409 8710

POST 05/162
:
ACCOUNTING CLERK REF : PSSL/AC/SAL/0107
SALARY
:
R54 222

CENTRE
:
Bloemfontein

REQUIREMENTS
:
Grade 12 with accounting. recommendation: Public Sector experience in salary administration and PERSAL. Good verbal and written communication skills. Good organization and  interpersonal skills. Computer literacy.

DUTIES
:
Key Responsibilities: Implementation, cancellation, amendment and  termination of deductions on salaries as well as handling of subsidised vehicle fuel claims. Responsible for pension cases, tax function and filing.

ENQUIRIES
:
Me E Venter (051) 409 8710   

ANNEXURE P
PROVINCIAL ADMINISTRATION: GAUTENG

GAUTENG SHARED SERVICE CENTRE

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

CLOSING DATE
:
16 February 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 05/163
:
RLS PRACTITIONER: INTERNAL PROCUREMENT REF NO:70040008


Directorate: Office of Chief Financial Officer

SALARY
:
R54 222 – R62 946 p.a. (plus benefits)

CENTRE
:
Johannesburg

REQUIREMENTS
:
Grade 12 or equivalent qualification. At least one year in procurement. Team player, customer focused, Detail orientated, decisive and quality orientated.

DUTIES
:
To co-ordinate and facilitate the Procurement Requests (RLS 01’s) for goods and services from GSSC users (end-users).  To check RLS 01’s received for compliance i.e. check that relevant Line Manager has authorized, that for nominated suppliers – there are valid and properly authorized approvals accompanying the RLS 01 forms.  Ensure that RLS 01 forms submitted have the correct codes and that these codes are verified and signed off by Internal Finance before RLS 01 is captured. To co-ordinate and assist users in drafting specifications. To process the requests in accordance with and in adherence to procurement policies and procedures. Ensure that RLS01’s received have been checked and are captured timeously on SAP system.  Ensure that proper records are kept of all RLS 01’s submitted to buyers fro processing in the relevant business unit file e.g. Corporate Services, TSS, etc.  Tracking of RLS01’s with buyers to ensure that PO’s are created on time and within the agreed SLA’s. To ensure that goods received by stipulated delivery date and to monitor the distribution thereof to end-users. Tracking of GRV’s with end-users once deliveries have taken place and capturing GRV on SAP system. To liaise with GSSC staff, addressing queries and providing advice and guidance as and when required. Ensure that Record Management System for RLS 01’s is adhered to. File copies kept of every RLS 01 received, as well as copies of PO’s and invoices

ENQUIRIES
:
Sandy Rampath Tel (011) 689 6074

GAUTENG TREASURY

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
:
16 February 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 05/164
:
PERSONAL ASSISTANT REF 70039981


Provincial Financial Management and Governance

SALARY
:
R98 916 per annum (plus benefits)

CENTRE
:
Johannesburg

REQUIREMENTS
:
The successful candidate should have at least 3-5 years experience in the secretarial and/or office management field, as well as a Grade 12 qualification. A relevant tertiary qualification, such as a National Diploma, will be an added advantage. The candidate should have proven organizing, time management, communication, conflict handling, interpersonal relations, writing, minute taking and compilation of reports skills. Computer literacy (Microsoft Excel, Microsoft Word, Microsoft Outlook and PowerPoint) is essential, and a valid drivers’ licence will be an added advantage.

DUTIES
:
Arrange business meetings for the manager, including preparing agendas, minute taking and following up on decisions taken during meetings. Screen/transfer calls and handle telephone as well as other enquiries from internal and external clients. Manage the manager’s diary and office supplies. Type documents/correspondence and conduct proper filing thereof. Handle travel and other logistical arrangements for meetings/workshops/events. Take minutes at meetings. Obtain, collate and compile information for reports. Handle office correspondence and distribute accordingly. Co-ordinate inputs from different officials. Accompany the manager on visits if required to assist with administration and logistical arrangements. Scrutinize submissions/reports and make abbreviated notes and/or recommendations for the manager. Assist in the effective administration for the budget of the office. Co-ordinate and administer the payment of financial and procurement claims for the component. Administer leave forms for the component. Keep up to date with regard to the applicable prescripts, policies and procedures to ensure effective support to the manager.

ENQUIRIES
:
Siphiwe Nhlapo (011) 355 8540

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 05/165
:
PRINCIPAL SPECIALIST (INTERNAL MEDICINE) REF NO: 70040028



Chief Directorate: Ekurhuleni-Sedibeng Health Region

SALARY
:
R502 725 per annum (All inclusive)

CENTRE
:
Natalspruit Hospital 

REQUIREMENTS
:
MBChB or equivalent qualification. Registered as an Internal Medicine specialist with the HPCSA. Extensive clinical experience , ability to work in a team. Computer literacy. Ability to work under pressure

DUTIES
:
Organise all activities in such a way that all organizational goals are achieved in the most effective manner including redirecting resources if necessary. Examination and treatment of patients with particular types and classes of morbidity. Formulate strategic policies which enable the Department / Hospital to successfully fulfill its role in delivering a service to the community / patient. Exercise control over all functions and personnel under his / her supervision, in order to determine if organizational goals are achieved and doing corrective actions if deemed necessary. Perform clinical duties and teaching to interns and junior doctors.

ENQUIRIES
:
Dr. G. Abraham, Tel (011) 389 0511

CLOSING DATE
:
22 February 2007

OTHER POSTS

POST 05/166
:
SENIOR SPECIALIST REF 70039937


Directorate: Internal Medicine.

SALARY
:
R357 063 per annum (all inclusive package). 

CENTRE
:
Pretoria Academic Hospital 

REQUIREMENTS
:
Candidate must be in possession of a recognised Medical degree as well as FCP or Mmed degree in Internal Medicine. Registration with the HPCSA as a Specialist. Proven experience in the practice of General Internal Medicine. Experience in the ICU will be a recommendation. Proven ability to participate and be part of all unit members in the practice of General Internal Medicine i.e. Registrars, Medical Officers, Interns and Medical students and able to provide clinical guidance to them. Must be willing to do clinical research enabling the department to provide a better service and to fullfill the University criteria.
DUTIES
:
The successful candidates will be responsible to do Wards rounds, and Outpatients Clinics. Co-ordinate and monitor the unit activities. Act as an examiner in Clinic Exams. Must supervise and evaluate clinical and teaching activities in Pretoria Academic Hospital. Must participate in Academic meetings and research activities.  

ENQUIRIES
:
Prof A.L. Gelder Tel No: (012) 354-2287

FOR ATTENTION
:
Mr Bradely Ramrock

CLOSING DATE
:
09 February 2007

POST 05/167
:
DEPUTY DIRECTOR: PLANNING AND CO-ORDINATION REF 70039878


Directorate: Multi-Sectoral AIDS Unit

SALARY
:
R289 635 per annum (all inclusive remuneration package of which a portion could be structured according to the individual’s needs)

CENTRE
:
Central Office, Johannesburg

REQUIREMENTS
:
Post-graduate qualification related to planning. Minimum of 5 years experience in planning. Basic accounting skills. AIDS experience  is recommended (3 years)

DUTIES
:
Develop the annual AIDS plan and budget for Gauteng province. Monitor implementation of the plan quarterly. Prepare the annual AIDS report for Gauteng province. Manage 5 staff members with a budget of around R4 million. Develop logical frameworks for each programme with indicators. Prepare MTEF budgets. Manage 2 conferences per year

ENQUIRIES
:
Sue le Roux, Tel (011) 355 3212 

CLOSING DATE
:
15 February 2007

POST 05/168
:
PRINCIPAL MEDICAL OFFICER REF 70040019
SALARY
:
R289 635 – 335 730 per annum (inclusive packages)

CENTRE
:
Chris Hani Baraganath Hospital

REQUIREMENTS
:
Current registration with the Health Professions Council of South Africa as a Medical Practitioner with at least two to five years experience.  

DUTIES
:
Principal Medical Officer/Medical Officer in the ambulatory care facility within the Department of Paediatrics at Chris Hani Baragwanath Hospital. Responsible for providing emergency and out patient management of mainly referred children. Will be required to assist in the teaching of under and postgraduate medical students. Expected to perform overtime as the facility provides a 24 hour service.

ENQUIRIES
:
Prof J.M. Pettifor Tel: (011) 933 – 8400/8450

CLOSING DATE
:
20 February 2007

POST 05/169
:
SENIOR MEDICAL OFFICER REF 70040011
SALARY
:
R183 084 – R212 550 per annum (plus benefits)

CENTRE
:
Chris Hani Baraganath Hospital

REQUIREMENTS
:
Current registration with the Health Professions Council of South Africa as a Medical Practitioner with some paediatric experience. Six months contract post. 

DUTIES
:
Senior Medical Officer in the ambulatory care facility within the Department of Paediatrics at Chris Hani Baragwanath Hospital.   Responsible for providing emergency and out patient management of mainly referred children. Will be required to assist in the teaching of under and postgraduate medical students. Expected to perform overtime as the facility provides a 24 hour service.

ENQUIRIES
:
Prof J.M. Pettifor Tel: (011) 933 – 8400/8450

CLOSING DATE
:
20 February 2007

POST 05/170
:
LEGAL ADMINISTRATION OFICER REF 70039879


Directorate: Legal and Corporate Secretarial Services

SALARY
:
R183 084 per annum (plus benefits)

CENTRE
:
Central Office, Johannesburg

REQUIREMENTS
:
LLB or Law related qualification. Basic computer skills. Research, planning and organization skills. Compiling of management reports as well as legal reports and administration. Training of staff.
DUTIES
:
Provide legal advice and support to the Gauteng Department of Health (GDoH). Assist with the drafting and editing of laws and subordinate legislation. Represent the GDoH on multi-lateral and technical committees regarding legal matters. Provide legal assistance in the drafting of documents such as contracts, guarantees, agreements, etc. Assist in executing judicial acts and settlements. Liaison with other departments, state attorneys and state law advisors on behalf of the department regarding legal matters. 

ENQUIRIES
:
Macheke J.J, Tel (011) 355 3506 

CLOSING DATE
:
15 February 2007

POST 05/171
:
ASSISTANT DIRECTOR: EMS (2 POSTS) REF 70039880 (JHB DHO), 70039881 (EKURHULENI DHO)


Directorate: Emergency Medical Services

SALARY
:
R183 084 per annum (plus benefits)

CENTRE
:
JHB District Health Office: EMS, Ekurhuleni District Health Office:EMS

REQUIREMENTS
:
Critical Care Assistant Certificate with 3 years post qualification experience or National Diploma in Emergency Care Technology with minimum 2 years post qualification experience. Registration with the HPCSA as a Paramedic (Independent Practice) other skills: Good computer, office organizational, work organizational and prioritization skills. Good interpersonal relations. Code B driver’s licence.

DUTIES
:
Assist to develop and monitor the framework, norms and standards for emergency medical services including contracted services, emergency care, equipment and vehicles. Implement and co-ordinate an Inter-Institutional Patient Transport system for the Region. Implement quality assurance programmes for Emergency Medical Services. Plan and co-ordinate disaster management actions from an Emergency Medical perspective and arrange emergency exercises if required. Develop and co-ordinate emergency medical practices in the region. Compile regular reports with recommendations. Make inputs on budget planning. Assist in doing overall strategic planning. Control emergency care services according to valid standards and indicators. Assist in the development and provisioning of goal directed education and training to all emergency care officials. Liaise with relevant stakeholders.  

ENQUIRIES
:
Mr C. Theu, (011) 355 3251/ 3247 

CLOSING DATE
:
15 February 2007

POST 05/172
:
DENTAL PRACTITIONER REF NO: 70040100


Department: Maxillo Facial and Oral Surgery



Applications are invited for positions as Dental Practitioner in the department of Maxillo Facial and Oral Surgery.  The successful incumbent will hold a joint appointment as Dental Practitioner with the Department of Health, Gauteng Province  and Junior Lecturer  with the University of the Witwatersrand, Johannesburg. 

SALARY
:
R183 084 per annum (plus benefits)

CENTRE
:
Wits Dental Hospital

REQUIREMENTS
:
Applicants should be registered  with the HPCSA as a Dental Practitioner and have completed their Community Service obligations. Additional qualifications will be an advantage to hold current University credits level in a post-graduate course in Anatomy, Physiology and Pathology, hold equivalent credits from the College of Medicine of South Africa and ATLS course. Two years experience. Recommendation: Experience in teaching and training of under-and postgraduate students in the particular field. 

DUTIES
:
Provide a service in this division by assisting in theatre. Doing outpatient clinics. Undertaking ward rounds. Doing emergency call and teaching of undergraduate students. 

ENQUIRIES
:
Prof . J.F. Lownie, (011) 717 2130

CLOSING DATE
:
22 February 2007

POST 05/173
:
DENTAL PRACTITIONER REF NO: 70040126


Department: Oral Medicine and Periodontology



Applications are invited for this position as Dental Practitioner in the Department of Oral Medicine and Periodontology. The successful incumbent will hold a joint appointment as Dental Practitioner with the Department of Health, Gauteng Province  and Junior Lecturer  with the University of the Witwatersrand, Johannesburg.

SALARY
:
R146 685 per annum (plus benefits)

CENTRE
:
Wits Dental Hospital

REQUIREMENTS
:
Registration with the HPCSA as a Dentist. Recommendations: 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 community. Undertaking of literature studies. Teaching of undergraduate students.

ENQUIRIES
:
Professor JEF Petit, Tel (011) 488 4887/9

CLOSING DATE
:
22 February 2007

POST 05/174
:
SENIOR SPECIALIST: PAEDIATRICS REF NO: 70040036


Chief Directorate : Ekurhuleni-Sedibeng Health Region

SALARY
:
R353 631per annum (All inclusive)

CENTRE
:
Natalspruit Hospital 

REQUIREMENTS
:
Registration with the Health Professional Council of South Africa as a Specialist in Paediatrics. Extensive post- registration experience.

DUTIES
:
Organise all activities in a such a way that all organizational goals are achieved in the most effective manner, including redirecting resources if necessary. Formulate strategic policies which will enable the department / hospital to successfully fulfill its role in delivering a service to the community / patients. Exercise control over all functions and personnel under his/her supervision, in order to determine if organizational goals are achieved and taking corrective action if deemed necessary. Perform clinical duties and provide teaching to interns and junior doctors.

ENQUIRIES
:
Dr E.M Tipoy  (011) 389 0511

CLOSING DATE
:
22 February 2007

POST 05/175
:
SENIOR SPECIALIST (RADIOLOGY) REF NO: 70040029


Chief Directorate: Ekurhuleni –Sedibeng Health Region

SALARY
:
R357 063 per annum (All inclusive)

CENTRE
:
Natalspruit Hospital 

REQUIREMENTS
:
MBChB or equivalent qualification, Registered as a Radiology specialist with the HPCSA. Appropriate experience, ability to work in a team. Computer literacy.. 

DUTIES
:
Advising of Diagnostic imaging management of patients from medical, surgical, Obstetrics and Gynaecology, and relevant sub-specialist. Reporting on a variety of imaging modalities. Assessing imaging requests, ensuring compliance with appropriate policies and protocols. Facilitating continuous professional development programs for Radiology staff. Liaising with Senior Radiography staff and assist directing radiographic services.

ENQUIRIES
:
Dr. G. Abraham ,  Tel (011) 389 0511

CLOSING DATE
:
22 February 2007

POST 05/176
:
SENIOR SPECIALIST/CHIEF MEDICAL OFFICER (O & G) REF NO: 70040030



Chief Directorate: Health Region B

SALARY
:
R343 257  per annum (All inclusive)

CENTRE
:
Natalspruit Hospital

REQUIREMENTS
:
Applicable medical and / or specialist qualification. Appropriate registration with the Health Professional Council of South Africa. Extensive experience in Obstetrics and Gynaecology.

DUTIES
:
Assume the role of supervision of service delivery and training of personnel. Overal control over the organizing and inspection of health care services. Identification of needs for health care. The formulation of health care programmes and implementation thereof. Ensure that activities / programmes  are in place to reduce maternal mortality rate and perinatal mortality rate. Detailed studies of diseases patterns, occupational health issues, community health issues etc. Ensure co-ordination of various clinical and support services. Evaluate needs for medical equipment taking into account budget and benefits to patients. Development of clinical protocols and guidelines for management of patients. Perform clinical duties and teaching of subordinates and medical interns.

ENQUIRIES
:
Dr. G. Abraham (011) 389 0511

CLOSING DATE
:
22 February 2007

POST 05/177
:
PRINCIPAL MEDICAL OFFICER (O & G) REF NO: 70040032


Chief Directorate: Health Region B

SALARY
:
R289 635 per annum (All inclusive)

CENTRE
:
Natalspruit Hospital

REQUIREMENTS
:
Registration as a medical practitioner with the Health Professions Council  of South Africa. Extensive experience in Obstetrics & Gynaecology.  

DUTIES
:
Provide Senior medical coverage for the Obstetrics & Gynaecology department. Provide preventative health intervention. Supervise and assist junior peers. Perform operating theatre work on an elective and emergency basis. Maintain emergency services after hours. To actively participate in quality improvement. To assist with the development of regional hospital services. 

ENQUIRIES
:
Dr Abraham Tel (011) 389  0588

CLOSING DATE
:
22 February 2007

POST 05/178
:
SENIOR MEDICAL OFFICER (7 POSTS) REF NO: 70040035



Directorate: Orthopaedic, Surgery, Internal Medicine, Paeds, O & G and Anaesthesiology

SALARY
:
R183 084 per annum (plus benefits)

CENTRE
:
Natalspruit Hospital 

REQUIREMENTS
:
MBChB and registration with the Health Professions Council of South Africa. Credible experience as Medical Officer.

DUTIES
:
Perform clinical duties and patient care. Be involved in the supervision of medical interns. Actively participate in the academic programme of the department. Render overtime duties. Co-ordination of clinical and support services. Training of Community service doctors and medical interns

ENQUIRIES
:
Dr G. Abraham, Tel , (011) 389  0589

CLOSING DATE
:
22 February 2007

POST 05/179
:
PRINICPAL PHARMACIST (2 POST) GENERAL PHARMACY &  ARV REF NO: 70040034

SALARY
:
R160 419 per annum (plus benefits)

CENTRE
:
Natalspruit Hospital 

REQUIREMENTS
:
Registration with the South African Pharmacy Council as a Pharmacist. Good written and verbal communication skills. Comprehensive understanding of HIV/AIDS antiretroviral agents and pharmacovigilance. Counseling skills will be a recommendation. 

DUTIES
:
Ensure proper drug supply management: acquisition, pre-packing, manufacturing and compounding, distribution, storage and use of medicine and the supervision thereof. Implementation of the Standard Operating Procedures., Procedures, good pharmacy practice, norms and standards. Implement and maintain security measures. Evaluating medicine needs and budget control. Counseling of patients to ensure optimal compliance with use of medication. Advise and support to patients and other health care professionals regarding pharmaceutical issue. Networking  with all relevant stakeholders.

ENQUIRIES
:
Mrs C.J. Mostert, Tel (011) 389 0619

CLOSING DATE
:
22 February 2007

POST 05/180
:
PRINCIPAL PHARMACIST (2 POSTS) REF 70039886
SALARY
:
R158 835 – 170 295 per annum (plus benefits)

CENTRE
:
Chris Hani Baraganath Hospital

REQUIREMENTS
:
Pharmacy Diploma or B. Pharmacy. Recognized by the South African Pharmacy Council. Registered as a Pharmacist with the SAPC. Good oral and written communication is recommended. Must be prepared to work in a team. Knowledge of the public service financial practices. Sound knowledge of the Batho Pele Principles. Register as a tutor for Pharmacist Interns and Pharmacist Assistants. 

DUTIES
:
Promote rational drug use. Co-ordinate the in-service and formal training of Pharmacist Interns and Pharmacist Assistants. Plan and co-ordinate all administrative functions of the department. Assist with the dispensing of medicines. Monitor and evaluate the quality of service in the department. Financial Management for the department. Ensure the adhere to the dispensing standards as set out by the SAPC. Manage, monitor and evaluate Pharmacy staff in the Unit. Ensure adherence to standard treatment guidelines and protocols. Ensure adherence to both the hospital and provincial drug formularies. Support the Chief Pharmacist.

ENQUIRIES
:
Mr. D.S. Malele Tel: (011) 933 - 8842

CLOSING DATE
:
15 February 2007

POST 05/181
:
ASSISTANT DIRECTOR NURSING GENERAL WARD REF 70039822
SALARY
:
R146 685 per annum ( plus benefits )

CENTRE
:
Kalafong Hospital

REQUIREMENTS
:
Registration with the South African Nursing Council as a General Nurse and Midwife. Diploma or Degree in hospital administration. Extensive experience related to the management of nursing service. 

DUTIES
:
Ensure efficient co-ordination of nursing care in designated areas. Develop nursing care plans and ensure compliance to quality standards. Ensure implementation of programmes/ project for respective Discplines and service improvement initiatives. Ensure compliance to quality and performance indicators, asset management and all legislation governing human resource. Administrative and clinical records to be participate in Service Excellence Programmes. Manage cost centres.

ENQUIRIES
:
Mrs T.M Mpye  Tel No: (012) 318-6629.

CLOSING DATE
:
12 February 2007

POST 05/182
:
PRINCIPAL PHARMACIST (2POSTS)REF 70039823
SALARY
:
R146 685 per annum ( plus benefits )

CENTRE
:
Kalafong Hospital

REQUIREMENTS
:
B Pharm, Dip Pharm, SAPC Recognised Qualification for Pharmacist. Registration with SAPC. Appropriate experience.

DUTIES
:
Supervise functioning of section in accordance with Pharmacy Act, Medicine Control Act, PFMA, GPG, and GMP Act. Supervise and Organize Provisioning and Financial Control. Staff control, recruitment, In-service training and discipline. Facility management and equipment control. Manage performance of staff. Proper administration of the section. Training. Arrangement, attendance and delegation of representative to Appropriate meeting.

ENQUIRIES
:
Mr S.J Ferreira. Tel No: (012) 318-6695

CLOSING DATE
:
12 February 2007

POST 05/183
:
CHIEF PROFESSIONAL NURSE (2 YEAR CONTRACT) REF NO: 70040056

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

CENTRE
:
Pretoria West Hospital: Folateng Unit 

REQUIREMENTS
:
Registration as a Professional nurse (General, Psychiatric, Community and Advanced Midwifery) with the SANC. Experience in supervision and management of a hospital unit. Experience in a Maternity Ward. Must be willing to work shifts.  

DUTIES
:
Management of the ward. Identify the needs for basic nursing care. Render quality nursing care in accordance with formulated programmes. Work as part of a multi disciplinary team. Good communication, interpersonal and organizational skills

ENQUIRIES
:
Ms. E.N. Khoza Tel: (012) 380 - 1438/ 1433

CLOSING DATE
:
20 February 2007

POST 05/184
:
CHIEF SPEECH THERAPIST / AUDIOLOGY REF NO: 70040033



Chief Directorate: Ekurhuleni Sedibeng Health Region B

SALARY
:
R122 841 per annum (plus benefits)

CENTRE
:
Natalspruit Hospital 

REQUIREMENTS
:
Registration with the HPCSA. Degree in Speech Therapy / Audiology or Speech Therapy / Audiology. Good communication skills. Computer literacy. Appropriate experience.

DUTIES
:
Planning and implementing speech therapy Services. Personnel administration: Leave coordinating and monitoring Performance Management Development System evaluation. Work procedures, control measures and staff provision. Completion of relevant administrative responsibilities. Participate within multi-disciplinary teams and workgroups. Train Speech Therapy / Audiology students. Participate in the promotion and development of the profession within the hospital. Knowledge of health care affecting patient care. Supervise allocated staff. Provide input into financial management within the department. Managing replacement of new equipment consumable. Record keeping and quality assurance.  

ENQUIRIES
:
Dr G Abraham, Tel (011) 389 0589

CLOSING DATE
:
22 February 2007

POST 05/185
:
SENIOR/ PRINCIPAL PHARMACIST REF 70039945
SALARY
:
R122 841 – 146 685 per annum (Plus Benefits)

CENTRE
:
Sebokeng Hospital

REQUIREMENTS
:
B. Pharm. Registration with SAPC. Computer and basic financial management skills.

DUTIES
:
Supervise, co-ordinate and manage activities of the unit. Support pharmacy manager in effective administration of the department through participation in budgetary and training processes. 

ENQUIRIES
:
Ms T Shababgu Tel : (016) 930-3326

CLOSING DATE
:
09 February 2007

POST 05/186
:
DATA ADMINISTRATOR (BIOSTATISTICIAN) (REF 70039882


Directorate: Health Information Management & Technology

SALARY
:
R122 841per annum ( plus benefits)

CENTRE
:
Central Office, Johannesburg (Research and Epidemiology Unit)

REQUIREMENTS
:
Appropriate tertiary degree: BSc Mathematics, B Com Statistics, BSc or a health related degree. Computer literacy. Good verbal and written communication and analytical skills.  Experience in surveillance system will be a recommendation,

DUTIES
:
Initiate and maintain provincial active surveillance system. Monitor disease trend in the Province. Maintain the GDoH database. Maintain  the research filing system.

ENQUIRIES
:
Ms Precious  Mayindi, Tel (011) 3055 3284 

CLOSING DATE
:
15 February 2007
POST 05/187
:
SENIOR ADMIN OFFICER: TRANSPORT REF 70039940


Directorate: Admin and Logistics

SALARY
:
R98 916 per annum (plus benefits). 

CENTRE
:
Pretoria Academic Hospital 

REQUIREMENTS
:
Grade 12 or equivalent qualification. Good written and verbal communication skills. Working experience in a Government Department will be an added advantage. Knowledge of the ELS system.



Valid driver’s licence 

DUTIES
:
Management and Maintenance of Departmental fleet e.g. Ensure vehicles are roadworthy, arrange for servicing of vehicles. Handle vehicle accident matters. Regular inspections and maintenances of vehicles. Ensure optimum utilization of vehicles. Handle a variety of clerical tasks relating to Transport admin e.g. back-ups on ELS system for vehicles, do monthly reports and submit to managers, take reports of accidents, theft and loses to Government Garage. Supervision of subordinates.  

ENQUIRIES
:
Mr. M.F. Monama Tel No: (012) 354-1421

FOR ATTENTION
:
Mr. Bradley Ramrock

CLOSING DATE
:
09 February 2007 

POST 05/188
:
SENIOR RADIOGRAPHER (2 POSTS)REF 70039926
SALARY
:
R98 916 per annum (plus benefits)

CENTRE
:
Pholosong Hospital 

REQUIREMENTS
:
National Diploma in Radiography, or B.RA, or B.TECH. Registration with HPCSA. Good knowledge of Radiography (General, Theatre & 
Ward work). Knowledge of Radiation & safety measures. Sound communication skills. 

DUTIES
:
Ability to produce high quality diagnostic images and to assist with special procedures. Provide high quality Radiographic service according to patient need competently in order to prevent complications. Provide a 24-Hour service (Night duty). Supervise subordinates and other support personnel within the department. Inspect and utilize equipment professionally to ensure that they comply with safety standards. Perform administrative and darkroom duties in the X-Ray department. 

ENQUIRIES
:
Mr. Madhava Tel: (011) 812-5000

CLOSING DATE
:
09 February 2007

POST 05/189
:
SOCIAL WORKER REF 70039914
SALARY
:
R98 916 per annum (plus benefits)

CENTRE
:
Germiston Hospital

REQUIREMENTS
:
In possession of B-degree in Social Work. Registered with SACSSP. Must be willing to work within a multidisciplinary and diverse cultural setting. Good communication and inter-personal skills are essential.

DUTIES
:
To render social work services with regards to promotion of social and emotional well being of individuals, families, group and communities. Conduct interviews and assessment aimed at identifying conditions in individuals, groups, families and communities that justify relevant intervention. Make appropriate interventions efficiently, effectively and economically. Engage in program related to care support and empower those infected by the HIV/AIDS pandemic and other epidemic health conditions experienced by the health department as the need arises. Administration duties will include accurate report keeping, daily monthly and annual statistics. Maintain physical/electronic information records.

ENQUIRIES
:
Dr J.H.J.Szczygielski Tel: (011) 345-1268

CLOSING DATE
:
09 February 2007

POST 05/190
:
SENIOR PROFESSIONAL NURSE REF 70039917
SALARY
:
R98 916 per annum (plus benefits)

CENTRE
:
Germiston Hospital 

REQUIREMENTS
:
Diploma in General Nursing. Registration with the SA. Council as a Professional Nurse. Three years experience in nursing service. Good communication, organisational an interpersonal skill.

DUTIES
:
Supervision of nursing personnel. Assist with formulation and implementation of institutional operational plan. Exercise control of all personnel regarding discipline, hours of duty and work ethics. Implement and promote quality health care. Assist with formulation and implementation of nursing policies. Education and training of  nursing personnel. Adhere to all Acts and Regulations pertaining to health service and public service management. Monthly data collection, interpretation and analysis. Willingness to work day and night duties and rotate when the needs come. Ability to function effectively under stressful situations.

ENQUIRIES
:
Ms Z.P.N Mofokeng Tel: (011) 345-1240

CLOSING DATE
:
09 February 2007

POST 05/191
:
SENIOR PROFESSIONAL NURSE (2 YEAR CONTRACT) 2 POSTS REF NO: 70040057

SALARY
:
R98 916 – 114 843 per annum (plus benefits)

CENTRE
:
Pretoria West Hospital: Folateng Unit

REQUIREMENTS
:
Registration as a Professional Nurse (General, Psychiatric, Community and Midwife) with the SANC. Previous Experience as a Professional Nurse. Must be willing to work shifts.  

DUTIES
:
Identify the needs for basic nursing care. Application of quality nursing procedures in accordance with formulated programmes to meet patient needs. Work as part of the multi disciplinary team. Give Instructions to various categories of nurses. Supervision, training and guidance of subordinates

ENQUIRIES
: 
Ms. E.N. Khoza Tel: (012) 380 – 1438/ 1433

CLOSING DATE
:
20 February 2007

POST 05/192
:
CASE MANAGER: SENIOR PROFESSIONAL NURSE (2 YEAR CONTRACT) REF NO: 70040058

SALARY
:
R98 916 – 114 843 per annum (plus benefits)

CENTRE
:
Pretoria West hospital: Folateng Unit

REQUIREMENTS
:
Registration as a Professional Nurse (General, Psychiatric, Community and Midwifery) with the SANC. Knowledge of medical and surgical procedures and working with Medical Aids and/ or managed health care organizations. Good communication skills.   

DUTIES
:
Good interpersonal relations and organizational skills. Liaise closely with medical schemes, patient families, doctors and nursing staff. Be informed on patients’ progress. Good communication, interpersonal and organizational skills. Training of staff.  

ENQUIRIES
: 
Ms E.N. Khoza Tel: (012) 380 – 1438/ 1433

CLOSING DATE
:
20 February 2007

POST 05/193
:
DIETICIAN REF NO: 70040059

SALARY
:
R98 916 – 142 617 per annum (plus benefits)

CENTRE
:
Pretoria West Hospital 

REQUIREMENTS
:
Bsc in Dietetics. Registration with the relevant HPCSA. Computer skills. Community Service completed. Sound knowledge of clinical practice and issues relating to the delivery of Dietetic Services. Effective written, verbal communication and team working skills.     

DUTIES
:
Knowledge of nutrition management for total patient care. Co-ordinating clinical nutrition and food service. Understanding the importance of effective multi disciplinary working. Nutrition counseling and support. Training and Education of subordinates. Therapeutic Administration. Quality Assurance.  

ENQUIRIES
:
Ms. T.J. Mathivha Tel: (012) 380 – 1292/1293/1294 and 380 - 1231

CLOSING DATE
:
20 February 2007

POST 05/194
:
PROFESSIONAL NURSE (2 YEAR CONTRACT) 2 POSTS REF NO: 70040060
SALARY
:
R79 407 – 92 193 per annum (plus benefits)

CENTRE
:
Pretoria West Hospital: Folateng Unit

REQUIREMENTS
:
Registration as a Professional Nurse (General, Psychiatric, Community and Midwifery) with the SANC. Must be willing to work shifts. Good communication, organizational and interpersonal skills

DUTIES
:
Identify needs for patient care. Application of quality nursing procedures in accordance with formulated programmes to meet patient needs. Work as part of a multi disciplinary team.

ENQUIRIES
:
Ms. E.N. Khoza Tel: (012) 380 – 1438/ 1433

CLOSING DATE
:
20 February 2007

POST 05/195
:
LOGISTICS SUPPORT OFFICER (LINEN ROOM) REF  70039947
SALARY
:
R79 407 per annum (Plus Benefits)

CENTRE
:
Sebokeng Hospital

REQUIREMENTS
:
Grade 10/12. Supervisory experience of at least 5 years.

DUTIES
:
Smooth running of linen section at all times. Communicate and liaise with Laundry and users at the institution on a continuous basis to ensure quality service delivery. Condemn and replace shortage according to regulations and arrange repairing of torn linen when necessary. Stock taking at least twice a year with submitting of figures to management.

ENQUIRIES
:
Ms P Shababgu Tel: (016) 930-3281

CLOSING DATE
:
09 February 2007

POST 05/196
:
JUNIOR OCCUPATIONAL THERAPIST REF 70039824
SALARY
:
R79 407 per annum ( plus benefits )


CENTRE
:
Kalafong Hospital

REQUIREMENTS
:
Tertiary qualification in Occupational Therapy. Registered with HPCSA.

DUTIES
:
Assessment and treatment of patients in the designated sub section. Work with all different diagnosis of patients. Contribute to the development and implementation of programs in the subsection and follow the policy in the subsection. Student training and supervision. Follow administrative duties and costing systems. Share skills and knowledge with colleges as required.

ENQUIRIES
:
Ms R.C Louw Tel No: (012) 318-6702

CLOSING DATE
:
12 February 2007

POST 05/197
:
ADMINISTRATION CLERK (ARV WARD) REF 70039949

SALARY
:
R64 143 per annum (Plus Benefits)

CENTRE
:
Sebokeng Hospital

REQUIREMENTS
:
Grade 10/12. Computer Literate.

DUTIES
:
Registration and guiding clients to relevant areas within the hospital. Capturing and retrieving data on Medicon. Management of queues and booking of appointments of clients. Relieve in other sections as required by the needs of the institution.

ENQUIRIES
:
Ms NC Dlungwana Tel: (016) 930-3305

CLOSING DATE
:
09 February 2007

POST 05/198
:
ENROLLED NURSE (3 POSTS) REF 70040002


Directorate: Nursing Services

SALARY
:
R54 222 per annum (plus benefits)

CENTRE
:
Mamelodi Hospital

REQUIREMENTS
:
Registration with SANC as an Enrolled Nurse.  Good written and verbal communication skills.

DUTIES
:
Delivering of 24 –hour patient care to in patient within appropriate scope of practice. The candidate must be able to execute tasks allocated according to standards, norms and protocols.  Active participation in multi-disciplinary team work and flexible in the coverage of shortage.

ENQUIRIES
:
Mrs B.M. Maselela Tel (012) 841 8300

FOR ATTENTION
:
Mr. Bradley Ramrock

CLOSING DATE
:
16 February 2007
POST 05/199
:
SPECIALIZED AUXILIARY OFFICER: PHARMACY (2 POSTS) REF 70040014
SALARY
:
R54 222 62 946 per annum (plus benefits)

CENTRE
:
Chris Hani Baraganath Hospital

REQUIREMENTS
:
Must be registered with the South African Pharmacy Council as a basic pharmacist assistant and must be registered for the current year with the South African Pharmacy Council. Must be a team player and have a good communication skills. Must be willing to work long hours when requested to do so.

DUTIES
:
To perform bulk compounding and prepacking in accordance with the relevant standard operating procedure. Assist the pharmacist in the dispensing of medicines. Assist in the ordering and receiving of stock in the pharmacy. Works as a supervisor for learner basic pharmacist assistants, cleaners and pharmacy assistants and manage their performance in accordance with the performance and management development systems. Assist in stock tacking.  

ENQUIRIES
:
MR DS Malele Tel: (011) 933 – 8842/9864

CLOSING DATE
:
20 February 2007

POST 05/200
:
SPECIALIZED AUXILIARY OFFICER: PHARMACY REF 70040015
SALARY
:
R46 200 R53 640 per annum (plus benefits)

CENTRE
:
Chris Hani Baraganath Hospital

REQUIREMENTS
:
Standard 10 (Grade12) certificate with mathematics and English as passed subjects. Must be willing to undergo training as a learner basic pharmacist assistant with a provider approved by the Gauteng department of health. Good communication and interpersonal skills are highly recommended. Must be a team player.

DUTIES
:
Prepacking of medicines according to a SOP. Assist in the dispending of medicines to both in and outpatients under the direct personal supervision of a pharmacist. Assist in the bulk compounding, manipulation and preparation of non-sterile medicine according to a SOP approved by the responsible pharmacist. Ensure adherence to GMP, GPP and SOP’s. Monitor and evaluate their own activities and those of cleaners and delivery people in the pharmacy.

ENQUIRIES
:
Mr. D.S. Malele Tel: (011) 933 – 8842/9864

CLOSING DATE
:
20 February 2007
POST 05/201
:
HUMAN RESOURCE CLERK REF 70039950
SALARY
:
R46 200 per annum (Plus Benefits)

CENTRE
:
Sebokeng Hospital

REQUIREMENTS
:
Grade 10/12 or equivalent ( Abet Level 4, Numeracy and Literacy) Knowledge of Persal. Computer Literate. Knowledge of Human Resource Practices.

DUTIES
:
Ensure accurate information and timeous submission of documentation to GSSC on a daily basis. Verify data captured by GSSC on Persal. Attend to queries from GSSC as well as staff members. Taking of minutes at interviews/meetings. Filing and recordkeeping. Report to Principal Personnel Officer.

ENQUIRIES
:
Ms AC Pienaar Tel: (016) 930-3378

CLOSING DATE
:
09 February 2007

POST 05/202
:
ADMINISTRATION CLERK (ADMISSIONS) REF 70039976
SALARY
:
R40 227 per annum (Plus Benefits)

CENTRE
:
Sebokeng Hospital

REQUIREMENTS
:
Grade 10/12. Computer Literate. * Practical computer literacy may be regarded as part of the interview process.

DUTIES
:
Capture of patient’s data on Medicom. Management of queens and assisting to clients to relevant areas within the hospital. Booking of appointment for different clients. Relieve in various admin sections as required by the needs of the institution. Must be prepared to work shifts

ENQUIRIES
:
Ms M Zeelie Tel: (016) 930-3378

CLOSING DATE
:
09 February 2007

POST 05/203
:
PORTER REF 70039977
SALARY
:
R35 916 per annum (Plus Benefits)

CENTRE
:
Sebokeng Hospital

REQUIREMENTS
:
Ability to read and write. Good physical condition.

DUTIES
:
Transporting of patients between wards and units. Assist with offloading patients. Cleaning and maintenance management of wheelchairs and stretchers. Transport of corpses and assisting in mortuary. Assisting with emergency massagers duties. Be prepared to work night duty and do shifts.

ENQUIRIES
:
Mr A Thooe Tel: (016) 930-3269

CLOSING DATE
:
09 February 2007

POST 05/204
:
CLEANERS L1REF 70039916 

SALARY
:
R35 916 per annum (plus benefits)

CENTRE
:
Germiston Hospital

REQUIREMENTS
:
Must be able to read and write. Experience in cleaning in Health Department will be an added advantage. Good verbal and written communication skills. Should be prepare to work shifts, weekends and public holidays. Able to work under pressure.

DUTIES
:
Perform cleaning services of routine by utilizing a variety of aids. Be prepared to clean floors, kitchen, washing of windows and do other cleaning tasks. Work shifts. The execution of tasks place mainly under direct supervision and requires minimal training. Be prepare to rotate within scope of work. NB: Excess staff will be given preference. Res. 7/2002

ENQUIRIES
:
Mr J.C Ramoseme Tel: (011) 345-1289

CLOSING DATE
:
09 February 2007

OFFICE OF THE PREMIER

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
:
14 February 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 05/205
:
ADMIN CLERK: COLLECTIVE BARGAINING REF NO: 70040062


Sub-Directorate: Collective Bargaining

SALARY
:
R64 143  per annum (plus benefits)

CENTRE
:
Johannesburg 

REQUIREMENTS
:
Grade 12 with 2-3 years experience in Secretarial and or Office Management. A relevant tertiary qualification will be an added advantage .The incumbent should have proven organizing, communication, interpersonal relations and minute taking skills. Computer literacy is essential.

DUTIES
:
Coordinate provincial collective Bargaining Structures thorough providing secretarial services including convening, notification and liaising with all stakeholders. Type minutes/correspondences and conduct proper filing, handle office correspondence and distribute it accordingly. Maintain appointments for the sub-directorate. Perform other work related duties when required.

ENQUIRIES
:
Ms. P Sibiya  Tel: (011) 355 6722

NOTE
:
Appointment to the signing of a performance agreement contract. The Candidate will be required to submit to a security clearance check.

DEPARTMENT OF PUBLIC TRANSPORT, ROADS AND WORKS

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
:
16 February 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 05/206
:
CHIEF ADMIN CLERK REF 70039959


Directorate: Public Transport Integration & Special Projects 

SALARY
:
R98 916 per annum (plus benefits)

CENTRE
:
Johannesburg 

REQUIREMENTS
:
Secretarial Diploma or relevant equivalent qualifications. 3-5 years in rending support functions to top management system e.g. ability to run and maintain a record management system, ability to properly record minutes and decisions at meetings, plan activities e.g diary management, travel itineraries, document flow in the office, effective written and verbal communication, work under pressure, make sound judgments and do basic research. Excellent interpersonal relations, customer service orientation, self management and motivation and knowledge on relevant legislation/policies/prescripts and procedures.
DUTIES
:
Receive telephone calls, perform advanced typing work, operate and ensure that office equipment, e.g. fax machines and photocopier are in good working order, record the engagements, ensure the safe keeping of all documentation in the office of the manager in line with the relevant legislation and policies. Obtain inputs, collate and compile progress, monthly and management reports. Scrutinize routine submissions/reports and make abbreviated notes and/or recommendations for the manager. Respond to enquiries received from internal and external stakeholders. Draft documents as required. Collect, analyze and collate information requested by manager. Ensure that travel arrangements are well co-ordinated. Record minutes/decisions and communicate to relevant role player, follow up on progress made and prepare briefing notes for the manager. Co-ordinate logistical arrangements for meetings when required. Remain abreast with the procedures and processes that apply in the office of the manager.

ENQUIRIES
:
Mr Mthembeni  Ncanana Tel: (011) 355- 9558 

DEPARTMENT OF SOCIAL 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 

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 05/207
:
CHIEF INFORMATION OFFICER REF NO:70039871
SALARY
:
An all-inclusive remuneration package of R 502 725.00 per annum. (The package can, With applicable rules, be structured according to the individual’s needs.)

CENTRE
:
Johannesburg, Head Office

REQUIREMENTS
:
Appropriate tertiary qualification and extensive proven managerial experience in the sphere of ICT. Knowledge of the Public Management Framework; Strategic Planning Process and Cycle and Public policy development, implementation, monitoring, evaluation and improvement practices. Proven strategic leadership and business partnering; general management; problem solving and decision-making; communication; analytical and advanced program / project / resource management skills. Advanced negotiation and conflict management /resolution skills. Knowledge of the Department’s constitutional mandate; and its relationship with National and other stakeholders. Proven track record of leading change management  initiatives and applying innovative thinking. Sound interpersonal relations.  Code B driver’s license. Computer literacy. 
DUTIES
:
Overall management of the Office of the Chief Information Officer (including overseeing The development and implementation of business plans outlining critical strategic / Service delivery improvement interventions to be effected in accordance with the relevant legislation, the department’s strategic plan, and service delivery needs, for the Sub-directorates: Business Alignment, Information Communication Technology,  Information and Knowledge Systems and Information Communication Technology: Operations. Manage the performance / performance agreements of managers in immediate span of control. Ensure that departmental ICT strategies are drawn up in alignment with departmental requirements and the province wide ICT stragtegy. Update the strategy and give regular feedback to HOD and CIO of the  Province, address issues arising from the provincial strategy to ensure appropriate action is taken. Overall management of ICT service management in the Department. Ensure that the appropriate resources, content and information are available to the Department.  Particiapte in provincial forums and assist GSSC CIO to ensure that the provincial strategy is successful. Budget and control of ICT spending within the Department. Building of sound and sustainable relationships / partnerships with all role-players / stake-holders towards achievement of Departmental objectives. Oversee the collation and analysis of data on interventions, and reparation for reporting purposes.

ENQUIRIES
:
Mr. A Soorju (011) 355 7670

CLOSING DATE
:
14 February 2007

OTHER POSTS

POST 05/208
:
INFORMATION AND KNOWLEDGE SYSTEMS MANAGER (I & KS MANAGER) REF 70039872

SALARY
:
R289 635 per annum (All inclusive package)

CENTRE
:
Johannesburg, Head Office

REQUIREMENTS
:
An appropriate recognized Bachelor’s degree or equivalent qualification plus appropriate experience in Database Management. Enterprise Project Manager Experience, Project professional experience, Share point experience, Experience as a Project Manager and in MS project would be advantageous. Must have working knowledge of Ms Word, Excel and PowerPoint. Must have networking skills. Written & verbal communication, presentation skills, analytical and conceptual reasoning. Conflict & diversity management and interpersonal skills. A valid driver’s license.
DUTIES
:
Develop and maintain policies, strategies, standards and best practices for managing Departmental information and knowledge. Develop the knowledge management concept within the corporate setting with a team of senior managers. Identify and priorities changes that need to be made in order to leverage the Department’s information and knowledge. Bring about the implementation of processes, infrastructure and organizational procedures to enable the building and effective utilization of a corporate knowledge. Identifying local knowledge needs and priorities in terms of value to the business. Promoting the effective use of knowledge sharing tools for all partners and staff. Facilitate learning and information sharing through seminars, workshops and conferences. 

ENQUIRIES
:
Mr. A Soorju (011) 355- 7670

CLOSING DATE
:
14 February 2007

POST 05/209
:
DEPUTY DIRECTOR RISK MANAGEMENT REF NO:70039863
SALARY
:
R289 635 per annum (All inclusive remuneration package)

CENTRE
:
Johannesburg Head Office 

REQUIREMENTS
:
An appropriate recognised Bachelor’s Degree or equivalent qualification plus appropriate experience. Sound knowledge and insight regarding departmental activities and the Regulatory Framework governing those activities. Especially, the Public Finance Management Act, Regulations and departmental policies and prescripts. Experience in the application of this knowledge/ insight. Excellent organisational and co-ordination skills. Report writing and computer skills. Sound. Communication skills (Written and Verbal). Planning and organizing skills Valid code 08 drivers license. An ability to work under pressure and display innovative thinking.

DUTIES
:
Assist on a continuous basis in the identification and description of possible risk facing the Department. Ensure the continuous assessment of risks as identified. Propose risk management alternatives to address or prevent these risks, in order to facilitate decision-making by the Executive Management of the Department. Monitor and manger the implementation of chosen risk management alternative in the Department.

ENQUIRIES
:
Mr. A Soorju  (011) 355 7670

CLOSING DATE
:
14 February 2007

POST 05/210
:
ICT- OPS MANAGER: INFORMATION COMMUNICATION TECHNOLOGY-OPERATIONS REF NO:70039868

SALARY
:
R289 635 per annum (All inclusive remuneration package)
CENTRE
:
Johannesburg, Head Office

REQUIREMENTS
:
Qualifications: The position calls for a candidate who is in possession of an appropriate three year post matric or equivalent qualification in Information Technology with extensive experience gained in customer service activities, including minimum technical expertise A+, MCSE or MCP, N+ certified. Good customer relationship skills. Knowledge of how Government systems work will be an added advantage. Valid unendorsed driver’s license. Good verbal and written communication skills. Operate in changing environment. Service delivery innovation skills. Ability to take initiative and make decisions. An independent logical thinker who is able to work with minimum supervision.

DUTIES
:
Provide technical advice and support for the user base of the Department and manage LAN and WAN connectivity. Manage, support and maintain day to day operational issues on LAN and Wan for SocDev Head Office, regional Offices and institutions to ensure a stable and efficient environment. Manage all ICT Operations. Assist the help desk. Supervise the technical support team to ensure minimum disruption to service delivery. Analyze, plan, manage and monitor the ICT connectivity environment (including institutions). Render advice on technical changes in the  ICT environment. Liaise between management and users. Manage any virus threats. Attend effectively and timeously to user complaints. Analyze problem reports to identify trends and take appropriate preventive action. Provide technical support to the technical team. Report on state   of IT usage from all institutions. Administer and support Social & Development user base.

ENQUIRIES
:
Mr. A Soorju  (011) 355 7670
CLOSING DATE
:
14 February 2007

POST 05/211
:
ICT- SLM MANAGER: INFORMATION COMMUNICATION TECHNOLOGY-SLM REF NO:70039866

SALARY
:
R183 084 per annum (plus benefits)
CENTRE
:
Johannesburg, Head Office

REQUIREMENTS
:
Three year extensive experience in an ICT operational customer service environment. ITIL Foundations Certification will be an added advantage. Experience of COBIT standards and/or certification is a pre-requisite. Proven ability in legal and contract management is critical for this post. Extensive knowledge of how Government systems work will be an added advantage. Knowledge and/or certification and/or experience in Open Source/Linux Operating  Systems. Valid unendorsed driver’s license. Ability to work under pressure. Ability to analyse  and develop reports for presentation to senior management. Good verbal and written communication skills. Service delivery innovation skills. Client orientation and customer  focused. Ability to take initiative and  make decisions.

DUTIES
:
To update the CIO on service issues that may impact on ICT delivery or operations, address issues arising from the above and ensure the appropriate action is taken. Assess the current  service provision sufficiently. Address departmental needs and if not take appropriate action to correct the situation. Liaison with Operations, Service Level and Change Management  teams within the GSSC. Participate as an ICT Manager in provincial forums and assist the CIO to ensure that the departmental ICT Service delivery is successful. Assist with budgeting and control spending within the department. 

ENQUIRIES
:
Mr. A Soorju  (011) 355 7670

CLOSING DATE
:
14 February 2007

POST 05/212
:
ASSISTANT DIRECTOR (HUMAN RESOURCE DEVELOPMENT) REF NO:70039862

SALARY
:
R183 084 per annum (plus benefits)
CENTRE
:
Johannesburg Head Office

REQUIREMENTS
:
An appropriate recognised Bachelor’s degree or equivalent qualification plus appropriate experience. Sound knowledge and insight regarding the Regulatory Framework governing   Human Resource Development and related HR legislation and policies.  Experience in the application of this knowledge/insight; Experience in the fields of policy research, development, and analysis; Excellent Organizational and co-ordination skill; Training and group facilitation skills; Experience in the conducting of departmental skills audits.  Development and   Implementation of outcomes-based training programmes and conducting impact assessments  on training provided; Report writing and computer literacy skills; Sound communication skills  (written and verbal).  An ability to work under pressure and display innovative thinking; A valid driver’s license.
DUTIES
:
Overall management of the Human Resource Development Unit; and services delivered by the Unit to ensure continuous improvement of the quality, quantity and impact of  services delivered.  Develop/communicate and manage the implementation of policies/procedures/databases/quality assurance measures/ service delivery improvement strategies in order to continuously improve the levels of competence within the Department. Develop and implement skills audits aimed at identifying skills gaps and critical skills needs within the Department.  Develop/implement needs-and outcomes based training programs aimed  at meeting departmental skill needs; and training specifications for tenders where required.  Develop/implement impact assessment on all transversal training conducted to determine the return on investment/cost-benefit for the Department.  Develop and communicate the Department’s WPSP and oversee the implementation and progress made thereof.  Prepare HRD inputs required for the development of the Department’s Annual report        and Employment Equity plan/reports.  Implement, monitor and evaluate Learnerships and Internships within the Department.  Chair Department’s Skill Development Committee and Represent the Department at Provincial and National Skills Development forums.

ENQUIRIES
:
Mrs. R Raymond (011) 355-7670

CLOSING DATE
:
14 February 2007

POST 05/213
:
BUSINESS ALIGNMENT MANAGER: BUSINESS ALIGNMENT REF 70039870

SALARY
:
R183 084 per annum (plus benefits)
CENTRE
:
Johannesburg, Head Office

REQUIREMENTS
:
Degree or equivalent qualification with extensive experience in ICT strategy and operations. A valid driver’s license. Analytical skills; customer relationship management; planning and organizational skills; good communication (verbal and written) and excellent information gathering skills.

DUTIES
:
To update the CIO on business issues that may impact on ICT strategy and operations, address issues arising from the above and ensure the appropriate action is taken. Business  Analysis and assessment of all business processes within the department, with an aim of  using ICT to improve the effectiveness and efficiency of the department Liaison with Strategy, architecture and application teams within the GSSC ensuring that the requirements of the department is well understood and that appropriate planning takes place to address departmental specific issues. Participate as an ICT Manager in provincial forums and assist the CIO to ensure that the departmental ICT Strategy is successful. Assist with budgeting and control spending within the department.

ENQUIRIES
:
Mr. A Soorju  (011) 355 7670 

CLOSING DATE
:
14 February 2007

POST 05/214
:
CLINICAL PSYCHOLOGIST (2 POSTS)) REF NO:70039952
SALARY
:
R146 685 per annum (plus benefits)
CENTRE
:
Johannesburg Head Office 

REQUIREMENTS
:
An appropriate recognized Masters Degree in Clinical Psychology.  Registration with the Health Professions Council of South Africa as a Clinical Psychologist. Ability to work as an individual Therapist. Ability  to work as part of a broader Multi-disciplinary team. Ability and interest to work well with children will be an advantage. Valid drivers license (code 8). 

DUTIES
:
To provide individual psychotherapeutic treatment to clients of the Department of Social Development. To design and implement Behaviour management  programmes.

ENQUIRIES
:
Mrs. L Smith- (011) 355-7857



Mrs. M Majitha   - (011) 355-7682

CLOSING DATE
:
14 February 2007

POST 05/215
:
DATABASE ADMINISTRATOR (INFORMATION AND KNOWLEDGE SYSTEMS) REF 70039869

SALARY
:
R146 685 per annum (plus benefits)
CENTRE
:
Johannesburg , Head Office

REQUIREMENTS
:
Relevant IT Diploma/Degree, Various Database experience, Project server 2003 experience, Enterprise Project Manager experience, Project professional experience, Share point experience, Experience as a Project Manager and in MS project would be advantageous. Must have working knowledge of Ms Word, Excel and PowerPoint. Must have networking skills. Written & verbal communication, presentation skills, analytical and conceptual reasoning. Conflict & diversity management and interpersonal skills.

DUTIES
:
Manage and administer the development process of the systems in line with functional and technical specifications. Manage and facilitation of the development of functional and technical specifications. System Administration. Hardware Architecture. Overall project Administration. Configuration Management.  Quality Management. Manage user support on system. Manage the development, enhancement, testing and training with regard to Information Systems in accordance with functional and technical specifications. Lead project teams.

ENQUIRIES
:
Mr. A Soorju, Tel. No. (011) 355-7670

CLOSING DATE
:
14 February 2007

POST 05/216
:
PRINCIPAL SOCIAL WORKER (OLDER PERSONS) REF NO:70039951
SALARY
:
R146 685 per annum (plus benefits)
CENTRE
:
Johannesburg Head Office 

REQUIREMENTS
:
B A degree in Social work or equivalent certificate. Registration with the S A Council for Social Service Professions plus five years appropriate experience in the field of older persons with extensive knowledge of the legislation  pertaining  to older persons. 

DUTIES
:
Render assistance with the execution of the functions of the social worker manager and the Deputy director in the sub directorate. Is responsible to assist with policy development, manuals, guidelines and to monitor the implementation of policy and legislation. Will be responsible for the evaluation of programmes for Residential Facilities and Community Based Services for Older Persons. Supervision of the senior social worker.

ENQUIRIES
:
Mrs. L. Smith at (011) 355-7857 Mr. Peet Human (011) 355- 7844

CLOSING DATE
:
14 February 2007

POST 05/217
:
ICT- SLM OFFICER: INFORMATION COMMUNICATION TECHNOLOGY-SLM REF NO:70039867

SALARY
:
R122 084 per annum (plus benefits)
CENTRE
:
Johannesburg, Head Office

REQUIREMENTS
:
Degree or equivalent qualification with extensive experience in ICT delivery. A valid driver’s license. Knowledge of ICT, analytical skills, project management, report writing, communication skills, interpersonal skills, independent worker, attention to detail and  accuracy, strong ethics, self starter, listening skills and a team player. 

DUTIES
:
Support the Service Level Manager in drawing up, and negotiating Information and Communication Technology (ICT) Service Level Agreements (SLA) in liaison with legal services in the department; Conduct ICT performance surveys, review and give feedback on result. Maintaining and updating ICT service catalogue. Service Level Agreements Administration. Draft and collate Reports. Continuously update  existing Service Level  Management documents.

ENQUIRIES
:
Mr. A Soorju  (011) 355 7670
CLOSING DATE
:
14 February 2007

POST 05/218
:
SENIOR SOCIAL WORKER (OLDER PERSONS) REF NO:70039875
SALARY
:
R122 841 per annum (plus benefits)
CENTRE
:
Johannesburg Head Office 

REQUIREMENTS
:
B A degree in Social work or equivalent certificate. Registration with the S A Council for Social Service Professions plus three years appropriate experience in the field of older persons.

DUTIES
:
Render assistance with the execution of the functions of the principal social worker in the sub directorate. Is responsible to assist with policy development, manuals, guidelines and to monitor the implementation of policy and legislation.  Will be responsible for the evaluation of programmes for Residential Facilities and Community Based Services for Older Persons.

ENQUIRIES
:
Mrs. L. Smith at (011) 355-7857 or Mr. Peet Human (011) 355- 7844

CLOSING DATE
:
14 February 2007

POST 05/219
:
SENIOR SOCIAL WORKER, ADVANCED PRODUCTION: REF. NO: 70039971

SALARY
:
R122 841 per annum (plus benefits)
CENTRE
:
North Rand Region

REQUIREMENTS
:
Bachelors Degree in Social Work or appropriate tertiary qualification social work. Extensive appropriate experience (minimum 2 to 3 years).  Registration with the South council for Social Services Profession.  A Valid code 8 driver’s licence.  Knowledge and understanding of current social development practices based on the integrated developmental approach. Knowledge of departmental policies and legislation pertaining to Social Development and Social Welfare Services. Ability and competencies   to develop, advocate and empower organizations and communities. Ability to communicate effectively with communities and other stakeholders.

DUTIES
:
Monitoring and evaluation of non governmental organizations. Give guidance, advice and support to the non-governmental organizations on legislation, policies and services. Fast track the Transformation of funded non- governmental organizations. Develop, implement and monitor community development programmes. Capacity building of development centers and initiation of cooperatives. Implement and monitor Bana Pele Programme, HIV/AIDS and poverty alleviation programmes. Monitor service delivery through networking and in close partnership with stakeholders and funded non-governmental organizations. Conduct first level research to identify individual and community needs and development of appropriate programmes and interventions. Ensure that developmental and poverty alleviation programmes are targeting the poor of the poorest in disadvantaged communities. Facilitate intersectional and interdepartmental collaboration. task mature individual who has the 

ENQUIRIES
:
Ms G Finger (012) 328 4026 ext 209

CLOSING DATE
:
21 February 2007

POST 05/220
:
SENIOR SOCIAL WORKER, ADVANCED PRODUCTION REF NO: 70039961
SALARY
:
R122 841 per annum (plus benefits)
CENTRE
:
North Rand Region (Statutory Services Unity)

REQUIREMENTS
:
B A Degree or equivalent qualification in Social Work and at least 3 years experience Registration with the South African Council for Social Work professions. Valid driver’s license Conversant with Acts, Policies and Legislation pertaining to Social Welfare Services.

DUTIES
:
Responsible for the implementation of the Child Care Act and related policies and legislation by social workers employed by the Department and NGO’s. Perform all duties related to quality assurance in terms of service delivery to children and child care system, referred to in the Child Care Act. Close networking and with social workers and managers of organizations and clients. Participate and contribute appropriately in panel discussions with role players. Provide guidance and training to social workers in the NGO sector to ensure Quality service delivery.

ENQUIRIES
:
Ms N Mtimkulu (012)  328 4026
CLOSING DATE
:
21 February 2007

POST 05/221
:
SENIOR SOCIAL WORKER, ADVANCED PRODUCTION: HIV/AIDS COORDINATOR) REF NO: 70039968

SALARY
:
R122 841 per annum (plus benefits)

CENTRE
:
Sedibeng Region

REQUIREMENTS
:
Bachelor’s degree or equivalent qualification in Social Work. Three years working experience in the field of HIV/AIDS. Registration with the South African Council for Social Service Professions. A valid Code 08 driver’s license. Conversant with Acts, Policies and Legislation pertaining to Social Welfare Services and HIV/AIDS. Knowledge of Community Work and Developmental Social Work. Knowledge of programme design and project management and service delivery priorities for orphans in the Community Home Based Care Organizations. Ability to co-ordinate and collaborate in an inter-sectoral environment. Sound communication, interviewing, listening, problem solving, networking, advocacy, time management, conflict resolution, organizational, administrative and report writing skills. Computer Literacy will be an added advantage.
DUTIES
:
Monitor and evaluate programmes and service delivery rendered by CHBC sites relating to HIV/AIDS. Identify and make recommendations on the appropriate intervention required to address needs of individuals, families and communities infected and affected by HIV/AIDS. Develop, determine and plan programmes to render the recommended interventions efficiently, effectively and economically. Implement the recommended interventions by providing continuous support, counseling, guidance to groups, families, communities and organizations. Study, interpret, apply information relevant to social auxiliary workers and care givers. Support, mentor and guide care givers and social auxiliary workers on programmes. Design programmes for orphans and vulnerable children infected and affected by HIV/AIDS. Debriefing sessions to the care givers Facilitate the transformation of service delivery from a curative approach to a developmental and preventative approach. Implementation of the Departments policies on operational level. Organizing of own work load according to office objectives. Administrative accountability through effective record keeping. Assessment, counseling and referral services where necessary. Conduct elementary research and analyze trends pertaining to HIV/AIDS, Bana pele, orphan hood and distribution of school uniforms as it relates to community needs and own sphere of service delivery. 

ENQUIRIES
:
Ms. Rene Wilken, Telephone, 016) 930 2123

CLOSING DATE
:
21 February 2007

POST 05/222
:
SENIOR SOCIAL WORKER
SALARY
:
R122 841 per annum

CENTRE
:
Soshanguve -70039963



Pretoria -70039964



Hammanskraal cluster -70039965

REQUIREMENTS
:
B A Degree in Social Work or equivalent qualification. Registration with the South African Council for Social Service Professions. At least 4 years experience as social worker. Valid driver’s license. Conversant with Acts, policies and legislation pertaining to Social Welfare Services. Required Skills: Sound communication-, listening-, problem solving-, networking- and negotiation skills. Ability to interpret policy and legislation. Submit the following documents with application: Certified copies of ID, metric certificate, qualifications and drivers’ license. Proof of current registration with the SACSSP

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 programs. Intervention on all levels of service delivery, e.g. prevention, early intervention, statutory intervention and continuum of care. Assessment, development and implementation of intervention plan and evaluation of impact of services. Organizing own workload according to office objectives. Administrative accountability through effective record keeping. Networking and negotiating with service providers, role players and beneficiaries. First level research in respect of trends and community needs. Community mobilization. Development and implementation of prevention and development programs. Mentoring of staff in internship program.

ENQUIRIES
:
Ms N Mtimkulu (012 )328 4026

CLOSING DATE
:
21 February 2007

POST 05/223
:
SENIOR SOCIAL WORKER (ADVANCED PRODUCTION) REF NO: 70039967

SALARY
:
R122 841 per annum (plus benefits)

CENTRE
:
North Rand Region

REQUIREMENTS
:
Bachelors Degree in Social Work with appropriate experience (minimum 2 to 3 years).  Registration with the South African Council for Social Services Profession, A Valid code 8 driver’s licence, Knowledge and understanding of current social development practices based on the integrated developmental approach, Knowledge of departmental policies and legislation pertaining to Social Development and Social Welfare Services. Ability and competencies to develop advocate and empower organizations and communities, Ability to communicate effectively with communities and other stakeholders. 

DUTIES
:
Monitoring and evaluation of non governmental organizations. Give guidance, advice and support to the non-governmental organizations on legislation, policies and services. Fast track the transformation of funded non- governmental organizations. Develop, implement and monitor community development programmes. Capacity building of development centres and initiation of cooperatives, Implement and monitor Bana Pele Programme, HIV/AIDS and poverty alleviation programmes. Monitor service delivery through networking and in close partnership with stakeholders and funded non-governmental organizations. Conduct first level research to identify individual and community needs and development of appropriate programmes and interventions. Ensure that developmental and poverty alleviation programmes are targeting the poor of the poorest in disadvantaged communities. Facilitate intersect oral and interdepartmental collaboration.

ENQUIRIES
:
Ms G Finger (012) 328 4026 ext 209



Ms S Mahlabe (012) 328 4026 ext. 212

CLOSING DATE
:
21 February 2007

POST 05/224
:
IT TECHNICIANS (4 POSTS) REF: 70039865

SALARY
:
R98 916 per annum (plus benefits)
CENTRE
:
Johannesburg Head Office

REQUIREMENTS
:
A three-year tertiary qualification, relevant 1-2 years experience and a valid drivers license.  A+ and N+ qualification will be an added advantage. Analytical skills; customer relationship management; planning and organizational skills; and good communication (verbal and written) skills.
DUTIES
:
Provide technical support and maintain desktops/and other hardware for all users in the department.   Minimize service disruptions by supporting and maintaining the day-to-day operational issues at Head Office, regional offices and institutions to ensure a stable and efficient environment. Attend to user complaints (physically and telephonically). Report on state of ICT usage in the department. Installation, configuration and testing of applications and new ICT equipment for all users. Solve data communication problems, write reports and maintain records.

ENQUIRIES
:
Mr. A Soorju (011) 355 7670
CLOSING DATE
:
14 February 2007

POST 05/225
:
SOCIAL WORKER: FIELD SERVICES REF NO: 70039873
SALARY
:
R98 916 per annum (plus benefits)
CENTRE
:
In and Around the Gauteng Area
REQUIREMENTS
:
B.A. Social Work Degree. Registration with the Council for Social Services Professions. Valid code 08 driver’s licence is crucial. Knowledge in all Social Work Methods with special reference to Foster Care Placements. Knowledge of all Legislation and Policies governing Social Services with special reference to Child Care Act. Computer literacy will be an added advantage.  

DUTIES
:
Do home circumstances investigations, draft reports to Courts, Court attendance and render Family Reunification Services as well as Supervision Services to clients. Rendering of  individual, Group and Community Work Services in order to address the backlogs in Applications for foster care. Compile reports and respond on Ministerial Enquiries, Network with other Service. Providers for effective service delivery. Training and screening  of prospective foster parents. Group work with foster children as well as holiday programmes. Compilation of daily, weekly and monthly statistics, quarterly reports and  annual reports. Attendance of all required meetings.

ENQUIRIES
:
Mr. A Daya/ Ms. S Rossier (011) 355 7701/7706
CLOSING DATE
:
14 February 2007

POST 05/226
:
ADMINISTRATION OFFFICER: (TRANSPORT AND CONTRACT MANAGER) REF NO: 70039900

SALARY
:
R98 916 per annum (plus benefits)

CENTRE
:
Johannesburg Metro Region

REQUIREMENTS
:
An appropriate  three year diploma/dgree or grade 12 with extensive relevant experience, Supervisory/Management experience. Transport and contract management skills are essential. Knowledge of transport procedures and good understanding of vehicle practices. (Government-owned & Subbsidized).Budget and financial management. Computer litarecy (excel, ms word, power point).Valid drivers licence. Knowledge, experience of the electronic log sheet system(ELS) will be an added advantage.

DUTIES
:
Plan, organize and co ordinate the transport services. Ensure compliance to application policies and procedures as well as to promote effective and efficient best practice. Invistigation of misuse/negligent/unauthorized use of government vehicles. Ensure effective control over the safe-keeping, utillisation and maintenance of government fleet. Identify and report irregularities and problems. Supervise ,develop and monitor the progress of staff within the section. Compile job description and performance agreements for staff. Regular liaising with government garage and head office on the outcome of the investigations. Provide transport training, internal and external training for staff. Monitor contract compliance, service level agreements with reference to security, cleaning and transport. Submit monthly statistics on transport trends identified. Reconciliation of monthly claims reports.

ENQUIRIES
:
Mrs. Sandra Fynn. Tell no: (011) 374 1801
CLOSING DATE
:
23 February 2007

POST 05/227
:
SECRETARY Office of the Chief Information Officer (1 post) REF NO:70039864

SALARY
:
R79 407 per annum (plus benefits)
CENTRE
:
Johannesburg Head Office 
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 organize and priorities 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 Chief Information Officer 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
:
Mr. A Soorju (011) 355 7670

CLOSING DATE
:
14 February 2007

POST 05/228
:
SOCIAL AUXILIARY WORKER (20 POSTS) REF NO:70039874
SALARY
:
R46 200 per annum(plus benefits)
CENTRE
:
In and Around the Gauteng Area
REQUIREMENTS
:
A recognized and accredited FET Certificate in Social Auxiliary Work or  equivalent qualification with appropriate experience.  Good communication and interpersonal skills. Good report writing and record keeping skills. Good time-management and planning. A valid driver’s license.

DUTIES
:
Assist with the execution of admin functions: Photostats, update and maintain of data bases and registers, arrange meetings, get quotations for service providers and send invitations for meetings do filing, assist clients with the completion of applications for birth certificate and reports to the Department of Home Affairs. Assist with organization of events for National a and International days. Assist with Individual Social Care, Social Group Care and Community Care. 

ENQUIRIES
:
Mr. A Soorju  (011) 355 7670

CLOSING DATE
:
14 February 2007

POST 05/229
:
ADMINISTRATIVE CLERK (FINANCE: 2 POSTS) REF NO: 70039975

SALARY
:
R64 143 per annum (plus benefits)

CENTRE
:
Ekurhuleni Region

REQUIREMENTS
:
Senior Certificate or equivalent education qualification. Knowledge of BAS, PFMA and Treasury Regulations. Numeric abilities. Good computer and office organizational skills. Good interpersonal relations and communication skills both verbally and written. Ability to work under pressure. 

DUTIES
:
Perform administrative tasks in accordance with the regulatory framework and guidelines relating to general office functions. Attend to related queries and perform other duties delegated by supervisor. Render financial administration support functions to the Region. Record movements of documents in accordance with guidelines and instructions. File documents in a way that is orderly and will enable easy access to information. Write basic letters and reports.

ENQUIRES
:
Ms E Jordaan TEL No: (011) 820-0392

CLOSING DATE
:
21 February 2007

POST 05/230
:
PROVISIONING ADMINISTRATIVE CLERK (3 POSTS) REF NO: 70039970

SALARY
:
R64 143 per annum (plus benefits)
CENTRE
:
Ekurhuleni Region

REQUIREMENTS
:
Senior Certificate or equivalent qualification. Knowledge of the PFMA and Procurement and Tender procedures. Computer literacy & sound numeracy skills. Organisational and communication skills, Good interpersonal relations. Code 08 manual driver’s licence.

DUTIES
:
Ensure effective control over the safekeeping, utilization and maintenance of Government owned assets (Updating of asset registers). Conduct stocktaking.  Report losses and surpluses. Identify and report irregularities and problems. Assist in the acquisition, distribution and payment of goods and services according to specifications. Liase with suppliers and other stakeholders. Do basic calculations, compile statistics, write basic submissions and handle correspondence pertaining to procurement functions.  

ENQUIRIES
:
Ms E Jordaan (011) 820-0392

CLOSING DATE
:
21 February 2007

POST 05/231
:
ADMINISTRATIVE CLERK (AUXILIARY SERVICES) REF NO: 70040026
SALARY
:
R64 143 per annum (plus benefits)

CENTRE
:
Ekurhuleni Region

REQUIREMENTS
:
Grade 12 qualification or equivalent. Good computer, office organisational and communication skills. Knowledge of leases and contracts, Good interpersonal relations. Knowledge of the PFMA, Computer literacy. Code 08 manual driver’s licence.

DUTIES
:
Maintain Regional and cluster buildings, liaison with various stakeholders on issues pertaining to accommodation etc. Implementation of Occupational Health and Safety standards as required in terms of Occupational Health and Safety Act (OHSA), Perform administrative tasks in accordance with the regulatory framework and guidelines relating to general office functions. Render logistical, admin and personnel administration support to the region. Assist with arranging meetings and functions (events management). Write basic letters and reports. Assist with the monitoring of service delivery improvement programmes within the Region.

ENQUIRIES
:
Mr A Mahlangu: (011) 820-0425

CLOSING DATE
:
21 February 2007

POST 05/232
:
PROVISIONING ADMINISTRATIVE CLERK REF NO: 70039972
SALARY
:
R64 143 per annum

CENTRE
:
Sedibeng

REQUIREMENTS
:
Grade 12 /equivalent, OR diploma, good knowledge of procurement, contract and asset management. Knowledge of the public finance management act, preferential procurement policy framework, computer literacy and numerical skills. Good interpersonal relations and responsibility. Driver’s license will be an added advantage.

DUTIES
:
Ensure that procurement systems are carried out effectively and efficiently within the remaining line structure. Handle and ensure processing of unit / cluster requisitions through the RLS 01, monitor orders and deliveries. Effect follow – up mechanism, prepare, maintain, and update the regions procurement report. Manage contracts orders, renewals & amendments and update electronic records. Liaise with relevant service providers on matters affecting the region. Capture assets on the regional asset register and conduct physical inspections. Report any deviations or discrepancies to management. Responsible for stock control and internal stationery requisitioning. Monthly reconciliation of requisitions against deliveries and stock control. Quality control services/ deliveries and report on any deficiencies or discrepancies

ENQUIRIES
:
M. Nkosi  (016) 930 2071

CLOSING DATE
:
21 February 2007

POST 05/233
:
ADMINISTRATIVE CLERK HUMAN RESOURCES (2 POSTS) REF NO: 70039969

SALARY
:
R64 143 per annum

CENTRE
:
Ekurhuleni Region

REQUIREMENTS
:
Grade 12 or appropriate education qualification, extensive relevant HR experience, sound knowledge of the following act , Public Service Act, Public Service Regulations, Skills Development Act, PSCBC Resolutions regarding service benefits and HR practices, Good communication skills (written and verbal) and good computer skills (Ms word and Excel) are essential.

DUTIES
:
Implement and maintain Human Resources policies and practices. Administer the recruitment and selection of Human resources as well as retention of staff. Provide accurate human resources management information (data base) and statistics. Administer, implement, maintain establishment. Co-ordinate, control and administer all related functions, performance management and development system and handle Persal enquiries. Draft memos and submissions. Compile monthly statistics and reports. Render human resource advice and guidance to line managers on human resource issues. Monitor performance management systems attached to this post will be normal HR practices, which will include the following: Recruitment and Selection, appointments; transfers; Termination of service; Promotion; Translation of rank; salary adjustment ;personnel movement; Conditions of services.

ENQUIRES
:
Ms F Pete Tel No: (011) 820-0331

CLOSING DATE
:
21 February 2007

POST 05/234
:
REGISTRY CLERK 4 POSTS REF NO: 70039966
SALARY
:
R54 222 per annum (plus benefits)

CENTRE
:
Sedibeng Region

REQUIREMENTS
:
Grade 12 or equivalent educational qualification. At least 12 months experience in Government Records management/filing systems.  Knowledge of the National Archives Act.  Ability to work in a team.  Sound interpersonal skills. Valid driver’s license.  Computer literacy.

DUTIES
:
Receive, open, record and distribute incoming mail.  Receive, record, frank and distribute outgoing mail. Maintenance of all files.  Filing.  Safekeeping and disposal of documentation in terms of the Archives Act.  Quarterly audit of all files.  Document tracing.  Storage and retrieval of documents and files.

ENQUIRES
:
Ms. Lorna Harmse Tel No: (016) 930 2068

CLOSING DATE
:
21 February 2007

POST 05/235
:
REGISTRY CLERK (HUMAN RESOURCE ADMINISTRATION): REF NO: 70039962

SALARY
:
R54 222 per annum

CENTRE
:
Johannesburg Head Office 

REQUIREMENTS
:
Grade 10 or equivalent certificate. Good Interpersonal relations. Communication skills. Ability to handle high volumes of filing.

DUTIES
:
Co-ordination of incoming and outgoing mail. Co-ordination of filing procedures in terms of National Archives and record Management procedures manual. Keep and maintain personnel records and / or approved filing systems. Co-ordinate National Archives procedures. Co-ordinate applications of employment to various points. Delivering of correspondence internally if required.

ENQUIRIES
:
Mr. A  Daya / Ms. S Rossier (011) 355-7701/ 7706
CLOSING DATE
:
21 February 2007

POST 05/236
:
MESSENGER / DRIVER (1 POST) REF NO: 70039974
SALARY
:
R40 227 per annum

CENTRE
:
Ekurhuleni Region (Springs Cluster)

REQUIREMENTS
:
Appropriate educational qualification. Sound communication skills (written and verbal).  Proficiency in various official languages will be an added advantage. Should have good interpersonal skills.  Be able to solve problem by applying standing instructions or procedures. Valid manual driver’s licence. 

DUTIES
:
Provide a safe shuttle service of staff, mail and equipment between satellite points, service point and Regional Office. Collect and distribute mail and circulate correspondence and notices. Administrative functions as delegated related to making photocopies, binding documents etc.

ENQUIRIES
:
Mr. A Mahlangu (011) 820-0425

CLOSING DATE
:
21 February 2007

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

POST 05/237
:
RESEARCHER (REF. P 10/2007)


(Office of the MEC for Transport, Community Safety and Liaison) 


The successful candidate will be appointed on a fixed term contract for the duration of the minister’s term of office.  if you are permanently appointed public servant, you are welcome to apply, provided that you are prepared to resign from your current position upon appointment.
SALARY
:
R183 084 per annum (plus a non-pensionable allowance of R3 110 per month and once-off clothing grant of R3 145)
CENTRE
:
Pietermaritzburg

REQUIREMENTS
:
An appropriate Bachelor’s Degree / National Diploma or equivalent qualification, Plus *A minimum of three years research related experience, Plus *A valid code B driver’s licence. Knowledge, Skills, Training And Competencies Required: *Sound knowledge of research skills, particularly in a political office bearer’s environment. *Excellent knowledge and understanding of public relations and political dynamics.  *Knowledge of government legislations.  *Knowledge of understanding the functioning of 3 spheres of government (national, provincial and local). *Co-ordination experience.  *Understanding monitoring and evaluating electronic media. *Understanding of information management and strategic management.  *Management, researching, analytical, writing and communications skills.  *Networking, leadership, organizational and administrative skills. *Computer skills. *Co-ordination / planning, decision making, presentation and time management skills. *The ideal candidate should be a motivated self starter, accountable, enthusiastic and a team player. *He / she should also be independent, analytic and a strategic thinker, committed, reliable, professional, trustworthy and security conscious.

DUTIES
:
Conduct research, develop and formulate proactive needs-based policies on matters relevant to the Departments and ensure effective implementation of research recommendations.  *Analyse documents / print and electronic media, and prepare input on behalf of the Department / MEC.  *Provide advice to MEC on core activities of the Departments.  *Identify appropriate research projects in line with work emanating from both Departments.  *Analyse and advise the Department of new legislation and legislation assigned to it, develop action plans in this regard in order to monitor progress.  *Create and maintain strategic partnerships with other organisations for research purposes.  *Brief the MEC timeously on current issues pertaining to his department.  *Liaise with academic institutions and research organisations.

ENQUIRIES
:
Mrs B T Duze Tel. 033 – 355 8760

FOR ATTENTION
:
Ms P Singh 

CLOSING DATE
:
16 February 2007

POST 05/238
:
PROTOCOL OFFICER (REF. P 12/2007)
SALARY
:
R146 685 per annum (plus a non-pensionable allowance of R3 110 per month and once off clothing grant of R3 145)
CENTRE
:
Pietermaritzburg

REQUIREMENTS
:
An appropriate Degree / Diploma; plus* A minimum of 3 years clerical / administrative experience plus, *A valid code B driver’s licence. Knowledge, Skills, Training And Competencies Required:  *Sound knowledge of the protocol management process.  *Excellent knowledge and understanding of public relation, politics and protocol.  *Knowledge of general diplomatic immunities and privileges.  *Knowledge of political and social representation in National, Provincial and Local Government events.  *Co-ordination experience.  *Understanding of budgeting and monitoring of expenditure, information management and strategic management. *Management, analytical, writing and communication skills. *Networking, leadership, organizational, administrative and computer skills.  *Co-ordination / planning, decision making, presentation and time management skills.  *The ideal candidate should be a motivated self starter, accountable, a team player, independent, innovative, visionary and an analytical thinker.  *He/She should also be a strategic thinker, be committed, reliable, professional, trustworthy, a quick learner and security conscious.

.DUTIES
:
Formulate and manage a protocol plan for national, Provincial and Local Government for official functions hosted by the MEC and the Departments. *Ensure implementation of a protocol plan through attendance of all events. *Conduct briefing sessions of members and staff who will be assisting in VIP  delegation on issues of protocol. *Serve as a member of the protocol committee led by the DFA.  *Research on protocol matters with focus on national and international delegation
ENQUIRIES
:
Mrs B T Duze Tel. No.: 033 – 355 8760

FOR ATTENTION
:
Ms P Singh 

CLOSING DATE
:
16 February 2007

POST 05/239
:
DEVELOPMENT OFFICER (COMMUNITY LIAISON DEVELOPMENT SUB-DIRECTORATE) (REF. NO. P 14/2007)

SALARY
:
R98 916 per annum
CENTRE
:
Head Office, Pietermaritzburg
REQUIREMENTS
:
A Degree / National Diploma or equivalent qualification; plus a minimum of 1 year technical / scientific experience. Knowledge, Skills, Training And Competencies Required:  *Knowledge of Developmental policies and practices.  *Understanding of PFMA and Treasury regulations.  *Understanding and knowledge of the Labour Relations Act and Public Service reporting procedures and work environment.  *Knowledge of computer based information systems e.g. (software packages MS Excel, MS Word, PowerPoint, MS Access and PIMS).  *Knowledge to operate a variety of electronic equipment e.g. multi media projector.  *Experience in the field of Rural development.  *Ability to interpret and apply policy.  *Problem solving and analytical thinking skills. *Excellent verbal, written and networking communication skills *Presentation and facilitation skills.  *Negotiation skills.  *He / she should be approachable, honest, reliable, accurate and have integrity.  He / she should also demonstrate an interest in Rural Development and related fields and be able to be open and transparent.

DUTIES
:
*Liaising with both internal and external customers e.g. Rural Road Transport Forums (RRTF”s) Tribal Authorities, Regional and District Offices and other similar bodies to maintain a working environment to sound and harmonious relationship.  *He / she will be involved in the implementation of strategy for the propagation of the Department’s profile befitting the aspirations of the majority of the people in the Province of KwaZulu Natal.  *Assisting the Assistant Manager in implementing institutional capacity building programmes and activities with relevant role players.  *Ensuring compliance with the Department of Transport framework for community participation.  *Reporting to and advising the Assistant Manager on developments pertaining to all RRTF matters.  *Investigate roads that are requested by communities and give a technical report to the Assistant Manager.

ENQUIRIES
:
Mrs T T Mbonambi, Tel. No.: 033 – 355 8739

FOR ATTENTION
:
Mrs S McCarthy

CLOSING DATE
:
19 February 2007

POST 05/240
:
SENIOR SECRETARY GRADE III (TO THE MANAGER IN THE OFFICEOF THE MEC) (REF. P 11/2007)

SALARY
:
R79 407 per annum (plus a non-pensionable allowance of R685 per month)
CENTRE
:
Pietermaritzburg

REQUIREMENTS
:
A Senior (or equivalent) Certificate with typing as a passed full subject or as alternative to typing as a full passed subject any typing qualification / typing training which will enable the relevant person to perform the functions prescribed for the relevant post class satisfactorily, plus  *A minimum of 7 months clerical experience gained after obtaining the Senior (or equivalent) Certificate plus, *A valid code B Driver’s Licence. Knowledge, Skills, Training And Competencies Required: *Working knowledge of the Public Sector.  *Knowledge of office etiquette. *Knowledge of a legal environment.  *Knowledge of document tracking, storage and retrieval.  *Knowledge of basic office administration practices. *Computer literacy (MS Word, MS Excel, MS PowerPoint etc; e-mail and internet).  *Good typing proficiency.  *Excellent communication skills (both written and verbal).  *Ability to work well under pressure. *Ability to take initiative and to work with minimum supervision. *Ability to maintain confidentiality. *Ability to research.  *Excellent human relations. *The ideal candidate should be action orientated, reliable, innovative / creative and polite.

DUTIES
:
Perform “frontline” functions by determining the business of persons wishing to have an audience with the Manager (in person or telephonic) and admitting / making an appointment / re-directing such persons. *Provide secretarial functions to the Manager through organizing the Manager’s affairs which involves maintaining and organizing the diary to arrange and prioritise meetings; confirming appointments and reminding the Manager of engagements as well as making transport and accommodation arrangements.  *Provide secretarial functions at meetings for the Manager, through making logistical arrangements, distribution of the notice and agenda of meeting as well as the taking, preparation and dissemination of minutes.  *Provide administrative support to the Manager through ensuring the updating and safekeeping of all records, duplication of documents, office provisioning, management of the telecommunications system, receiving correspondence (hard copy and electronic), interpreting, informing the Manager or otherwise dealing with and / or redirecting correspondence.  *Provide general management of the office (i.e. maintain the professional appearance of the Manager). *Assist the Manager by sourcing relevant information (through use of internet, newspapers and magazines to search for available and appropriate information e.g. Labour Policy; reading and interpreting of such); downloading / duplicating and passing information onto the Manager for information purposes.  *Processing payments of accounts, S & T etc and keep the Manager informed thereof.

ENQUIRIES
:
Ms P Mhlongo Tel. No. 033-355 8760

FOR ATTENTION
:
Ms P Singh 

CLOSING DATE
:
16 February 2007

ANNEXURE R
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 Vision: Champion the Establishment of Sustainable Development Local Governance and Integrated Human Settlement. The Department of Local Government and Housing has recently finalised its restructuring projects to enhance service delivery. We therefore invite suitably qualified candidates who are creative, energetic, self-driven, and hardworking and have a passion for improving the standard of living of citizens of Limpopo, to apply for positions as they appear below.

APPLICATIONS
:
Applications can be posted to: 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, (First floor).

ENQUIRIES
:
All General Enquiries must be directed to Tjale Mabore telephone number (015) 294 2000.

CLOSING DATE
:
14 February 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. 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

OTHER POSTS

POST 05/241
:
MANAGER: STRATEGIC PLANNING REFERENCE NUMBER: DLGH100/06



Sub-Department: HOD’S Office



This post is being re-advertised, those who applied previously should not apply as their applications will be considered

SALARY
:
R286 203 – R332 298 pa  

CENTRE
:
Polokwane

REQUIREMENTS
:
Qualifications: Bachelor’s degree or equivalent qualification with in- depth knowledge of strategic Planning, Policy Formulation and Monitoring, Corporate Governance and Statistical analysis. Experience: At least 3-5 years experience in strategic management or in research and Policy Management. Key Competencies Required: Knowledge of and skills in: * Strategic formulation, Implementation and Control * Scenario planning * Stakeholder analysis * Change management * Understanding of public service Legislation and Policies * Understanding of Government planning cycle * Service delivery improvement * Relationship management skills * Performance management skills * Policy formulation and analysis * Facilitation skills * Report writing * People management * Project management * Financial management * Research skills  

DUTIES
:
Responsibilities: Manage the process of strategy formulation in the department and develop the strategic plan document. Conduct scenario planning to ensure a robust departmental strategic plan. Manage alignment of our departmental plan to national, provincial and local government priorities e.g NSDP, PGDS, and ASGISA. Manage the development of the annual performance plan. Manage and direct organizational performance. Align the departmental programme to the provincial cluster system as well any new government policy initiatives.

POST 05/242
:
MANAGER: STRATEGIC MONITORING & REPORTING REFERENCE NUMBER: DLGH101/06



Sub-Department: HOD’S Office

SALARY
:
R 286 203 – R332 298 pa  

CENTRE
:
Polokwane

REQUIREMENTS
:
Qualifications: Bachelors’ degree or equivalent qualification in economics or statistics with in –depth Knowledge of research, statistical analysis and performance and monitoring techniques. Experience: At least 3-5 years experience in Strategic Management or Monitoring Evaluation and Reporting. Key Competencies Required: Knowledge of and Skills in: * Strategic formulation, implementation and control * Monitoring, evaluation and reporting * Stakeholder analysis * Change management * Understanding of functioning of MinMecs, Clusters and relevant Legislature committees * Understanding public service legislations and policies * Understanding of government planning cycle * Service delivery improvement * Relationship management skills * Performance management skills * Policy formulation and analysis * Facilitation skills * Report writing * People management * Project management * Financial management * Research skills

DUTIES
:
Monitor the implementation of strategic plans through the evaluation of the department’s monthly and quarterly progress reports etc. Advice management on interventions to address failure to meet targets as applied as outlined in the annual performance plan (targets in terms of output and cash flow projections thereof). Coordinate and prepare reports to – Exco, Social, Economic as well as Government and Admin Clusters, Local Government and Housing MinMecs, Portfolio Committee etc. Monitor overall organizational performance in line with the government’s overall objectives and priorities.

ANNEXURE S

PROVINCIAL ADMINISTRATION: MPUMALANGA

PROVINCIAL LEGISLATURE

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

APPLICATIONS
:
The Human Resource Manager, Mpumalanga Provincial Legislature P/Bag X11289, Nelspruit, 1200 or Delivered to: Building No 1,  Mpumalanga Government Complex,  Riverside Park, Nelspruit

CLOSING DATE
:
16 February 2007

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

OTHER POSTS

POST 05/243
:
RESEARCHER AND POLICY ANALYST REF.NO.MPL0031
SALARY
:
R122 841 per annum

CENTRE
:
Nelspruit 

REQUIREMENTS
:
An appropriate Bachelor’s degree or equivalent qualification in Social Sciences or Commerce. He or she must have extensive knowledge and appropriate experience on research matters pertaining to Legislatures or the Public Service; must be familiar with various research  and  written methods, especially those used in social research; must possess excellent verbal and written communication and networking skills; must have the ability to write quality reports and pay attention to detail; should possess above average computer skills; must have good interpersonal skills; must be able to work under pressure; must have a valid driver’s licence.

DUTIES
:
Render efficient and effective commissioned research services to committees and business units. Conduct research and policy analysis on Provincial Department’s budget speeches, annual reports and strategic plans. Conduct pro-active research on the constitutional mandate of the Legislature. Provide policy development services

ENQUIRIES
:
Ms Sibongile Makofane 013 766 1114

POST 05/244
:
SECRETARIES (3 POSTS) REF NO. MPL0032
Secretary to the Senior Manager: Parliamentary Operations

Secretary to the Senior Manager: Research and Policy Analysis

Secretary to Committees

SALARY
:
R64 143 per annum

CENTRE
:
Nelspruit

REQUIREMENTS
:
Good verbal and written skills in the official languages ;Professional and high-level typing skills; Computer literacy in MS Office; Ability to work under pressure; Ability to work with people from all cultures and levels of  society; Expected to work beyond normal working hours; Grade 12 or equivalent qualifications; Secretarial diploma / certificate; Certificate in Typing; Experience in dealing with the public; Good interpersonal skills; Initiative and drive; Minute taking skills; Document management skills; Office administration competency; Diary management skills

DUTIES
:
Key Performance Arrears: General administrative duties: Provide administrative support including :Maintaining 
filing; Screening all telephone calls to determine the nature of calls &refer to the appropriate person/Business Unit or answering first-line queries (operation process/routing queries) as well as taking messages; Receiving and dispatching mail; Arranging for official acknowledgement of correspondence and documentation received. Secretarial duties: Manage and control the diary and manage correspondence on daily basis (make appointments when necessary); Draft and type correspondence; Make travel arrangements; Order stationery and other office requirements; Make meeting arrangements and book venues as and when required; Keep an appointment book; Prepare venues and other logistics for meetings; Compile, type and distribute correspondence, reports and documents, Take minutes of meeting Other duties: Assist with various administrative and secretarial duties that may arise from time to time; Fulfil any other administrative or secretarial duties that may arise from time to

ENQUIRIES
:
Ms Sibongile Makofane 013 766 1114

POST 05/245
:
RECEPTIONIST: OFFICE OF THE SPEAKER REF MPL0033
SALARY
:
R54 222 per annum

CENTRE
:
Nelspruit

REQUIREMENTS
:
Computer skills ( Literacy) Excellent telephone manners. Excellent communications skills. Excellent organizational and planning skills. Good typing and filing skills. Three years’ relevant front desk experience. Matric certificate with the relevant training.

DUTIES
:
Handle and manage incoming calls; Manage the front desk; Receive and register incoming mails, Keep record of outgoing mail, Typing; Assist in the filing of documents in the office.

ENQUIRIES
:
Ms Sibongile Makofane 013 766 1114

ANNEXURE T

PROVINCIAL ADMINISTRATION: WESTERN CAPE

DEPARTMENT OF CULTURAL AFFAIRS AND SPORT

The Department intends to promote representivity with the filling of the post and an indication in this regard will expedite the processing of applications

APPLICATIONS
:
Please submit your application via the Head of your Department, (if a public service employee) stating the reference number of the post you are applying for, to: Jobvest: Response Handling P O Box 6617 Roggebaai 8012 OR E-mail to rh3@adcorp.co.za Fax to (086) 614 8632

CLOSING DATE
:
12 February 2007

NOTE
:
Applications must be submitted on a Z83 form, obtainable from any Public Service Department, and should be accompanied by a complete Curriculum Vitae, certified copies of qualifications and identity document, and the names of three referees. It will be expected of candidates to be available for selection interviews on a date, time and place as determined by the Department.

OTHER POST

POST 05/246
:
ASSISTANT DIRECTOR: POLICY DEVELOPMENT AND INFRASTRUCTURAL SUPPORT REF.NR. CS/07/001 

SALARY
:
R183 084 per annum

Centre
:
Head Office: Cape Town

REQUIREMENTS
:
The formal qualification for this position is an appropriate 3- year B. degree (or equivalent) coupled with management expertise. Candidates with a Grade 12 with extensive relevant experience are also invited to apply. The following will serve as recommendation: ( ability to work independently and as part of a team ( a thorough understanding of sport and recreational matters, particularly school sport ( excellent organisational, interpersonal and overall communication skills ( ability to work under pressure ( a research background and experience in policy development, facility / infrastructural management (understanding of elite sport programmes as well as sport programmes for LSEN (Learners with Special educational needs), understanding of the Rainbow, White Paper on Sport and Recreation and School Sport Policy ( understanding of the socio-economic dynamics of the province and the country ( project management experience ( high level of computer literacy ( the ability to draft memoranda and submissions to the head of School Sport, Head of Department / Minister ( a working knowledge of at least two of the three official languages of the Western Cape ( broad general knowledge of Sport and Public Administration.

DUTIES
:
The successful candidate will be responsible for: ( the development of policies and conducting research regarding school sport ( designing of templates for questionnaires, surveys, etc. for input in database and research purposes ( arranging / co-ordinating information sharing sessions, i.e. seminars, workshops, etc. ( liaising with sport federations, USSASA, cultural organizations, municipalities, Department of Transport and Public Works and Western Cape Education Department regarding provision of facilities ( any other facility management related responsibilities as and when determined by the supervisor ( preparing memoranda, presentations, media releases, letters, articles, pamphlets and brochures for the school sport component ( organising, monitoring and compiling policies for the School Sport programme ( support with regard to high profile international guests ( drafting budgets for projects and sub- programmes. Assisting with the preparation of Provincial teams and hosting provincial and national events. Overseeing programme implementation for LSEN schools.

ENQUIRIES
:
Mr Joe Carrim, Tel: (021) 483 2978. 
NOTE
:
No late, fax or e-mail applications will be considered
DEPARTMENT OF ENVIRONMENTAL AFFAIRS AND DEVELOPMENT PLANNING

The Department of Environment Affairs and Development Planning is an equal opportunity employer and committed to rendering an effective and efficient service. The Department intends to promote representivity with the filling of the post. Kindly indicate gender, race and disability status to facilitate the process.
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APPLICATIONS
:
The Head of Department, Department of Environmental Affairs and Development Planning, Private Bag X9086, Cape Town, 8000

FOR ATTENTION
:
Ms C Pegram
CLOSING DATE
:
23 February 2007

NOTE
:
Applications from candidates who comply with the advertised requirements of the attached vacant posts, are awaited. This advertisement must be brought to the attention of all personnel in excess, including those on leave. Directions to candidates: Applications on form Z.83, accompanied by a detailed CV, must be forwarded (through your supervisor) to the address as indicated below each post.  CV’s will not be returned.  This post will be filled in compliance with Article 11 of the Public Service Act, 1994, as amended and in accordance with this Departments Employment Equity Plan taking into account the gender targets.  Excess staff will receive preference and an indication in this regard will be appreciated.  People with disabilities are also welcome to apply and an indication in this regard will be appreciated. Please Note: The reference number and name of the post must be indicated on your application and CV.  No application will be considered without it. Candidates who do not comply with the qualifications as advertised but who are nonetheless absorbed in the occupational class concerned, are deemed to possess such a qualification. NB:  Applications which are received after the closing date will not be considered.  If written applications cannot be forwarded timeously, the candidature of the applicants must be reported telephonically before or on the closing date to the relevant department. The application documents should then immediately be forwarded in the prescribed manner.

OTHER POSTS

POST 05/247
:
CHIEF FINANCIAL OFFICER: SUPPORT OFFICER REFERENCE NO. E/07/001


Directorate: Finance

SALARY
:
R146 685 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 subsidies.

CENTRE
:
Cape Town

REQUIREMENTS
:
The formal qualification for this position is an appropriate, 3-year Bachelor’s degree (or equivalent qualification) ( 3-5 years appropriate experience in a financial environment. The following will serve as recommendation: ( strong financial analysis ability ( costing skills ( experience in a financial/management/cost accounting environment ( excellent spreadsheet knowledge and skills ( strong computer literacy (MS Office) ( report writing skills ( presentation skills ( sound interpersonal and communication (written and verbal) skills and ability to communicate in at least two of the three official languages (English, Afrikaans, Xhosa) of the Western Cape ( knowledge of policy development and analysis ( knowledge of financial norms and standards.
DUTIES
:
( The successful candidate will be responsible for: ( monitor and report on PFMA implementation ( assistance with Chief Financial Officer initiatives ( conduct research and analyse information in support of operational and strategic decision making ( render administrative support to the Chief Financial Officer ( assist with Chief Financial Officer activities ( assist with oversight function over public entities.

ENQUIRIES
:
Mr Anwaar Gaffoor, Tel. (021) 483 5128

NOTE
:
This post will be advertised in Rapport, Sunday Times, PSVC and EADP Bulletin and will be filled in accordance with section 11 of the Public Service Act, 1994, as amended.

POST 05/248
:
ENTERPRISE RISK MANAGEMENT: CHIEF RISK ANALYST REFERENCE NO. E/07/002


Directorate: Finance

SALARY
:
R146 685 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 subsidies.

CENTRE
:
Cape Town

REQUIREMENTS
:
The formal qualification for this position is an appropriate, 3-year Bachelor’s degree (or equivalent qualification) ( 3-5 years appropriate experience in a financial environment. The following will serve as recommendation: ( the ability to be self-driven ( self-confident and innovative ( ability to work under pressure ( foster teamwork ( analytical thinking ( research and development skills ( ability to analyse, conceptualise and implement policy ( sound interpersonal and communication (written and verbal) skills and ability to communicate in at least two of the three official languages (English, Afrikaans, Xhosa) of the Western Cape ( conflict resolution ( ability to monitor, evaluate and report ( presentation skills ( ability to solve problems ( ability to effectively communicate on a high level ( motivational skills ( ability to work within in a team ( knowledge of policy development and analysis ( knowledge of risk management processes and techniques ( national and provincial instruments and legislation pertaining to risk management ( computer literate.
DUTIES
:
The successful candidate will be responsible for: ( facilitating risk identification and assessment ( facilitating process and control maps ( pro-active assessment of the current state of existing control, including the result of control self assessments ( providing recommendations as well as facilitating and monitoring on control improvement.

ENQUIRIES
:
Mr Anwaar Gaffoor, Tel. (021) 483 5128

NOTE
:
This post will be advertised in Rapport, Sunday Times, PSVC and EADP Bulletin and will be filled in accordance with section 11 of the Public Service Act, 1994, as amended.

POST 05/249
:
PRINCIPAL ENVIRONMENT OFFICER (SEVERAL POSTS) REFERENCE NO: E/07/010



Integrated Environmental Management (Region A)

SALARY
:
R146 685 per annum In addition to the salary mentioned, this position offers competitive benefits that include an annual service bonus, conditional housing allowance, pension and medical subsidy.

CENTRE
:
George

REQUIREMENTS
:
The formal qualification for this position is an appropriate, recognised tertiary qualification in the Natural, Physical  or Environmental Sciences ( knowledge of and appropriate working experience in integrated environmental management. The following will serve as recommendations: ( sound interpersonal skills ( good communication (written and verbal) skills in at least two of the three official languages of the Western Cape ( good knowledge and experience of integrated environmental management and international environmental commitments, applicable legislation and application thereof, environmental impact assessments, environmental management plans, systems and environmental monitoring and auditing ( knowledge of the practical implementation of environmental legislation, policies, norms, standards and guidelines ( strong report writing skills as well as the ability to work with people ( computer literacy (MS Suite) ( a valid code 08 (B) driver’s license.

DUTIES
:
Reviewing of applications in terms of the relevant national and provincial environmental and related legislation and providing recommendations on such applications, as well as conducting site visits ( commenting on land development processes, spatial development frameworks and environmental management programme reports ( providing technical advice to officers and management in the Directorate ( liaise with stakeholders on the implementation of environmental legislation and related policies ( ensuring that the planning and the implementation of all development in the Western Cape take environmental considerations into account ( represent the Chief Directorate: Environmental and Land Management on all relevant committees, forum, etc. ( provision of specialist biophysical advice to government bodies, local authorities and developers regarding development applications and spatial planning, including integrated development plans ( using and update information systems for all developments in the Western Cape ( mentoring and supervising environmental officers ( assisting with compliance monitoring ( rendering assistance with the development of effective environmental management guidelines and processes to evaluate the potential environmental impacts of developments ( project management ( frequent traveling.

ENQUIRIES
:
Mr Y Atwaru, Tel (044) 874 2160  

NOTE
:
This post will be advertised in Die Rapport, Sunday Times, George Herald, Mossel Bay Advertiser, Knysna Plett Herald, PSVC and EADP Bulletin and will be filled in accordance with Section 11 of the Public Service Act, 1994, as amended.

POST 05/250
:
SENIOR ADMINISTRATION CLERK (1 POST) REFERENCE NO: G/07/002



Directorate: Human Resource Management and Support Services



Division: Support Services (Auxiliary Section)

SALARY
:
R54 222 per annum Note: In addition to the salary mentioned below, this position offers competitive benefits that include an annual service bonus, conditional housing allowance, pension and medical subsidy.

CENTRE
:
Cape Town

REQUIREMENTS
:
The formal qualification requirement for this post is a Senior Certificate (or equivalent). The following will serve as recommendations: ( good verbal and written skills in at least two of the three official languages of the Western Cape ( knowledge of the National Treasury Regulations, Batho Pele Principle, and Public Financial Management ( good interpersonal skills ( meeting skills ( ability to work under pressure ( computer literacy (MS Word, Excel, Power Point and Groupwise).

DUTIES
:
The successful candidate will be responsible for: ( co-ordinating and managing cellular phone facilities ( handling of building maintenance issues ( co-ordination of catering for Finance and General Committee Meetings ( stock control of assets (Cellular Phones and accessories) ( handling of general auxiliary services ( process applications for landline telephone services ( handle all DITCOM matters ( minute taking at ad hoc meetings.

ENQUIRIES
:
Mr EA Sias, Tel. (021) 483 3195 

NOTE
:
This post will be advertised in the PSVC and EADP Bulletin and will filled in accordance with section 11 of the Public Service Act, 1994, as amended.

POST 05/251
:
GIS OFFICER (1 POST) REFERENCE NO: G/06/003(B)



Directorate: Strategic Environmental Management



Sub Directorate: Information Services 

SALARY
:
R79 407 per annum Note: In addition to the salary mentioned below, this position offers competitive benefits that include an annual service bonus, conditional housing allowance, pension and medical subsidy.

CENTRE
:
Cape Town

REQUIREMENTS
:
The formal qualification for this position is a Senior Certificate with appropriate working experience in the Geographical Information Systems field. The following will serve as requirements: ( Sound knowledge of Geographical Information Systems (GIS), specifically ArcView and ArcGIS ( basic knowledge of Spatial Data Legislation, regulations, policies and standards and other provincial IT and information related policies ( lateral, analytical and innovative thinking skills ( sound interpersonal and communication (written and verbal) skills and ability to communicate in at least two of the three official languages (English, Afrikaans, Xhosa) of the Western Cape Province (  computer literacy in MS Office and GIS ( a valid driver’s license ( problem solving ability ( cartographic and geographic skills. 

DUTIES
:
The incumbent will render a geographic information service to internal and external clients which includes the design and compilation of maps, the capturing, converting and supply of spatial data in different formats, the gathering of spatial data from other sources, the maintenance and verification of spatial data and the store and retrieval of project files and spatial data from spatial data server ( assist with GIS marketing and information sessions/events and technology presentations ( assist with special departmental projects using GIS

ENQUIRIES
:
Mr. André van der Merwe Tel. 483 3499/483 4440

NOTE
:
The Provincial Administration Western Cape is an equal opportunity employer and geared to providing services efficiently and effectively. Note: This post will be advertised in the Die Burger, Cape Times, PSVC and EADP Bulletin and will filled in accordance with section 11 of the Public Service Act, 1994, as amended.

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 preference will be given to excess personnel.

OTHER POSTS

POST 05/252
:
PRINCIPAL PHARMACIST (RELIEF)
SALARY
:
R146 685 per annum plus a non-pensionable scarce skills allowance of 15% of annual salary.

CENTRE
:
Boland/Overberg Regional Office, Worcester

REQUIREMENTS
:
Registration with the South African Pharmacy Council as Pharmacist plus extensive appropriate experience. Valid driver’s licence. Willing to travel extensively. Recommendations: Computer literate. Independent work habits. Ability to work under pressure.
DUTIES
:
Deliver relief duty in region where necessary. Ensure quality provision of Pharmaceutical Care regarding the dispensing, re-packaging and identification of medicine (mixing, dilution, drops, powders). Dispensing of medicine as stock or on prescription to specific patients and supplying of the correct information regarding user instructions. Control medicine and usage thereof by the institution with regard to the following methods: ordering of medicine, authorisation of orders, safe keeping of medicine, keeping registers according to the appropriate laws, inspection of stock and registers and destroying of unused and expired medication dispatched. Controlling of prescriptions to prevent over dosage as well as incompatibility. Advice to patients, medical, dentists and nursing personnel and supplying of information with regard to new developments in the medicine field and other pharmaceutical matters. Monitoring and advising of budget.
ENQUIRIES
:
Mrs H Brits, tel. no. (023) 348-1415.
APPLICATIONS
:
The Director, Boland/Overberg Region, Private Bag X3079, Worcester, 6849.

FOR ATTENTION
:
Ms MM Janse van Rensburg

CLOSING DATE
:
2 March 2007
POST 05/253
:
PRINCIPAL PHARMACIST
SALARY
:
R146 685 per annum plus a non-pensionable scarce Skills allowance of 15% of basic annual salary.

CENTRE
:
Tygerberg Hospital, Parow Valley

REQUIREMENTS
:
Registration with the South African Pharmacy Council as Pharmacist plus an additional postgraduate degree(BSc (Hons), MSc or Phd) in a field relevant to clinical pharmacology. Recommendations: Competence in clinical pharmacology. Extensive appropriate experience in a clinical setting. Relevant experience in the practice and teaching of clinical pharmacology. Good communication skills. Computer literacy. Experience in conducting research.
DUTIES
:
Perform duties in the Tygerberg Poison Information Centre. Active participation in all academic activites. Lecturing to under- and postgraduate students. Administrative duties. Conduct research in the field of pharmacology/toxicology. Active participation in teaching and training in clinical setting.
ENQUIRIES
:
Prof P van der Bijl, tel. no. (021) 938-9331.

APPLICATIONS
:
The Chief Director: Tygerberg/Dental Hospitals, Private Bag X3, Tygerberg, 7505.

FOR ATTENTION
:
Ms V Meyer

CLOSING DATE
:
2 March 2007
POST 05/254
:
SENIOR HANDYMAN


Directorate Engineering and Technical Support

SALARY
:
R54 222 per annum

CENTRE
:
Bellville Mobile Workshop

REQUIREMENTS
:
Appropriate experience in the mechanical field and the ability to carry out general mechanical and building related tasks. Be conversant with the requirements of the Machinery and Occupational Health and Safety Act. Valid driver’s licence and willingness to travel throughout the Western Cape Province. Recommendations: Appropriate internal training experience. Good communication skills. Ability to plan ahead. Completion of a safety course.

DUTIES
:
The appointed candidate will be responsible for: The necessary administrative functions. Assist with the execution of engineering projects/repairs and maintenance at hospitals and institutions. The maintenance and repairs of equipment at hospitals and institutions. Strict adherence to the Occupational Health and Safety Act. Assist Artisans in the performance of their duties. Control over tools, equipment and material.

ENQUIRIES
:
Mr N de Bruyn, tel no. (021) 918-1632.
APPLICATIONS
:
The Deputy-director: Hospital Engineering Services: Belville, Private Bag X21, Parow, 7500.

FOR ATTENTION
:
Mrs L Petersen

CLOSING DATE
:
2 March 2007
POST 05/255
:
SENIOR HANDYMAN (CARPENTRY)


Directorate Engineering and Technical Support

SALARY
:
R54 222 per annum

CENTRE
:
Bellville Mobile Workshop

REQUIREMENTS
:
The appointed candidate will have extensive appropriate experience in the carpentry field and have the ability to carry out general carpentry work. Be conversant with the requirements of the Machinery and Occupational Health and Safety Act. Valid driver’s licence and willingness to travel throughout the Western Cape Province. Recommendations: Appropriate internal training experience will be an advantage. Good communication skills. Ability to plan ahead. Completion of a safety course will be an advantage.
DUTIES
:
The appointed candidate will be responsible for: The necessary administrative functions. Assist with engineering projects/repairs and maintenance at hospitals and institutions. The maintenance and repairs of furniture and fittings at hospitals and institutions. Strict adherence to the Health and Occupational Safety Act. Assist Artisans in the performance of their duties. Control over tools, equipment and material.

ENQUIRIES
:
Mr N de Bruyn, tel no. (021) 918-1632.
APPLICATIONS
:
The Deputy-director: Hospital Engineering Services: Belville, Private Bag X21, Parow, 7500.

FOR ATTENTION
:
Mrs L Petersen

CLOSING DATE
:
2 March 2007
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, preference will be given to designated groups with the filling of these posts. 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

CLOSING DATE
:
16 February 2007

APPLICATIONS
:
Applications must be submitted on form Z83 (obtainable from any Public Service Department or on website address www.capegateway.gov.za) with full particulars of training, qualifications, skills, competencies, knowledge, and experience (on a separate sheet or curriculum vitae) (CV’s will not be returned), certified copies of identity document and qualifications and the names of three referees (Candidates are requested to complete section B of the form Z83) and forward 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

MANAGEMENT ECHELON

POST 05/256
:
SENIOR MANAGER: HUMAN RESOURCE MANAGEMENT REF. WCPT 03/01/07


Component: Directorate Human Resource Management

SALARY
:
R502 725 per annum (including basic salary (60% of package), State’s contribution to the Government Employee Pension Fund (13% of basic salary) and a flexible portion. The flexible portion of the package can be structured according to the individual’s personal needs).

CENTRE
:
Cape Town

REQUIREMENTS
:
The minimum qualification requirement for this position is an appropriate degree or equivalent qualification in Human Resource Management/Industrial Psychology with relevant management experience. A post graduate qualification would be preferred. Required skills and competencies: Managerial skills and competencies: Technical skills • Knowledge of human resource practices as well as relevant legislation and applicable policies  • Ability to think strategically  • Sound planning and organizing skills  • Sound financial  management skills  • Sound written and verbal communication skills  • Problem solving skills  People management and leadership skills  • Ability to apply research skills  Proven ability to analyze and conceptualize and apply policy successfully  • Computer literate Behavioral skills • Self-motivated and self driven  • Proven ability to facilitate group interaction  • Sound conflict resolution skills  • Display a high level of independence, emotional intelligence and resilience

DUTIES
:
To render Human Resource Management services for the Provincial Treasury, including human resource planning, people development, transformation and employee relations. Managerial responsibilities: Human resource management: as required by the Public Service Act 1994 as amended, Public Service Regulations and Collective agreements • Financial management: application of the Public Finance Management Act and related legislation • Supply chain management: procurement and provisioning within the component.

ENQUIRIES
:
Dr JC Stegmann ( (021) 483-3749
FOR ATTENTION
:
Mr B Damons

NOTE
:
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 checks, which include security clearance, qualification verification and criminal records.

DEPARTMENT OF TRANSPORT AND PUBLIC WORKS

APPLICATIONS
:
The Senior Manager: Human Resources Department of Transport and Public Works Private Bag X9185 Cape Town 8000
FOR ATTENTION
:
Ms C Brunette
CLOSING DATE
:
16 February 2007

MANAGEMENT ECHELON

POST 05/257
:
ASSISTANT EXECUTIVE MANAGER: TRANSPORT INFRASTRUCTURE REF U/06/415


Component: Department of Transport and Public Works

Job purpose: To manage all transport infrastructure effectively in order to contribute to the economic development of the Province.

SALARY
:
R591 510 per annum, including basic salary (60% of package), State’s contribution to the Government Employee Pension Fund (13% of basic salary) and a flexible portion. The flexible portion of the package can be structured according to the individual’s personal needs.

CENTRE
:
Cape Town

REQUIREMENTS
:
The formal qualification requirement for this post is an appropriate recognised 4-year degree with appropriate senior management experience. Candidates who do not meet the minimum advertised tertiary requirements but who have the necessary competencies to successfully perform in this post, may also apply. Competencies needed: • knowledge of intergovernmental spheres of government • knowledge and experience in project management • knowledge and experience in transport economics as well as transport engineering • proven budget and financial management skills • knowledge of human resource management and development • experience in policy development and ability to interpret and apply relevant legislation, regulations and policies • excellent decision making ability • conflict resolution and team building skills • excellent communication and presentation skills in at least two of the three official languages of the Western Cape Province.

DUTIES
:
Key performance areas: • responsible for the execution of relevant acts, regulations and white papers • give input on national or provincial and departmental acts, regulations and policy documents with regard to infrastructure matters • responsible for the development of policy, with regard to infrastructure matters as well as the development, co-ordination and management of transport plans • responsible for all road infrastructure projects in the Western Cape • responsible for the approval of the design standards, tender documents • responsible for management network, project planning as well as the business plans and organisational development of the organisation • responsible for all Human Resource, as well as financial matters • drive Expanded Public Works Programme within Roads Infrastructure environment.

ENQUIRIES
:
Mr TW Manyathi at (021) 483-2826
NOTE
:
Applicants may be required to undergo a competency assessment.  The successful candidates will be expected to sign a performance agreement and the disclosing of his/her financial interest.  He/she may also be expected to undergo a process of security vetting.  The indicated locations are under scrutiny and might change in the foreseeable future.

POST 05/258

REGIONAL MANAGER REF U/06/335 (EDEN) U2/06/336 (WEST COAST) U2/06/337 (WINELANDS/OVERBERG)


Component: Department of Transport and Public Works

Job purpose: To manage transport, roads infrastructure and public works matters in the Region, co-ordinate transport and road infrastructure-related matters between different spheres of Government.  Manage all Departmental resources allocated to the Regional Office as well as the management of the District Municipalities in their function as Departmental agents.

SALARY
:
R502 725 per annum, including basic salary (60% of package), State’s contribution to the Government Employee Pension Fund (13% of basic salary) and a flexible portion.  The flexible portion of the package can be structured according to the individual’s personal needs.

REQUIREMENTS
:
The formal qualification requirement for these posts is an appropriate recognised 3-year degree with extensive management experience.  Candidates who do not meet the minimum advertised tertiary requirements but who have the necessary competencies to successfully perform in these posts, may also apply. Competencies needed: • knowledge and experience of inter and intra-governmental relations • knowledge and experience in project management • knowledge and experience in infrastructure provisioning as well as engineering • proven budget and financial management skills • knowledge of human resource management and development • experience in policy development and ability to interpret and apply relevant legislation, regulations and policies • excellent decision making ability • conflict resolution and team building skills • excellent communication and presentation skills in at least two of the three official languages of the Western Cape Province.
DUTIES
:
Key performance areas: • responsible for the execution of relevant acts, regulations and white papers • give input on national/provincial and departmental acts, regulations and policy documents with regard to infrastructure matters • assist and guide the Local Sphere of Government in the development, co-operation and management of transport plans and Integrated Development Plans • serve as the regional co-coordinator for transport development planning • responsible for the approval of way leaves, access and structures applications, the inspections and approvals of advertising on roads, all Human Resource- as well as Financial matters, annual budgets and spending programme of the Roads Division within the District Municipalities • overall management of resources as well as the management of road network within the Region • maintain all the transport and public works infrastructure • liaise with all other Departments and key role players in the building industry • manage the works maintenance strategy for the region • manage the EPWP implementation in the region.

NOTE
:
Applicants may be required to undergo a competency assessment.  The successful candidates will be expected to sign a performance agreement and the disclosing of his/her financial interest.  He/she may also be expected to undergo a process of security vetting.  The indicated locations are under scrutiny and might change in the foreseeable future.
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