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DATE OF ISSUE: 16 FEBRUARY 2007

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

PUBLIC SERVICE VACANCY CIRCULAR NO 07 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 19 MARCH 2007

AMENDMENT
:
Provincial Administration: Gauteng Department of Health: Kindly note that the posts of Secretary, Ref No:70040134 and Registry Clerk ( 2 Posts), Ref No: 70040135 advertised on PSVC 06 OF 2007 were advertised with incorrect salaries. The correct salary for Secretary is R 54 222 per annum( plus benefits) and the Registry Clerk( 2 Posts) - is R 46 200 per annum( plus benefits).


Provincial Administration: Northern Cape Department of Health: Please note that the Centre for the post General Assistant: Supply Chain Management is not Provincial Office - Kimberley, as indicated on post 228 of Circular No. 6, the post is stationed at West End Hospital and the post of Administration Clerk Gr II (6 Posts) Ref H07/039 Porter (7 Posts) Ref H07/025 Groundsman (2 Posts) Ref H07/040 General Assistant (8 Posts) Ref H07/022 the address should read as The District Manager, Central Karoo Hospital, Private Bag S1006, De Aar, 7000
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ANNEXURE A
DEPARTMENT OF AGRICULTURE

This department is an equal opportunity affirmative action employer

The Department of Agriculture is committed to providing equal opportunities and practising affirmative action employment ● It is the department’s intention to promote equity through the filling of all numeric targets as contained in the Employment Equity Plan ● To facilitate this process successfully, an indication of race, gender and disability status is required
APPLICATIONS
:
ITP Response Handling, P.O. Box 14587, Lyttleton, 0140.

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

OTHER POSTS

POST 07/01
:
AGRICULTURAL ATTACHE (4 X POSTS) (REF. 63/2007)


Directorate: International Relations
SALARY
:
R146 685 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Appropriate three-year Bachelor’s Degree or equivalent qualification or relevant experience in International Relations ● The candidates who do not possess relevant qualifications must have at least relevant appropriate experience. ● Knowledge of International Relations ● Previous first-level supervisory experience ● Code EB Driver’s license ● Successful officials will be subjected to security vetting. Competencies: ● Analytical skills ● Written and verbal communication ● Client service focus and responsiveness ● Managing conflict ● Networking and building relationships ● Planning and organising ● Problem solving and decision making ● Project Management ● Team leadership and diversity ● Apply strategic thinking ● Negotiation skills.

DUTIES
:
Serving on a bilateral or multilateral desk, the officer is required to work as a team member in support of South Africa’s foreign policy and strategic objectives ● This includes the facilitation and implementation of the following services: Managing the process for the development of country profiles/profiles of international organisations ● Analysing and evaluating trends and developments in foreign countries/international organisations and making recommendations on policy considerations ● Conducting research on relevant issues and drafting submissions, reports and briefing documents to facilitate the development and implementation of foreign policy priorities and objectives ● Supporting South African missions abroad with appropriate information and/or materials to enhance their effectiveness ● Providing substance support for diplomatic activities, such as State, Official / Working Visits and bilateral / multilateral interactions ● Liaison with counterparts at partner departments and foreign missions/international organisations to advance South African interests ● Preparing/ providing substance support for responses to parliamentary questions ● Providing substance support for departmental processes, such as strategic planning, annual reports, progress and performance reports, portfolio committee briefings as may be required ● Assisting with the routine and developing work of the desk. 

ENQUIRIES
:
Mr. J.T. Motsepe, Tel. No. 012 319 7945

CLOSING DATE
:
26 February 2007

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

POST 07/02
:
ASSISTANT DIRECTOR: FINANCIAL TRANSACTIONS AND LOSS CONTROL (REF. 55/2007)



Directorate: Financial Services
SALARY
:
R146 685 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Appropriate Bachelor’s Degree/Diploma plus appropriate experience or extensive practical experience of accounting in the Public Sector ● Skills or ability to interpret/ understand policies and prescripts (e.g. PFMA, Treasury Regulations, Supply Chain Management Guidelines and internal policies) ● The ability to work under pressure, to meet deadlines and to accept responsibility ● Excellent communication (verbal/written) and report writing skills ● Knowledge and experience of the Basic Accounting System (BAS) and Safety Net ● Financial accounting skills in the Public Sector ● Experience and knowledge of the compilation and interpretation of financial statements ● Computer literacy (Word/Excel) ● Good interpersonal skills. 

DUTIES
:
Plan and organise the activities of division, determining priorities and setting objectives ● Compilation of financial statements ● Manage the monitoring of financial accounts, Consolidated Paymaster-General Account, financial reports and cash flow within the Department ● Verify, check correspondence, compile submissions, take decisions, make recommendations to management ● Control work performance and development of employees ● Manage human resources.

ENQUIRIES
:
Mr. A.B. Wessels, Tel. No. 012 319 6973

CLOSING DATE
:
26 February 2007

NOTE
:
The DoA welcomes persons with ● 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 07/03
:
ASSISTANT DIRECTOR (REF. 67/2007)



Directorate: Plant Health
SALARY
:
R146 685 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Appropriate three-year Bachelor’s Degree or equivalent qualification ● Relevant appropriate experience (financial/ budgets, HRM, Transport, procurement and asset control) ● Computer literacy in MS Word and Excel.

DUTIES
:
Financial management w.r.t budget planning, allocations and expenditure ● Advise directorate’s management on personnel, financial, procurement and transport matters ● Co-ordinate the disbursement of information within the Directorate ● Co-ordinate inputs w.r.t infrastructure developments within the Directorate ● Compile management reports ● Secretariat services.

ENQUIRIES
:
Dr. M. Visser, Tel. No. 012 319 6539

CLOSING DATE
:
26 February 2007

NOTE
: 
The DoA welcomes persons with physical disability (Partially paralysed [wheel chair]) or (Loss of leg/s [wheel chair bound/partially wheel chair bound/use crutches]) to apply ● Candidates will be subjected to a skills/knowledge test ● This is a re-advertisement of Ref. 409/2006 and candidates who previously applied for this post are requested to re-apply.

POST 07/04
:
SENIOR AGRICULTURAL FOOD AND QUARANTINE OFFICER (REF. 49/2007)



Directorate: Plant Health
SALARY
:
R122 841 per annum

CENTRE
:
Stellenbosch

REQUIREMENTS
:
Appropriate B.Sc. Degree or equivalent qualification ● Appropriate experience is required in the field of Nematology ● Knowledge and experience in the detection and identification of nematodes as well as good Laboratory Practices and the application of molecular techniques are pre-requisites for the post ● A working knowledge of MS Office Professional software and good communication skills are pre-requisites for the post ● A valid code EB driver’s license is essential or should be obtained within 3 months after appointment date.

DUTIES
:
The successful candidate will be responsible for the detection, preparation and identification of nematodes and inspection of plant material and plant products of local and quarantine importance ● Further responsibilities include technique development and optimisation, implementation of good laboratory practices and maintenance of equipment.

ENQUIRIES
:
Mr. N. Africander, Tel Nr. 021 809 1600 / 1625

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

POST 07/05
:
ADMINISTRATIVE OFFICER (REF. 61/2007)



Programme: Livelihoods Development Support
SALARY
:
R98 916 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Appropriate Bachelor’s Degree in Public/Economic Management or equivalent qualification plus appropriate experience coupled with good communication and writing skills ● Computer literacy ● A driver’s licence ● The ability to work under pressure and adhere to deadlines is essential ● Good interpersonal skills and proven ability to work independently.

DUTIES
:
The successful candidate will be responsible for: Rendering management support to the Chief Directorate ● Providing administrative support services with regard to: financial administration, personnel administrative and provisioning administrative matters ● Rendering specific support to the Chief Director with regard to monitoring and evaluation of the Chief Directorate’s activities ● Take minutes and records of proceedings of the Chief Directorate’s meetings and follow up on activities ● Arrangements of seminars, conferences and workshops ● Performing any other office administration task as instructed by the Chief Director.

ENQUIRIES
:
Mr. S.S.Malatji, Tel Nr: 012 319 6530

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

POST 07/06
:
PLANT HEALTH OFFICER (REF. 57/2007)


Directorate: Plant Health
SALARY
:
R98 916 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Appropriate B.Sc. or B.Sc. Agric. Degree with Plant Pathology and/or Entomology/Zoology as a major subject (Applicants should include a transcript of all subjects passed) ● Experience in Plant Quarantine, Knowledge and Information Management, Communication or International Agricultural Markets ● Good written and verbal communication and liaison skills ● Good interpersonal relations are required as member of a team responsible for international and national liaison ● Knowledge of the World Trade Organisation (WTO) ● Agreement on the Application of Sanitary and Phytosanitary Measures (SPS Agreement) and the International Plant Protection Convention (IPPC) role and purpose in international agricultural trade is a recommendation ● Computer literacy in MS Outlook, MS Word, MS Power Point, MS Excel ● Good organisation skills and the ability to work well under pressure. Willingness to travel, often at short notice ● A code EB driver’s license. 

DUTIES
:
Assist in office information exchange regarding the National Plant Protection Contact Point communication responsibilities within the framework of the IPPC ● Maintain a WTO-SPS notification and information management system ● Assist in the dissemination of notifications of phytosanitary non-compliance regarding imports and exports of plants and plant products ● Communicate with international and national stakeholders regarding matters concerning International Standards on Phytosanitary Measures (ISPMs) and quarantine principles relating to the IPPC ● Assist in the maintenance and development of appropriate knowledge and information management systems.

ENQUIRIES
:
Ms. M. Theyse, Tel Nr. 012 319 6091

CLOSING DATE
:
26 February 2007

NOTE
:
The DoA welcomes persons with a sensory disability [Hearing impaired] and/or physical disability [partially paralysed (wheel chair bound)] to apply ● Candidates will be subjected to a skills/knowledge test.

POST 07/07
:
STATE ACCOUNTANT (REF. 56/2007)


Directorate: Financial Services
SALARY
:
R98 916 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Candidates must be in possession of a Grade 12 certificate (or equivalent certificate) with accounting as a passed subject plus relevant experience in a government financial environment. Computer literacy (MS Office). Preference will be given to candidates with a degree or diploma with accounting as a major subject. It will be to the advantage of the candidate if she/he has knowledge and experience in: BAS (Basic Accounting System) and PASTEL; good verbal and written communication skills; strong sense of responsibility and the ability to work independently; proficiency in accounting principles and practical technique; the field of debtor administration; sound knowledge of the PFMA and Treasury Regulations and leadership ability and problem solving.

DUTIES
:
Administer debtor accounts. Recovery of debt accounts. Monthly reporting and statistics and manage employees.

ENQUIRIES
:
Ms. F. Viljoen Tel Nr:  (012) 319-6932

CLOSING DATE
:
26 February 2007

NOTE
:
The DoA welcomes persons with a sensory disability hearing impaired and/or physical disability partially paralysed/ (wheel chair bound) to apply. Candidates will be subjected to a skills/knowledge test.

POST 07/08
:
TYPIST (REF. 64/2007)


Directorate: Marketing
SALARY
:
R79 407 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
A Grade 12 certificate (or equivalent qualification) ● Must have relevant/ practical typing experience ● Computer literacy especially in MS Word, Ms Excel and MS Power Point ● Must have a good typing speed, accuracy and neatness to the typed work ● Must have advanced typing skills ● Excellent communication skills ● Good interpersonal skills.

DUTIES
:
The incumbent will be responsible for typing official documents, reports and letters ● Maintain a record of all typed documents ● Final check of documents ● Relieve the PA (Personal Assistant) when required ● Undertake any ad hoc activities as may be directed by the Director and/ or the supervisor. 

ENQUIRIES
:
Mr. N.B. Nedombeloni, Tel Nr: 012 319 8074

CLOSING DATE
:
26 February 2007

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

POST 07/09
:
ADMINISTRATION CLERK (REF. 51/2007)


Office of the Director-General
SALARY
:
R64 143 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Applicants must be in possession of a Grade 10 certificate or equivalent qualification. Must be able to read, write and have good interpersonal skills. 

DUTIES
:
Receive and capture correspondences and submissions on the system. Tracking documents in the system. Dispatch documents daily. Handle enquiries in relation to correspondences and submissions. Posting and faxing documents. Co-ordinate skills development process.

ENQUIRIES
:
Mr. L. Lephalala, Tel Nr (012) 319-7084

CLOSING DATE
:
26 February 2007

NOTE
:
The successful candidate is subject to security clearance.

POST 07/10
:
HOUSEKEEPING EXECUTIVE (REF. 52/2007)


Office of the Director-General
SALARY
:
R40 227 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Applicants must be in possession of a Grade 10 certificate or equivalent qualification. Must be able to read, write and have good interpersonal skills. Must be a highly hygienic person. Knowledge of occupational health and safety. Cleaning experience in an office environment.

DUTIES
:
To render effective cleaning services to the Department of Agriculture in respect to office, passages, steps, lifts, entrances, windows, board rooms, kitchens, waste bins and other equipments. The incumbent will also perform other duties as requested. Ordering cleaning material and equipment. Control of cleaning material. 

ENQUIRIES
:
Mr. L. Lephalala, Tel Nr (012) 319-7084

CLOSING DATE
:
26 February 2007

NOTE
:
The successful candidate is subject to security clearance.

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
:
Monday 5 March 2007

NOTE
:
Applications are invited from the suitably qualified candidates for the following position: Further more CIPRO welcomes all fiscally disabled persons to apply. 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 short listed 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. 

OTHER POST

POST 07/11
:
EMPLOYEE BENEFITS CONSULTANT


Division: Human Capital, Section: Employee Benefits

SALARY
:
R79 407.per annum

CENTRE
:
CIPRO

REQUIREMENTS
:
Qualifications Grade 12 Certificate Experience Relevant HR experience, PERSAL experience, Good verbal and, written communication skills, Good interpersonal relations, Computer literate (Typing of all relevant work), Microsoft Word, Microsoft Excel Advance, Code 8 Driver’s license, Sound Knowledge of:  Public Service Prescripts, Relevant personnel administration legislation.

DUTIES
:
KEY PERFORMANCE AREAS Leave, Housing Allowance, State Guarantees, Service Terminations, Advice, Statistics, Time and Attendance and PERSAL. To render effective and efficient human resource administration, personnel advice and liaison service to line functionaries and to attend to personnel matters with regard to employee benefits and responsible for the Human Capital’s Registry.

ENQUIERIES
:
Francois van Eck (012) 394 5419: Maureen Baron (012) 394 5414

ANNEXURE C
DEPARTMENT OF DEFENCE

This Department is an affirmative action/equal opportunity employer. Disabled employees are especially invited to present their candidature.

NOTE
:
Applications must be submitted on the prescribed form Z83 (obtainable from any Public Service Department office), which must be originally signed and dated by the applicant and which must be accompanied by a detailed CV and certified copies of original educational qualification certificates and ID document. Failure to comply with the above instructions will result in applications being disqualified. Applicants applying for more than one post must submit a separate form Z83 (as well as the documentation mentioned above) in respect of each post being applied for. If an applicant wishes to withdraw an application it must be done in writing.. Should an application be received where an applicant applies for more than one post on the same applications form, the application will only be considered for the first post indicated on the application and not for any of the other posts. Under no circumstances will photostat copies or faxed copies of application documents be accepted. In filling vacant posts the objectives of section 195 (1) (I) of the Constitution of SA, 1996 (Act 108 of 1996) must be adhered to. The staffing policy of the Department of Defence (ie C PERS/DODI 8/99) and content of letter HR SUP CEN/(PSAP)/R/102/1/4/ dd 01 Aug 02 must be taken into account. Preference will be given to personnel declared in excess to fill the post(s). Excess status to be indicated on Z83. Applicants who do not receive confirmation or feedback within 2 (two) months (from the closing date) must accept that their applications were unsuccessful. Due to the large volume of applications to be processed, receipt of applications will not be acknowledged.

OTHER POSTS

POST 07/12
:
SENIOR PERSONNEL OFFICER GR III


(Reserve Force Maintenance/Regimental Potchefstroom University).



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

SALARY
:
R79 407 per annum

CENTRE
:
SA Army Artillery Formation HQ - Pretoria

REQUIREMENTS
:
NQF Level 2 - 4: Preferable. Applicants with prior learning, either by means of experience or alternative courses may also apply.  Experience in personnel administration will be a recommendation. Special requirements: Computer literate.  Have Main Frame knowledge. Must be able to obtain a confidential security clearance within a year.

DUTIES
:
Responsible for personnel administration of Reserve Force unit members. Handle correspondence of the unit. Control S&T claims.  Responsible for filing and audit files, safekeeping of unit stamps. Assist with the budget of the unit. Capture Reserve Force members mandays.

ENQUIRIES
:
WO1 J.M. Steynberg, Tel: (012) 355 2599.

APPLICATIONS
:
Department of Defence, SA Army, Artillery Formation, Private Bag X172, Pretoria, 0001.

CLOSING DATE
:
12 March 2007. Applications received after the closing date and faxed copies will not be considered

POST 07/13
:
SENIOR PERSONNEL OFFICER GR III


(Reserve Maintenace/18 Light Artillery Regiment)

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

SALARY
:
R79 407 per annum

CENTRE
:
SA Army Artillery Formation HQ, Pretoria).

REQUIREMENTS
:
NQF Level 2 - 4: Preferable. Applicants with prior learning, either by means of experience or alternative courses may also apply. Experience in personnel administration will be a recommendation. Special requirements: Computer literate. Must have Main Frame knowledge. Must be able to obtain a confidential security clearance within a year.

DUTIES
:
Responsible for personnel administration of Reserve Force unit members. Handle correspondence of the unit. Control S&T claims. Responsible for filing and audit files, safekeeping of unit stamps. Assist with the budget of the unit. Capture Reserve Force members mandays.

ENQUIRIES
:
WO1 J.M. Steynberg, Tel: (012) 355 2599.

APPLICATIONS
:
Department of Defence, SA Army, Artillery Formation, Private Bag X172, Pretoria, 0001.

CLOSING DATE
:
12 March 2007. Applications received after the closing date and faxed copies will not be considered

POST 07/14
:
SENIOR ADMINISTRATION CLERK GR III.


(Office Services)

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

SALARY
:
R79 407 per annum

CENTRE

SA Army Artillery Formation HQ, Pretoria.

REQUIREMENTS
:
NQF Level 2 - 4: Preferable. Applicants with prior learning, either by means of experience or alternative courses may also apply. Experience in administration will be a recommendation. Special requirements: Computer literate.  Main Frame knowledge. Must be able to obtain a confidential security clearance within a year.

DUTIES
:
Responsible filing system and distribution list. Handle SDS post. Register documents. File documents, pend and distribute files. Distribute outgoing documents.  File files in a safe place. Archive files and retrieval archived files if requested. Co-ordinate and the follow-up outstanding files. Up keeping stock levels for stationary. Safekeeping unit stamps and audit files.

ENQUIRIES
:
WO1 J.M. Steynberg, Tel: (012) 355 2599.

APPLICATIONS
:
Department of Defence, SA Army, Artillery Formation, Private Bag X172, Pretoria, 0001.

CLOSING DATE
:
12 March 2007. Applications received after the closing date and faxed copies will not be considered.

POST 07/15
:
SENIOR PERSONNEL OFFICER GR III.


(Force Structuring)

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

SALARY
:
R79 407 per annum

CENTRE
:
SA Army Artillery Formation HQ, Pretoria.

REQUIREMENTS
:
NQF Level 2 - 4: Preferable. Applicants with prior learning, either by means of experience or alternative courses may also apply. Experience in personnel administration will be a recommendation. Special requirements: Must be Computer literate. Must have Main Frame knowledge. Must be able to obtain a confidential security clearance within a year.

DUTIES
:
Consolidate and co-ordinate corps specific course requirements and attendance. Promulgate of corps needs for common courses and joint training. Co-ordinate regarding studies at state expense. Co-ordinate nominations for external Force Structure.  Maintain the Micro System.

ENQUIRIES
:
WO1 J.M. Steynberg, Tel: (012) 355 2599.

APPLICATIONS
:
Department of Defence, SA Army, Artillery Formation, Private Bag X172, Pretoria, 0001.

CLOSING DATE
:
12 March 2007. Applications received after the closing date and faxed copies will not be considered.

POST 0716
:
SENIOR PROVISIONING ADMINISTRATION CLERK GR III.


(Transport)

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

SALARY
:
R79 407 per annum.

CENTRE
:
SA Army 4 Artillery Regiment, Potchefstroom.

REQUIREMENTS
:
NQF Level 2 - 4: Preferable. Applicants with prior learning, either by means of experience or alternative courses may also apply. Special requirements: Must be Computer literate. Must have knowledge of Computer systems. Communication efficiency (verbal and written) in Afr & Eng. Must be able to obtain a confidential security clearance within a year.

DUTIES
:
Execute day-to-day office administration i.e. record keeping, keyboard-operation, storage and retrieve information. Ensure maintenance of all B and D vehicles are in working condition and stored safe behind lock and key. Control all trip authorities.  Ensure that all drivers are in possession of a valid SANDF driver’s license. Ensure that all maintenance and repairs are executed according to prescribed procedures. Ensure that all monthly statistics such as kilos lay down; oil consumption, etc are executed according to procedures. Conduct frequent inspections on vehicles. Ensure that civilian repairs are calculated on computer and updated. Report and manage all vehicle accidents. Plan and execute the movement and security of vehicles and equipment.

ENQUIRIES
:
WO1 J.M. Steynberg, Tel: (012) 355 2599.

APPLIOCATIONS
:
Department of Defence, SA Army, Artillery Formation, Private Bag X172, Pretoria, 0001.

CLOSING DATE
:
12 March 2007. Applications received after the closing date and faxed copies will not be considered.

POST 07/17
:
SENIOR ADMINISTRATION CLERK GR III


(Force Structure Element Trade Department)

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

SALARY
:
R79 407 per annum.

CENTRE
:
DOD Log Support Formation (Log Agency) SAFI, Pretoria.

REQUIREMENTS
:
NQF Level 2 - 4: Preferable. Applicants with prior learning, either by means of experience or alternative courses may also apply. Special requirements (skills needed): Computer literate (Word/Excel/Presentations). Good communication skills. Time management. Inter-personal proficiency. Must be able to obtain a confidential security clearance within a year.

DUTIES
:
Provide a typing and secretarial support service. Write routine notes, memo’s letters and reports. Handle inland accommodation and expenditure claims and travel arrangements. Arrange meetings with Senior Managers. Compile agendas and take notes during meetings. Compile minutes correctly. Order and purchase stationary. Deal with classified telephone calls, files/documents. Act as liaison officer and arrange for visitor’s authorization and parking. Receive and send correspondence. Maintain information regarding wholesale services, field services and canteen management service. Compile schedules of overdue FSE accounts.

ENQUIRIES
:
Ms G. Williams, Tel: (012) 671 0047.

APPLICATIONS
:
Department of Defence, Logistic Support Formation, Private Bag X1023, Lyttelton, 0140.

CLOSING DATE
:
19 March 2007. Applications received after the closing date and faxed copies will not be considered.

POST 07/18
:
SENIOR PROVISIONING ADMINISTRATION CLERK GR III
(This post is advertised in the DOD and the Public Service only. Applicants who are not employed in the DOD and Public Service will not be considered for the post).

SALARY
:
R79 407 per annum.

CENTRE
:
SA Army (GSB Ladysmith). Location Ladysmith.

REQUIREMENTS
:
NQF Level 2 - 4: Preferable. Applicants with prior learning, either by means of experience or alternative courses may also apply.  Experience as Transport Clerk & transport management will be a recommendation Special requirements: Computer literate. Good interpersonal relations. Problem solving and organising skills. Have detailed knowledge of the operation, utilisation of specific software packages (MS Word, Ms Exel and Presentations). Must have knowledge of logistics policies. Must be able to obtain a confidential security clearance within a year.

DUTIES
:
Do accounting of stores admin. Control all incoming and outgoing vouchers commodities issued from the different stores. Do Bin maintenance. File of incoming and outgoing vouchers, ensure incoming and outgoing vouchers are finalised and do tracing of missing incoming and outgoing vouchers. Drawing up of feedback reports. Must be able execute tasks within the log policies.

ENQUIRIES
:
Enquiries/For attention: Capt B.D. Mkhwanazi, Tel: (036) 2713182/S Sgt J.C. Nienaber Tel: (036) 2713184.

APPLICATIONS
:
Department of Defence, SA Army, GSB Ladysmith, Private Bag X9914, Ladysmith, 3370.

CLOSING DATE
:
12 March 2007. Applications received after the closing date and faxed copies will not be considered).

POST 07/19
:
SENIOR PERSONNEL OFFICER GR III
(This post is advertised in the DOD and the Public Service only. Applicants who are not employed in the DOD and Public Service will not be considered for the post).

SALARY
:
R79 407 per annum.

CENTRE
:
SA Army (GSB Ladysmith). Location Ladysmith.

REQUIREMENTS
:
NQF Level 2 - 4: Preferable. Applicants with prior learning, either by means of experience or alternative courses may also apply. Special requirements: Computer literate. Good interpersonal relations. Problem solving and organizing skills. Have detailed knowledge of the operation, utilisation of specific software packages (MS Word, Ms Exel and Presentations). Must be able to obtain a confidential security clearance within a year.

DUTIES
:
Execute computer transactions on the mainframe. Communicate by means of standard military mediums (and interpret), signals and memorandums. Channel all career related communication to and from clients as per standard work procedure. Maintain all filing in the section. Facilitate and plan the staffing, utilisation and development of PSAP. 

APPLICATIONS
:
Department of Defence, SA Army, GSB Ladysmith, Private Bag X9914, Ladysmith, 3370.

ENQUIRIES
:
Enquiries/For attention: Capt B.D. Mkhwanazi, Tel: (036) 2713182/S Sgt J.C. Nienaber Tel: (036) 2713184.

CLOSING DATE
:
12 March 2007. Applications received after the closing date and faxed copies will not be considered.

POST 07/20
:
PRINCIPAL TYPIST GR I


(Support Wing)

This post is advertised in the DOD and the Public Service only. Applicants who are not employed in the DOD & Public Service will not be considered for the post.

SALARY
:
R64 143 per annum.

CENTRE
:
SA Army School of Artillery, Potchefstroom.

REQUIREMENTS
:
NQF Level 2 - 4: Preferable. Applicants with prior learning, either by means of experience or alternative courses may also apply. Special requirements: Computer literate (Word/Excel/Presentations). Communication efficiency (Verbal and written) in Afr & Eng. Typing skills and knowledge of typing prescripts. Ability to word independently. Must be able to obtain a confidential security clearance within a year.

DUTIES
:
Execute all typing as per typing regulations.  Acknowledge receipt of draft document in register. Type documents.  Proof read documents.  Ensure effective utilisation of equipment. Ensure the cleanness of equipment. Ensure equal workload between typists. Up keeping stock levels for stationary. 

ENQUIRIES
:
WO1 J.M. Steynberg, Tel: (012) 355 2599.

APPLICATIONS
:
Department of Defence, SA Army, Artillery Formation, Private Bag X172, Pretoria, 0001.

CLOSING DATE
:
12 March 2007. Applications received after the closing date and faxed copies will not be considered).

POST 07/21
:
PRINCIPAL TYPIST GR I (3X POSTS).
(This post is advertised in the DOD and the Public Service only. Applicants who are not employed in the DOD and Public Service will not be considered for the post).

SALARY
:
R64 143 per annum.

CENTRE
:
SA Army (GSB Ladysmith). Location Ladysmith.

REQUIREMENTS
:
NQF Level 2 - 4: Preferable. Applicants with prior learning, either by means of experience or alternative courses may also apply. Special requirements: Computer literate (Word/Excel/Presentations). Good interpersonal relations. Have detailed knowledge of the operation, utilisation of specific software packages (MS Word, Ms Exel and Presentations).  Must be able to obtain a confidential security clearance within a year.

DUTIES
:
Typing and proof reading documents, rectify mistakes and ensure office neatness. Ensure equal workload between typists. Ensure effective utilisation of equipment. Ensure the cleanness of equipment. Up keeping stock levels for stationary. Must be able to stand in for the Officer Commanding secretary. Must be able execute tasks within the logistic policies.

ENQUIRIES
:
Enquiries/For attention: Capt B.D. Mkhwanazi, Tel: (036) 2713182/S Sgt J.C. Nienaber Tel: (036) 2713184.

APPLICATIONS
:
Department of Defence, SA Army, GSB Ladysmith, Private Bag X9914, Ladysmith, 3370.

CLOSING DATE
:
12 March 2007. (Applications received after the closing date and faxed copies will not be considered).

POST 07/22
:
SENIOR PROVISIONING ADMINISTRATION CLERK GR II.


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

SALARY
:
R64 143 per annum.

CENTRE
:
SA Army (GSB Ladysmith). Location Ladysmith.

REQUIREMENTS
:
NQF Level 2 - 4: Preferable. Applicants with prior learning, either by means of experience or alternative courses may also apply. Special requirements: Computer literate. Good interpersonal relations. Problem solving and organising skills. Have detailed knowledge of the operation, utilisation of specific software packages (MS Word and Ms Exel). Must have knowledge of Logistics policies.  Must have knowledge of logistic policies. Must be able to obtain a confidential security clearance within a year.

DUTIES
:
Do accounting of stores admin. Control all incoming and outgoing vouchers of commodities issued from the different stores. Do Bin maintenance.  File incoming and outgoing vouchers. Ensure incoming and outgoing vouchers are finalised, trace missing incoming and outgoing vouchers. Draw up feedback reports. Must be able execute tasks within the log policies.

ENQUIRIES
:
Enquiries/For attention: Capt B.D. Mkhwanazi, Tel: (036) 2713182/S Sgt J.C. Nienaber Tel: (036) 2713184.

APPLICATIONS
:
Department of Defence, SA Army, GSB Ladysmith, Private Bag X9914, Ladysmith, 3370.

CLOSING DATE
:
12 March 2007. Applications received after the closing date and faxed copies will not be considered).

POST 07/23
:
SENIOR TYPIST (3X POSTS)


(Training & Evaluation Wing/Regimental Training Wing/Gunnery Wing) 

This post is advertised in the DOD and the Public Service only. Applicants who are not employed in the DOD & Public Service will not be considered for the post.

SALARY
:
R54 222 per annum

CENTRE
:
SA Army School of Artillery, Potchefstroom.

REQUIREMENTS
:
NQF Level 2 - 4: Preferable. Applicants with prior learning, either by means of experience or alternative courses may also apply. Special requirements: Computer literate (Word/Excel/Presentations). Communication efficiency (Verbal and written) in Afr & Eng. Typing skills and knowledge of typing regulations.  Ability to word independently. Must be able to obtain a confidential security clearance within a year.

DUTIES
:
Execute all typing as per typing regulations. Acknowledge receipt of draft document in register. Type documents. Proof read documents.  Ensure effective utilisation of equipment and up keeping of stock levels for stationary.

ENQUIRIES
:
WO1 J.M. Steynberg, Tel: (012) 355 2599.

APPLICATIONS
:
Department of Defence, SA Army, Artillery Formation, Private Bag X172, Pretoria, 0001.

CLOSING DATE
:
12 March 2007. Applications received after the closing date and faxed copies will not be considered.

POST 07/24
:
SENIOR TYPIST (2X POSTS)


(Personnel Management/Main Equipment)

This post is advertised in the DOD and the Public Service only. Applicants who are not employed in the DOD & Public Service will not be considered for the post.

SALARY
:
R54 222 per annum

CENTRE
:
SA Army Artillery Mobilisation Regiment, Potchefstroom.

REQUIREMENTS
:
NQF Level 2 - 4: Preferable. Applicants with prior learning, either by means of experience or alternative courses may also apply. Special requirements: Computer literate (Word/Excel/Presentations). Communication efficiency (Verbal and written) in English. Typing skills and knowledge of CSW. Ability to word independently. Must be able to obtain a confidential security clearance within a year.

DUTIES
:
Typing documents and performing other straightforward clerical tasks as prescribed by personnel of the unit. Execute all typing as per typing regulations.  Acknowledge receipt of draft document in register.  Type documents.  Proof read documents. Ensure effective utilisation of equipment and up keeping of stock levels for stationary.

ENQUIRIES
:
WO1 J.M. Steynberg, Tel: (012) 355 2599.

APPLICATIONS
:
Department of Defence, SA Army, Artillery Formation, Private Bag X172, Pretoria, 0001.

CLOSING DATE
:
12 March 2007. Applications received after the closing date and faxed copies will not be considered.

POST 07/25
:
SENIOR TYPIST (2X POSTS)


(Personnel Management)

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

1
SALARY
:
R54 222 per annum

CENTRE
:
SA Army 4 Artillery Regiment, Potchefstroom.

REQUIREMENTS
:
NQF Level 2 - 4: Preferable. Applicants with prior learning, either by means of experience or alternative courses may also apply. Special requirements: Computer literate (Word/Excel/Presentations). Typing skills and knowledge of typing regulations. Communication efficiency (Verbal and written) in Afr & Eng. Must be able to obtain a confidential security clearance within a year.

DUTIES
:
Execute all typing as per typing regulations.  Acknowledge receipt of draft document in register. Type documents. Proof read documents. Ensure effective utilisation of equipment and up keeping of stock levels for stationary. Type and proof read documents, rectify mistakes and ensure office neatness.

ENQUIRIES
:
WO1 J.M. Steynberg, Tel: (012) 355 2599.

APPLICATIONS
:
Department of Defence, SA Army, Artillery Formation, Private Bag X172, Pretoria, 0001.

CLOSING DATE
:
12 March 2007. Applications received after the closing date and faxed copies will not be considered.

ANNEXURE D
DEPARTMENT OF EDUCATION

APPLICATIONS
:
Please Forward Your Application To The Director-General, Department Of Education Private Bag X895 Pretoria 0001 Hand Deliveries: Sol Plaatje House 123 Schoeman Street Pretoria

CLOSING DATE
:
6 March 2007 unless otherwise stated (no applications received after the closing date or faxed application will be considered)

OTHER POSTS

POST 07/26
:
ASSISTANT DIRECTOR: PERSONNEL MANAGEMENT

Directorate: Staffing Services

Branch: Administration

SALARY
:
R146 685 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
The incumbent of the post must be in possession of an appropriate three year National Diploma/ Bachelor’s degree with 5 years’ relevant experience to provide effective human resources management and related activities.  Good interpersonal and communication skills (both verbal and written).  Good Knowledge of Human Resource policies. Computer literacy in programmes such as MS Word and MS Excel.

DUTIES
:
The incumbent will: Determine departmental HRM policies and practices and related matters. Manage the organisational structure and provide information on staff data, employment matters and staff utilisation. Manage job evaluation functions and act as an analyst through the head of the job evaluation unit. Manage recruitment and selection including advertising activities. Manage the performance management system of the Department. Render advice to management on all levels concerning the creation and abolishment of posts .Manage a team of staff.  Liaise with other departments and provide advice to  officials at all levels within the Department. Draft submissions to the Minister and DG.

ENQUIRIES
:
Ms H Matjebe Tel(012) 312 5108

CLOSING DATE
:
2 March 2007

POST 07/27
:
SENIOR ADMINISTRATIVE OFFICER
Branch: General Education

Directorate: Teacher Development

SALARY
:
R122 841 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
The successful candidate must be in possession of Bachelor Degree or equivalent coupled with at least 4 years of experience in office administration. The incumbent must have knowledge of PSA and of the PFMA. Excellent written and verbal communication skills, problem-solving skills, good interpersonal relations and the ability to perform under pressure. Advanced computer knowledge in Microsoft Word, Microsoft Excel, Microsoft Outlook, Microsoft Access and Financial Management Skills are required.

DUTIES
:
Compile the line function budget and maintain the regular updates of the internal cash flow. Ensure an accurate and reliable financial management and data capturing system of the directorate. Collate monthly expenditure reports, quarterly reports, strategic and operational plans of the directorate. Maintain the archive filing system of the directorate. Handle all logistics including minute taking for all project and finance related meetings and workshops. Track and confirm payments to internal and external stakeholders.

POST 07/28
:
STATE ACCOUNTANT (2 POSTS)


Directorate: Financial Services

SALARY
:
R98 916 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Applicants must be in a possession of an appropriate B Degree or equivalent diploma with accounting as a major subject. Preference will be given to the candidate with two (2) years appropriate experience and knowledge of the Basic Accounting System and Budgeting. The ability to function under pressure with strict deadlines and accuracy with numbers will serve as a recommendation.

DUTIES
:
The successful candidates will be expected to handle documents and information with strict confidentiality. The responsibilities of the appointees will entail consolidating budget inputs from different sections, compiling different budget schedules, capturing the budget on the BAS system, updating the budget database, compiling budget related submissions, assisting other sections with budget related queries, assisting in the compilation of the annual financial statements and to ensure that the requirements of the Public Finance Management Act and Treasury Regulations as well as departmental financial policies, prescriptions and procedures are adhered to.

POST 07/29
:
INTERNAL AUDITOR (2 POSTS)


Directorate: Internal Audit

SALARY
:
R 98 916 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Applicants must be in possession of an appropriate 3-year Bachelor’s degree or equivalent with majors in Auditing/Internal Auditing and Accounting with 1-year relevant experience. The candidate will furthermore be required to comply with the Standards for Professional Practice of Internal Auditing. Competencies and Personal Attributes: Knowledge of the Public Finance Management Act/Treasury Regulations and the Standards for the Professional Practice of Internal Auditing. Good analytical, communication (verbal and written) and interpersonal skills. Ability to put theory into practice. Good team spirit. Good computer skills

DUTIES
:
Key Performance Areas: Assist in the planning of engagements in accordance with SPPIA (Standards for the Professional Practice of Internal Auditors). Assist in the design of audit programs  Perform execution of audit programs. Examine and evaluate internal controls and document comprehensive findings. Assist with the compiling of draft audit reports Perform ad hoc audits (special assignments). Perform follow up engagements. Assist with the identification, evaluation and measurements of risks. Prepare comprehensive working papers.

POST 07/30
:
PRINCIPAL TELECOM OPERATOR


Directorate: Logistical Services

SALARY
:
R 98 916 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
The minimum requirements for appointment to this post is: Grade 12 certificate Experience in the telecommunication field Experience in managing a busy switchboard and 4 operators

DUTIES
:
Render an effective telecommunication service to the Department Manage the resources of the telecommunication service providers Plan and implement telecommunication services Manage telecommunication service providers Supervise telecommunication staff Provide information on calls and cost of telecommunication to management Manage the computerized telecommunication management systems Render advice and guidance about telecommunication trends Identify and update provisions on the departmental telephone directory Update users on new tariffs and development applicable to telecommunication Render general customer care service Liaise with telecommunication service providers on departmental accounts, requests, faults, problems and ensure a timely response Manage the maintenance of the PABX and ensure the telecommunication systems of the Department is up to standard

POST 07/31
:
SENIOR SECRETARY GRADE II
SALARY
:
R64 143 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Applicants must be in possession of a Senior Certificate or equivalent with an understanding of the operations of the Public Service Sector. He/she must have good interpersonal and communication skills to deal with people from a wider range of backgrounds and persuasions. Substantial experience in using computer applications in office management including knowledge of Ms Word, Ms Excel, Ms PowerPoint and Ms Outlook, is essential. Good organizational skills/events management and the ability to deal with databases, presentations and financial matters will be an added advantage.

DUTIES
:
The successful candidate will be required to perform the following functions: ( Compiling, maintaining and updating contact details and a database of key partners and stakeholders ( Office management, including filing, tracking and processing of documents, correspondence and resource material ( Diary management, photocopying, faxing, ordering stationery and general support of Directorate’s staff in its function, including event management ( Receiving, analyzing and advising the Director on cash flow statements ( Receiving visitors and organizing refreshments when necessary, dealing with different aspects of work of the directorate ( Providing a high quality typing service to the directorate, answering and referring all incoming calls and assisting with travel arrangements ( Performing other functions as may be delegated by the Director.

ENQUIRIES
:
Mr. R Kgare, Tel: 012 312 5442

NOTE
:
Shortlisted candidates for the post of secretary will be expected to undergo a typing and computer literacy test.

ANNEXURE E
DEPARTMENT OF ENVIRONMENTAL AFFAIRS AND TOURISM

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

NOTE
:
Application 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. Correspondence will be limited to successful candidates only. If you have not been contacted within 3 months after the closing date of this advertisement, please accept that your application was unsuccessful.

OTHER POSTS

POST 07/32
:
ASSISTANT DIRECTOR: DEMERSAL FISHERIES MANAGEMENT (MCM 10/2007)

SALARY
:
R183 084 per annum (Total package of R238 462 per annum/Condition apply)

CENTRE
:
Cape Town

REQUIREMENTS
:
An appropriate three year qualification in (Natural Sciences and/or Management and/or Economic Sciences) or relevant equivalent qualification. Relevant working experience. Knowledge of the Marine Living Resources Act, 1998 (Act no. 18 of 1998), the Regulations promulgated thereunder and departmental policies with special reference to commercial fishing rights. Knowledge of the respective fisheries. Basic knowledge of Financial Management and Supply Chain Management. Good interpersonal, communication, decision-making, problem solving and organising skills are essential. Computer literate. Good administration skills and the understanding of public service systems and procedures will be an advantage. 

DUTIES
:
To assist in management, communication and co-ordination of the administrative and regulatory processes of commercial fishing rights in the respective fishing sectors by applying the Marine Living Resources Act, 1998 (Act no. 18 of 1998), Regulations promulgated there under and departmental policies. Assist in managing compilation and issuing of permits, licences and exemptions. Co-ordinate and facilitate stakeholder interactions within the fishing sectors concerned. Assist in managing administrative activities within the sub-directorate. Supervise sub-ordinates.

ENQUIRIES
:
Mr. S Pheeha [Tel (021) 402 3342]

APPLICATIONS
:
The Deputy Director-General, Department of Environmental Affairs and Tourism, Branch: Marine and Coastal Management, Private Bag X 2, Roggebaai, 8012, Cape Town

FOR ATTENTION
:
Integrated HR Registry

CLOSING DATE
:
05 March 2007

POST 07/33
:
2 X ASSISTANT DIRECTOR: AIR QUALITY NORMS AND STANDARDS (AP28/2007)

SALARY
:
R183 084 per annum (Total package of R 238 462 per annum conditions apply)

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate B Degree or equivalent in Science, or Engineering or Environmental Management (Post Graduate Degree would be an added advantage but not necessary). In order to fill the post efficiently and effectively, the incumbent must have specialist knowledge of processes resulting in atmospheric pollution. Experience or knowledge of atmospheric standards development will be an advantage.  Applicants must also have knowledge of: (i) Government’s environmental quality and protection related policies, priorities and strategies; (ii) General air quality management governance; and (iii) Industrial atmospheric emission management. In addition, candidates must have general knowledge of: (a) Environmental issues, especially those relating to the air and the atmosphere; (b) Government’s standard administrative procedures; (c) business planning and budgeting methodologies; (d) business plan monitoring and reporting methodologies; (e) HR practices and procedures; and (f) general management practices.

DUTIES
:
The Department of Environmental Affairs and Tourism is looking for a dynamic junior manager within the Atmospheric Policy, Regulation and Planning unit that will ensure that the national air quality norms and standards developed and implemented are of the best quality with a view of protecting and defending the right of all to air and atmospheric quality that is not harmful to health and well-being. . In addition to carrying out standard management functions, the successful applicant will be responsible for ensuring that the department’s atmospheric norms and standards functions are carried out efficiently and effectively. To this end, the successful applicant will be responsible for the following key performance areas: (i) Identification of ambient air quality standards, listed activities emission standards, and controlled emitters’ emissions standards that need to be developed, (ii) Development of ambient air quality standards, listed activities emission standards and controlled emitters’ standards, (iii) Promulgation of the developed ambient air quality standards, listed activities emission standards and controlled emitters’ standards,  (iv) Periodic review of ambient air quality standards, listed activities emission standards, controlled emitters and related standards, and (v) Support to Provincial Departments. 

ENQUIRIES
:
Mr. Sylvester Mokoena, Tel (012) 310 3568

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

FOR ATTENTION
:
Ms K Selemela fax: 012 322-2682 

CLOSING DATE
:
05 March 2007

POST 07/34
:
ASSISTANT DIRECTOR: CLIMATE CHANGE AND OZONE LAYER PROTECTION (AP30/2007)

SALARY
:
R183 084 per annum (Total package of R238 462 per annum conditions apply)

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate B Degree or equivalent in Science, or Law, or Engineering or Environmental Management (Post Graduate Degree would be an added advantage but not necessary). In order to fill the post efficiently and effectively, the incumbent must have specialist knowledge of air and atmospheric quality related multilateral environmental agreements and environmental and international law. Experience or knowledge of atmospheric sciences and ability to conduct literature review will be an advantage. Applicants must have knowledge of: (i) Government’s environmental quality and protection related policies, priorities and strategies; and (ii) General air quality management governance. In addition, candidates must have general knowledge of: (a) Environmental issues, especially those relating to the air and the atmosphere; (b) Government’s standard administrative procedures; (c) business planning and budgeting methodologies; (d) business plan monitoring and reporting methodologies; (e) HR practices and procedures; and (f) general management practices.

DUTIES
:
The Department of Environmental Affairs and Tourism is looking for a dynamic junior manager within the Atmospheric Policy, Regulation and Planning unit to render technical support to the negotiating teams in preparation for regional, continental and global bilateral and multi-lateral engagements around air and atmospheric quality related issues. In addition to carrying out standard management functions, the successful applicant will be responsible for ensuring that the atmospheric quality related briefing documents and position papers, and the technical support rendered to the negotiating teams for international negotiations and meetings are of the highest quality. To this end, the successful applicant will be responsible for the following key performance areas: (i) Preparation of climate change briefing documents and position papers,  (ii) Preparation of ozone layer protection briefing documents and position papers, (iii) Preparation of briefing documents and position papers for meeting related to transboundary movement of air pollution, (iv) The development of policies, strategies and related action plans to meet the international obligations, and (v) Technical support to the negotiating teams.

ENQUIRIES
:
Mr. Sylvester Mokoena, Tel (012) 310 3568

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

FOR ATTENTION
:
Ms K Selemela fax: 012 322-2682 

CLOSING DATE
:
05 March 2007

POST 07/35
:
2 X ASSISTANT DIRECTOR: PRIORITY AREA MANAGEMENT (AP32/2007)
SALARY
:
R183 084 per annum (Total package of R 238 462 per annum conditions apply)

CENTRE
:
Pretoria

REQUIREMENTS
:
Appropriate Bachelor’s degree or equivalent qualification in the natural sciences and/or environmental management and appropriate experience or knowledge of current air quality issues. In order to fill the post efficiently and effectively, the incumbent must have experience in or an advanced knowledge of the implementation of environmental legislation particularly knowledge of the National Environmental Management Air Quality Act 39 of 2004, good managerial, organizational, communication, interpersonal and administrative skills, knowledge of financial management, knowledge of project management, good verbal and written communication and report writing skills. In addition, candidates must have general knowledge of: (a) Environmental issues, especially those relating to the air and the atmosphere; (b) Government's standard administrative procedures; (c) business planning and budgeting methodologies; (d) business plan monitoring and reporting methodologies; (e) HR practices and procedures; and (f) general management practices.  People with disabilities qualifying in the aforementioned requirements are welcome to apply.

DUTIES
:
The Department of Environmental Affairs and Tourism is looking for a dynamic person to assist in carrying out the following key performance areas: (1) Priority Area Identification, (ii) Priority Area Management Plans, (iii) Priority Area Management Plan implementation, (iv) Priority Area Management Reporting and (v) Support to Provincial Departments. 

ENQUIRIES
:
Ms Mathabo Phoshoko (012) 310-3365

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

FOR ATTENTION
:
Ms K Selemela fax: 012 322-2682 

CLOSING DATE
:
05 March 2007

POST 07/36
:
SENIOR ENVIRONMENTAL OFFICER (PROTECTED AREAS PROJECTS) AP 36/2007
SALARY
:
R122 841 p.a. [Total package of R165 367 p. a.]

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Bachelor’s Degree in Natural Sciences field. Relevant experience in implementation of relevant legislation relating to consolidation and expansion of protected areas. Experience in biodiversity management. Experience in development of biodiversity related strategies, policies, and programmes. Experience in project management relating to consolidation and expansion of protected areas. Ability to work under pressure and sense of responsibility essential. Good interpersonal, computer and administration skills. Basic knowledge of HR and financial practices.

DUTIES
:
The successful applicant will be responsible for the following: Technical support in the development, establishment and completion of projects that aim to expand and consolidate the protected area system. Assist in the execution of all functions and responsibilities of the Assistant Director: Protected Areas Projects. Provide administration support to the implementation of international agreements and programmes relating to protected areas. Provide technical and administration support to the implementing agencies. Ensure effective supervision of subordinates. Evaluate and provide feedback on specialist studies and reports related to protected areas. Provide support on information management relating to protected areas.

ENQUIRIES
:
Ms L Ditshego: (012) 310 3664

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

FOR ATTENTION
:
Ms K Selemela fax: 012 322 2682

CLOSING DATE
:
03 March 2007

ANNEXURE F
DEPARTMENT OF HEALTH

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

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

FOR ATTENTION
:
Mrs Elsabe Visser. 

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

OTHER POSTS

POST 07/37
:
DEPUTY DIRECTOR: WORLD CUP UNIT (4 YEAR CONTRACT POST)


This is a re-advertisement, candidates who previously applied for this post (Sunday Times Ref. 89021/3), will still be considered.
Branch: Health Service Delivery: Directorate: World Cup Unit

SALARY
:
An all inclusive remuneration package of R335 730 per annum including choice of basic salary between 75% and 70% 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 Middle Management Service guidelines. 

CENTRE
:
Pretoria.

REQUIREMENTS
:
A National Diploma in Emergency Care or a relevant qualification as required by the health Professions Council of South Africa to register as a Paramedic or Medical Practitioner. Middle management experience in an emergency medical service. A thorough knowledge and understanding of the public and private emergency medical services system and their relationship with the health environment. A thorough knowledge of legislation relating to emergency medical services. Good communication skills (written and verbal). Computer literacy with MS Office. Good interpersonal relations. The ability to communicate on a technical level in the field of emergency medical services and disaster management. Excellent organisational skills. The ability to work independently and maintain a high level of confidentiality. A valid code 08 (Code B) driver’s licence.

DUTIES
:
Assist in the development of planning, preparation and provision of medical services for the 2010 FIFA World Cup in the public and private sector *Assist provinces in the development planning, preparation and service provision strategies for the 2010 FIFA World Cup *Develop policy and guidelines for event related medical centres and ensure that these are implemented during the World Cup *Facilitate the development and management of a national emergency medical services information management system *Facilitate the development of a nationally integrated Emergency Medical Services communications system *Facilitate the development of a nationally integrated aero-medical services *Liaise closely with other State Departments *Provincial Departments, Local Authorities and the Private Sector in the coordination of all aspects relating to medical services for the event *Travel on a regular basis to provinces to support them in the World Cup related medical services.

ENQUIRIES
:
For further information regarding the post, please contact Mr PD Fuhri  tel.  (012) 312 0685.

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

POST 07/38
:
EVENT MANAGEMENT SPECIALIST: WORLD CUP UNIT (4 YEAR CONTRACT POST)



This is a re-advertisement, candidates who previously applied for this post (Sunday Times Ref. 89021/5), will still be considered.


Branch: Health Service Delivery: Directorate: World Cup Unit

SALARY
:
An all inclusive remuneration package of R397 986 per annum including choice of basic salary between 75% and 70% 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 Middle Management Service guidelines.  

CENTRE
:
Pretoria 

REQUIREMENTS
:
A relevant qualification as required by the Health Professions Council of South Africa to register as  medical Practitioner. Middle management experience in an emergency medical service and/or emergency centre. A thorough knowledge and understanding of the role played by the health and emergency services in all facets of event management. A thorough understanding of emergency medical services, health facilities and emergency centre systems. A thorough knowledge of legislation relating to health. Good communication skills (written and verbal). Computer literacy in MS Office. Good interpersonal relations. The ability to communicate on a technical level in the field of emergency medical services and event management. Excellent organisational skills. The ability to work independently and maintain a high level of confidentiality. A valid code 08 (Code B) driver’s licence. 

DUTIES
:
Facilitate the development of policy, guidelines, norms and standards for all health related aspects for the 2010 World Cup Unit *Assist provinces in the development and implementation of strategies for all health facets for the event *Develop and maintain a national database on emergency centres *Establish a national health disaster management centre for the event *Ensure that health planning at all levels of government is coordinated *Develop and provide training programs to all public and private health facilities in relation to emergencies or disasters *Establish and implement a web based national bed bureau *Travel nationally from time to time in support of provinces and to facilitate planning, preparation and service provision.

ENQUIRIES
:
For further information regarding the post, please contact Mr PD Fuhri tel. (012) 312 0685.

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

POST 07/39
:
DEPUTY DIRECTOR: MEDIA PRODUCTION 



Cluster: Communication: Directorate: Media Production

SALARY
:
An all inclusive remuneration package of R289,635 per annum including choice of basic salary between 75% and 70% 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 Middle Management Service guidelines.

CENTRE
:
Pretoria.

REQUIREMENTS
:
A Bachelor’s Degree or Diploma in Design/Art or Communication or equivalent qualification. Experience in Desktop Publishing and design. Experience in designing print and audio visual. Working understanding of technology used in design. Good communication skills (written and verbal). Good interpersonal and organisational skills. Excellent computer literacy skills. Good supervisory and management skills. A valid code 08 (Code B) driver’s licence. 

DUTIES
:
Manage workflow of media production unit *Manage and mentor other personnel in the unit *Develop procedures to facilitate commissioning and production of media *Manage and control outsourcing of media production (including video and radio production) *Liaise with printers, illustrators, photographers, film crews, etc. *Ensure all departmental media adhere to quality standards *Oversee acquisition and maintenance of specialised equipment *Undertake design of media especially where high level of skill and urgent completion is demanded *Advise the unit on visual communication and branding. 

ENQUIRIES
:
For further information regarding the post, please contact Ms Ria Grobler  tel.  (012) 312 0984.

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

POST 07/40
:
SENIOR ADMINISTRATIVE OFFICER (2 POSTS)


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



Cluster: Communications

SALARY
:
R122 841 per annum (plus competitive benefits) 

CENTRE
:
Pretoria.

REQUIREMENTS
:
A relevant three-year degree or equivalent qualification plus appropriate working experience in general office administration. Knowledge and experience of Treasury Regulations, Public Finance Management Act, LOGIS and BAS. Sound knowledge of procurement and administrative policies and procedures. Good organisational and interpersonal skills. Good communication skills (written and verbal). Good supervisory and computer literacy skills. A valid code 08 (Code B) driver’s licence. 

DUTIES
:
Provide operational support to the unit by implementing office systems and processes, which facilitate improved workflow *Assist with Medium Term Expenditure Fund, budget projections, facilitate the processing of subsistence and travel claims *Oversee all provisioning and procurement for the unit and make travel arrangements *Act as liaison and co-ordinator between the unit and other line functions within the department and other stakeholders *Liaise with service providers and facilitate the processing of payments *Write submissions for expenditure approvals and manage the database of service providers as well as manage the maintenance and replacement of office equipment *Assist in the organisation of workshops and meetings.

ENQUIRIES
:
For further information regarding the post, please contact Ms Ria Grobler at tel. (012) 312 0984. 

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

POST 07/41
:
PRINCIPAL PERSONNEL OFFICER


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



Cluster: Human Resources Development and Management: Directorate: Human Resources Management

SALARY
:
R98 916 per annum (plus competitive benefits) 

CENTRE
:
Pretoria.

REQUIREMENTS
:
A Senior Certificate (Grade 12) or equivalent qualification with appropriate experience. Three to five years experience on the level of Personnel Officer. Knowledge of and experience in the application of the following legislative framework:  Public Service Act, 1994, Public Service Regulations, 2001, White Paper on Human Resources Management and PSCBC Resolutions, Labour Relations Act, Basic Conditions of Employment Act, Performance Management and Development System, Policy and Procedure on Incapacity Leave and Ill-health Retirement (PILIR), MISS document as well as the Public Finance Management Act. The successful completion of the PERSAL Introductory course. The ability to handle tasks of multi-disciplinary nature. Self–motivated and creative and the ability to work under pressure. Sound communication and interpersonal skills. Analytical skills, problem solving and decision making skills. Computer literacy with specific reference to functional use of Excel and MS Word. Extensive knowledge and experience in administering PERSAL including interpreting PERSAL reports.

DUTIES
:
Maintenance of human resources administration functions and practices (e.g. issuing of appointment letters, transfers, Performance Management and Development System, Injury on duty, conditions of service, all types of leave, upgrading of posts resulting from job evaluation) *Develop and implement procedures and standards and interpret legislations guidelines and circulars from DPSA *Make recommendations on appointments, of service and performance assessments *The structuring of the Middle Management Services and Senior Management Service packages *Provide training and development to junior colleagues *Provide statistics and inputs for annual report *Approve transactions on PERSAL *Liaise with Senior Managers and colleagues regarding the application of legislative framework *Conduct elementary research and provide Line Managers with advice and guidance regarding the application of prescripts.

ENQUIRIES
:
For further information regarding the post, please contact  Mr PM Kgwedi at tel. (012) 312 0977. 

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

POST 07/42
:
MEDICAL NATURAL SCIENTIST


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

SALARY
:
R98 916 per annum (plus competitive benefits)

CENTRE
:
Pretoria.

REQUIREMENTS
:
A three-year Bachelor’s degree in Public Health or equivalent qualification. Experience in management of large Health Information Databases is essential. Experience in Health Research, understanding of the conduct of research trials will be an added advantage. Knowledge and use of various statistical software packages. Good planning and organisational skills. Good interpersonal relations and communication skills (written and verbal). A code 08 (Code B) driver’s licence.

DUTIES
:
The incumbent will maintain, manage, update and process information in the National Research Register  and Database *Drafting status reports and other publications on registered clinical trials *Provide support in the arrangement of meetings and workshops *Distribute publications compiled by the Directorate *Provide support in maintenance of other health research databases *Coordination of health research within the Department.

ENQUIRIES
:
For further information regarding the post, please contact Mr K Hlongwa at tel. (012) 312 0782. 

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

POST 07/43
:
SENIOR SECRETARY GRADE II


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



Cluster: Hospital Services: Directorate: Emergency Medical Services and Disaster Management

SALARY
:
R64 143 per annum (plus competitive benefits) 

CENTRE
:
Pretoria.

REQUIREMENTS
:
A Senior Certificate (Grade 12) or equivalent qualification. Computer literacy (MS Word, Excel). Good filing, planning and organisational skills. Experience in the execution of secretarial and general office administration. Good communication skills (written and verbal). Good interpersonal and telephone etiquette skills. The ability to work independently and maintain a high level of confidentiality. 

DUTIES
:
Management of the Director’s office *Management of generic administrative functions pertaining to documentation generated through the Director’s office *Interact with clients and staff *Utilisation of computer, facsimile and photocopy machine *Maintain diary and appointments schedule *Arrange meetings, venues and catering for functions for which the Directorate is responsible *Manage Director’s correspondence and emails (in his absence) and action accordingly *Make travel arrangements for Director. 

ENQUIRIES
:
For further information regarding the post, please contact  Ms GH Jacobs at tel. (012) 312 0685. 

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

ANNEXURE G
DEPARTMENT OF HOUSING

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

APPLICATIONS
:
The Director-General, Department of Housing, Private Bag X644, Pretoria, 0001 physical: 240 Walker Street, Govan Mbeki House, Sunnyside, Pretoria, 0001

FOR ATTENTION
:
Mr D Sekwane

CLOSING DATE
:
2 March 2007

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

OTHER POST

POST 07/44
:
SENIOR CONTRACT ACCOUNTING CLERK GRADE III (2 POSTS) REF DOH/16/2007


Sub-Directorate: Financial Support



(6 Months Contract)
SALARY
:
R103 229.10 per annum

CENTRE
:
Pretoria

REQUIREMENTS 
:
Applicants must be in possession of an appropriate relevant Bachelors degree/ Diploma with appropriate experience in Accounting or Auditing. Good interpersonal skills and communication (both written and verbal), ability to work under pressure, computer literacy (Microsoft Office). Recommendations: Knowledge and understanding of PFMA and Treasury Regulations, knowledge of BAS or Persal.

DUTIES
:
Debtors and Creditors Reconciliation, clearing of suspense accounts and filling:

ENQUIRIES
:
Mr M Jacobs tel: (012) 421-1321

ANNEXURE H
DEPARTMENT OF JUSTICE AND CONSTITUTIONAL DEVELOPMENT

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.

OTHER POSTS

POST 07/45
:
DEPUTY DIRECTOR: COMMUNICATION SYSTEMS REF: 07/82/ISM
SALARY
:
R289 635 – R335 730 per annum (All inclusive). The successful candidate will be required to sign a performance agreement.

CENTRE
:
National Office, Pretoria 

REQUIREMENTS
:
An appropriate three year Bachelor’s Degree or equivalent qualification; The following will serve as recommendation: Knowledge of Resource Management, Public Service Act and Regulations, Public Finance Management Act and Regulations, Diversity Management as well as transformation and Equity within the Public Service; Knowledge of Communication Systems; Technical experience; ITIL certification. Skills and Competencies: Computer literacy (MS Office); Effective communication and presentation; Proven ability to execute high-level decisions and providing feedback; Interpersonal relations; Conflict management; Analytical thinking; Technical judgment.

DUTIES
:
Manage and monitor the provision of communication systems (LAN, WAN, VPN); Ensure compliance to Service Level Agreement parameters and invoke penalties as and when required; Ensure that communication systems (LAN, WAN, VPN) are upheld and available as provided by service providers; Manage and monitor the provision of file & print and exchange backups; Establish and manage an effective software license management portfolio.

ENQUIRIES
:
Mr T Sakasa  ( 012 315 1077

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
:
05 March 2007  

POST 07/46
:
ASSISTANT DIRECTOR: SERVICE EVALUATION REF: 07/83/ISM
SALARY
:
R146 685 – R170 295 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
National Office, Pretoria 

REQUIREMENTS
:
An appropriate three year Bachelor’s Degree or equivalent      qualification; The following will serve as recommendation: Knowledge of Resource Management, Public Service Act and Regulations, Public Finance Management Act and Regulations, Diversity Management as well as transformation and Equity within the Public Service; Knowledge of Communication Systems; Technical experience. Skills and Competencies: Computer literacy (MS Office); Effective communication and presentation; Proven ability to execute high-level decisions and providing feedback; Interpersonal relations; Conflict management; Analytical thinking; Technical judgment.

DUTIES
:
Evaluate systems in terms of Information Technology standards and norms; Analyse Project deliverables; Ensure the effective utilisation of Infrastructure and systems; Develop criteria against which benchmarking can be set; Establish criteria used for performance evaluation; Ensure that systems are maintained by Business Units.

ENQUIRIES
:
Mr T Sakasa ( 012 315 1077

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
:
05 March 2007

POST 07/47
:
ASSISTANT DIRECTOR: ADMINISTRATION REF: 07/84/FS
CENTRE
:
Magistrate, Bloemfontein

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

REQUIREMENTS
:
An appropriate three-year Bachelor’s degree or equivalent qualification; Three years supervisory or management experience. The following will serve as strong recommendation: Knowledge and experience in office and district administration; Knowledge of financial management and PFMA; Skills and Competencies: Computer literacy (MS Office); Good communication (verbal and written); Strong leadership and management capabilities; Strategic capabilities; Good interpersonal relations.

DUTIES
:
Ensure compliance with the prescripts as contemplated with PFMA, FMS, DFI and related prescripts with regard to Monies in Trust and Vote accounts; Render court support to judiciary; Assist in the facilitation of case flow management; Manage performance of the officers reporting to him/her and compile performance contracts; Collate and compile statistics.

ENQUIRIES
:
Mr M Hurter ( 051 407 1800

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

CLOSING DATE
:
05 March 2007

POST 07/48
:
ASSISTANT DIRECTOR:  FINANCIAL OPERATIONS (2 POSTS) REF: 07/85/FS

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

CENTRE
:
Magistrate, Welkom (1) And Thaba-Nchu (1)

REQUIREMENTS
:
Bachelor’s Degree or 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; Good knowledge of BAS; Skills and Competencies: Computer literacy (MS Office – with focus on Excel); Good communication skills (written and verbal); General office and project management; Sound financial management; Exceptional report writing; Good interpersonal relations; Ability to work long hours under pressure and be self motivated; Attention to detail.

DUTIES
:
Assess financial administration, maintenance and compliance within the clusters; 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
:
Ms E Johnson ( (051) 407 1800.

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

CLOSING DATE
:
05 March 2007

POST 07/49
:
JUDGES SECRETARY: JUDGE PRESIDENT REF: 07/81/FS
SALARY
:
R98 916 – R114 843 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
Registrar Of The Appeal Court, Bloemfontein

REQUIREMENTS
:
Grade 12/Secretarial Diploma or equivalent qualification; Three years’ applicable experience; Minimum typing speed of 45 wpm; Shortlisted candidates will be required to pass a typing test; A valid driver’s license. Skills and Competencies: Computer literacy (MS Office); Good communication (verbal and written); Administration and organizational skills.

DUTIES
:
Answer and route telephone calls and make telephone calls on behalf of the Judge; Manage and type correspondence for the Judge; Arrange and diarize appointments, meetings, official visits, and make travel and accommodation arrangements, etc; Update files and documents and provide copies of documents to the Registrar; Accompany the Judge on circuit and to Court at seat of Court; Arrange receptions for the Judge and his visitors and attend to their needs; Manage secretarial and other related duties in the office. 

ENQUIRIES
:
Mr Marius Hurter( (051) 407 1800 

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

CLOSING DATE
:
05 March 2007

POST 07/50
:
ADMINISTRATIVE OFFICER: OFFICE MANAGER REF: 07/90/NW
SALARY
:
R98 916 – R114 843 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
Family Advocate, Mafikeng

REQUIREMENTS
:
A Bachelor’s degree or equivalent qualification or Grade 12 with  ten years experience in Office and District Administration and the Departmental Financial management systems; Extensive knowledge of the Medium Term Expenditure Framework; Three years supervisory experience; A valid code EB driver’s license – must be prepared to travel; Knowledge of the Basic Accounting System will be an advantage. Skills and Competencies: Computer literacy (MS Office); Proven managerial, organizational and leadership; Excellent Communication (verbal and written); Good interpersonal relations; Supervision skills.

DUTIES
:
Execute admin duties at junior management level and function 
independently as office manager in respect of the Family Advocacy in the province; Attend and report at Family Advocate Review meetings; Execute a variety of administrative tasks pertaining to the rendering of administrative support to the line functionaries, i.e controlling of documents, drafting of memoranda, submissions, correspondence to public members, organizations and state departments; Render advice/assistance on a wide spectrum of matters within occupational class context, i.e. the interpreting of statutes/provisions, budgeting, maintenance, planning actions and special projects; Compile and submit monthly statistics and expenditure; Supervise and render training to administrative personnel; Attend to Performance Management and appraisals of administrative component of the Family Advocate office in the Eastern Cape; Manage and control allocated government vehicles.

ENQUIRIES
:
Mr M L Moetanalo ( (018) 389 8362 

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: The Regional Head, Private Bag X2033, Mmabatho, 2033. 

CLOSING DATE
:
05 March 2007

POST 07/51
:
STATE ACCOUNTANT: BUDGETS, ACCOUNTS AND SYSTEMS REF: 07/93/NW

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

CENTRE
:
Regional Office, Mmabatho 

REQUIREMENTS
:
A Bachelor’s degree in Commerce or equivalent qualification; Five years experience in budget, accounts and systems; Sound knowledge of BAS, PFMA, DFI and Treasury regulations; A valid driver’s license. Skills and Competencies: Basic Accounting skills; Computer literacy (MS Office); Good communication (verbal & written); Ability to work under pressure; Good interpersonal relations; Attention to detail.

DUTIES
:
Prepare the budget for the Region; Co-ordinate budget estimates from sub-offices; Provide support and financial advice to line managers; Analyze and compile expenditure reports; Request and analyze BAS reports; Control and budget expenditure; Check and authorize sundry payments on BAS; Check and ensure banking of state monies; Compile monthly and quarterly reports.

ENQUIRIES
:
Mr M L Moetanalo  ( (018) 389 8361

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: The Regional Head, Private Bag X 2033, Mmabatho, 2735.

CLOSING DATE
:
05 March 2007

POST 07/52
:
CHIEF ADMINISTRATION CLERK REF: 07/76/NC
SALARY
:
R98 916 – R114 843 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
Magistrate, Upington

REQUIREMENTS
:
A Bachelor’s degree or equivalent qualification or Grade 12 with ten years experience in Courts and the Departmental Financial Management Systems; 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 C Cader ( 053 839 0031

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: The Regional Head, Private Bag X6106, Kimberley, 8300

CLOSING DATE
:
05 March 2007 

POST 07/53
:
ADMINISTRATIVE OFFICER:  PRINTED PUBLICATIONS REF: 07/98/PEC
SALARY
:
R98 916 – R116 154 per annum.  The successful candidate will be required to sign a performance agreement.

CENTRE
:
National Office, Pretoria

REQUIREMENTS
:
An appropriate Bachelor’s degree/diploma or equivalent qualification or Grade 12 coupled with ten years applicable experience; Knowledge and experience that will serve as a recommendation: Public Finance Management Act (PFMA), Supply Chain Management System, Justice Yellow Pages (JYP), Financial Management (BAS) and Bid procedures; Sound knowledge of the printing environment will be an advantage; A valid driver’s license. Skills and Competencies: Computer literacy (MS Office); Good communication skills (written and verbal); Organizational skills; Good Interpersonal relations; Work well under pressure and willing to work after hours; Ability to think and function independently.

DUTIES
:
Render administrative support function to the Directorate; Perform a variety of routine administrative duties related to the activities of the Directorate i.e. financial and supply chain issues including bid procedures, and general office administration; Secure services from approved service providers by using JYP, including orders and timely payments to service providers; Manage the maintenance of office equipment; Manage and maintain the publication storeroom and establish a filing system for the Directorate; Assist with daily operations and ad hoc duties of the directorate.

ENQUIRIES
:
Ms Natasja De Groote ( (012) 315 1843

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
:
05 March 2007

POST 07/54
:
CHIEF ACCOUNTING CLERK: AUDIT REF: 07/13/LP
SALARY
:
R98 916 – R116 154 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
Regional Office, Polokwane

REQUIREMENTS
:
Bachelor’s degree or Diploma in Commerce or equivalent qualification; Two years experience in a financial environment; Knowledge of DFI, PFMA and Treasury Regulations will be an advantage; A valid code EB driver’s license. Skills and Competencies: Computer literacy (MS Office); Excellent communication skills (written and verbal); Good interpersonal relations; Ability to work under pressure and be self motivated.

DUTIES
:
Monitor the submission of reconciliations in respect of Monies in Trust (MMTM) in the region and follow up on problems; Maintain the bi-yearly writing off of irrecoverable deferred fines; Analyze all audit enquiries received as well as inspection reports in order to identify existing problems in the execution of financial duties in the Region; Facilitate training needs and arrange training; Maintain and monitor signing arrangements in sub-offices; Monitor standing advances; Perform ad hoc tasks from time to time.

ENQUIRIES
:
Mr Ntlemo  ( (015) 287 2026

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: The Regional Office, Private Bag X9526, Polokwane, 0700.

CLOSING DATE
:
05 March 2007

POST 07/55
:
ADMINISTRATIVE OFFICER: PROCESS OFFICE REF: 07/80/FS
SALARY
:
R98 916 – R114 843 per annum.  The successful candidate will be required to sign a performance agreement.

CENTRE
:
Magistrate, Bloemfontein

REQUIREMENTS
:
A Bachelor’s Degree or equivalent qualification or Grade 12 with ten years experience in Process Work; 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. 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
:
Manage and control process office, Admission of Guilt and Case Flow; Draft memoranda, submissions and reports; Compile statistics to show performance and trends; Attend to members of the public, legal fraternity, etc; Training of personnel; Any other duties that may be necessary to ensure the smooth – running of the office.

ENQUIRIES
:
Mr M Hurter ( 051 407 1800

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

CLOSING DATE
:
05 March 2007   
POST 07/56
:
ADMINISTRATIVE OFFICER: CIVIL SECTION REF: 07/79/FS
SALARY
:
R98 916 – R114 843 per annum.  The successful candidate will be required to sign a performance agreement.

CENTRE
:
Magistrate, Bloemfontein

REQUIREMENTS
:
A Bachelor’s Degree or equivalent qualification or Grade 12 with ten years experience in Civil Work; 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. 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
:
Control personnel in Civil Section, Case Flow, Taxation and Management of trial and motion in court rolls; Draft memoranda, submissions and reports; Compile statistics to show performance and trends; Attend to members of the public, legal fraternity, etc; Training of personnel; Any other duties that may be necessary to ensure the smooth – running of the office.

ENQUIRIES
:
Mr M Hurter ( 051 407 1800

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

CLOSING DATE
:
05 March 2007 

POST 07/57
:
ADMINISTRATIVE OFFICER REF: 07/86/SA
SALARY
:
R98 916 – R114 843 per annum.  The successful candidate will be required to sign a performance agreement.

CENTRE
:
State Attorney, Thohoyandou 

REQUIREMENTS
:
A Bachelor’s Degree or equivalent qualification OR Grade 12 plus ten years experience in Administrative/Clerical work. Skills and Competencies: Computer literacy (MS Office); Good communication skills (verbal and written); Attention to detail; Problem solving.

DUTIES
:
Update the establishment of the office on a monthly basis; Assist the supervisor with procurement, orders and inventory; Attend to Human resource matters; Train other clerical personnel; Control and collect telephone accounts on a monthly basis; Assist as relief officer; Monitor the Government vehicles(control and check the logbooks, petrol cards, hand in accident reports and send the log sheets to Head Office and Government garage).

ENQUIRIES
:
Mr N Nefale ( 015 962 2238

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
:
05 March 2007 
POST 07/58
:
PRINCIPAL PERSONNEL OFFICER: HR UTILIZATION REF: 07/87/NC
SALARY
:
R98 916 – R170 295 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
Regional Office, Kimberley 

REQUIREMENTS
:
An appropriate three-year Bachelors degree or equivalent qualification or Grade 12 with ten years experience in administration/Human Resources; Knowledge of Performance Management System in Public Service, Public Service Act, Public Service Regulations, Departmental Human Resource Policies and the PERSAL System. Skills and Competencies: Computer literacy (MS Word and Excel); Good interpersonal relations; Communication (verbal and written); Customer relations/People Management; Problem solving; Accuracy and attention to detail.

DUTIES
:
Handle correspondence; Capture and approve transactions on PERSAL; Update registers and statistics; Compile memorandums to the Regional Head, Director-General and Minister; Respond to verbal and written enquiries; Responsible for a variety of administrative duties related to the core functions of HR.

ENQUIRIES
:
Ms C Cader ( 053 839 0031

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: The Regional Head, Private Bag X6106, Kimberley, 8300

CLOSING DATE
:
05 March 2007 

POST 07/59
:
ADMINISTRATIVE OFFICER:  AUXILIARY SERVICES REF: 07/88LP
SALARY
:
R98 916 – R114 843 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
Regional Office, Polokwane

REQUIREMENTS
:
An appropriate Bachelor’s degree or equivalent qualification or Grade 12 with at least ten years experience; A valid driver’s license; Knowledge in record/archive management, library accommodation, switchboard, performance management, Government transport and fleet management. Skills and Competencies:  Computer literacy (MS Office); Excellent communication skills (written and verbal); Understanding of the PFMA, DFI and other related prescripts; Problem solving; Ability to work under pressure and deliver according to tight deadlines; Ability to work individually and within a team; Sound organizing and planning skills; Customer orientation; Proven managerial and leadership.

DUTIES
:
Monitor internal control measures to ensure compliance to prescripts; Gather and prepare information, statistics and reports; Safekeeping of records and archives; Receive, sort, dispatch and file documents; Train, monitor and report on staff performance; Manage labour saving devices and departmental fleet.

ENQUIRIES
:
Mr M J Ntlemo ( (015) 287 2026

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: 



The Regional Office, Private Bag X9526, Polokwane, 0700

CLOSING DATE
:
05 March 2007

POST 07/60
:
SENIOR ACCOUNTING CLERK: MONIES IN TRUST REF:  07/92/CFO
SALARY
:
R54 222 – R62 946 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
National Office, Pretoria 

REQUIREMENTS
:
Three year Tertiary qualification or relevant experience in finance; A valid driver’s license will be an added advantage. Skills and Competencies: Computer literacy (with focus on Excel); Good Communication (verbal and written); Good interpersonal relations; Ability to work under pressure and be self motivated; Attention to detail. 

DUTIES
:
Perform Bank reconciliations; Inform and notify the offices in writing or by fax regarding any discrepancies; Check that the bank balance of the offices allocated to him/her are always in credit; Query the charges, interest and shortage on their reconciliations; Do Ad hoc tasks from time to time.

ENQUIRIES
:
Mr E S Skhosana ( 012 315 1230

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: Postal 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
:
05 March 2007

POST 07/61
:
SENIOR ADMINISTRATION CLERK REF:  07/74WC
SALARY
:
R54 222 – R62 946 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
Family Advocate, Cape Town

REQUIREMENTS
:
Grade 12 certificate or equivalent qualification; Two years administrative experience. Skills and Competencies: Computer literacy (MS Office); Excellent communication skills (written and verbal); Ability to work with stakeholders in a professional and empathetic manner; Good interpersonal relations; Must be self-driven, innovative, creative with a flair in dealing with people; Must have the ability to work under pressure and be flexible to do any other work if required.

DUTIES
:
Follow–up pending correspondence of files; Obtain court rolls and submit with correspondence to Advocates and Family Counselors; Facilitate appointments for the Professional Staff; Responsible for weekly programme and ordering of stationery on JYP; Take messages for the Family Advocate and Family Counselor; Type reports and summonses.

ENQUIRIES
:
Mr F Arendse ( (021) 426 1216

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: The Regional Head, Private Bag X9171, Cape Town, 8000.

CLOSING DATE
:
05 March 2007

POST 07/62
:
SENIOR TYPIST REF: 07/75/WC
SALARY
:
R54 222 – R62 946 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
Family Advocate, Cape Town

REQUIREMENTS
:
Grade 12 certificate or equivalent qualification with typing as a passed subject; Two years experience as a typist; Minimum typing speed of 45wpm; An appropriate Word Processing course successfully completed; Short listed candidates will be required to pass a typing test. Skills and Competencies: Computer literacy (MS Office); Excellent communication skills (written and verbal); Secretarial skills; Good telephone etiquette; Good interpersonal relations; Ability to work under pressure.

DUTIES
:
Type reports, proformas, minutes, circulars and memorandums; Relief administrative personnel where and when necessary; Open files and do filing; Facilitate appointments; Deal with public queries; Other administrative duties.

ENQUIRIES
:
Mr F Arendse ( (021) 426 1216

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: 



The Regional Head, Private Bag X9171, Cape Town, 8000.

CLOSING DATE
:
05 March 2007

POST 07/63
:
SENIOR ADMINISTRATION CLERK (4 POSTS) REF: 07/77/NC
SALARY
:
R54 222 – R62 946 per annum.  The successful candidate will be required to sign a performance agreement.

CENTRE
:
Magistrate, Calvinia (1) Kakamas (1) Phillipstown (1) Springbok (1) 

REQUIREMENTS
:
Grade 12 certificate or equivalent qualification; Two years administrative experience. Skills and Competencies: Good communication (verbal and written); Computer literacy (MS Word and Excel). Sound interpersonal relations; Ability to liaise with team members; Must be self-driven, innovative, creative with a flair in dealing with people; Ability to work under pressure.

DUTIES
:
Manage and supervise Administrative Directorate; Control documents, draft memoranda and submissions, and draft correspondence with members of the public, other organizations and state departments; Interpret statutes/provisions, budget maintenance, legal aid and plan actions and special projects; Render training to clerical personnel with regard to official matters.

ENQUIRIES
:
Ms C Cader ( 053 839 0031

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 X6106, Kimberley, 8300

CLOSING DATE
:
05 March 2007

POST 07/64
:
SENIOR ADMINISTRATION CLERK REF: 07/91/PEC
SALARY
:
R54 222 – R62 946 per annum per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
National Office, Pretoria

REQUIREMENTS
:
Grade 12 certificate or equivalent qualification; Experience in provisioning and procurement administration. Skills and Competencies: Computer literacy (MS Office); Good communication (verbal & written); General administration; Ability to work under pressure; Good interpersonal and organizational skills.

DUTIES
:
Provide internal procurement support; Provide routine office administration support with regard to inventory control; Arrange travel and accommodation; Handle fax and photocopying services to directorate.

ENQUIRIES
:
Ms L P Ngoma  ( (012) 315 1731

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: Postal 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
:
05 March 2007

POST 07/65
:
SECURITY OFFICER REF: 07/78/NC
SALARY
:
R40 227 – R44 883 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
High Court, Kimberley

REQUIREMENTS
:
Grade 12 or equivalent qualification and/or appropriate knowledge and experience; Successful completion of security related training will be an added  advantage; The successful candidate will be subjected to a security clearance at least up to a level of Confidential. A valid code EB drivers’ license. Skills and competencies: Good communication (verbal and written); Willing to work shifts.

DUTIES
:
Perform access control with the Control Access, Public Premises; Ensure the safety of personnel, property and assets; Deliver security services to all clients of the Department.

ENQUIRIES
:
Ms C Cader ( 053 839 0031

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: The Regional Head, Private Bag X6106, Kimberley, 8300

CLOSING DATE
:
05 March 2007 

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

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
:
25 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. Applications will not be considered after the closing date.

OTHER POSTS

POST 07/66
:
PRINCIPAL DEEDS CONTROLLER 3 POSTS (REF: S8/3/2007/174)
SALARY
:
R98 916 per annum 

CENTRE
:
Office Of The Registrar Of Deeds: Pretoria

REQUIREMENTS
:
An appropriate recognised three year legal qualification *Extensive knowledge on examination and proven ability in the interpretation of the Deeds Registries Act, Sectional Titles Act, and other Acts, Ordinances, Proclamation, Case Law, Common Law and Chief Registrar’s Circulars are essential – Experience in a Deeds Registry.

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

POST 07/67
:
PRINCIPAL DEEDS CONTROLLER LEVEL 6 (1POST) (REF: S8/3/2007/169)
SALARY
:
R79 407 per annum 

CENTRE
:
Office Of The Registrar Of Deeds: Pietermaritzburg

REQUIREMENTS
:
Grade 12 certificate * Basic computer literacy * Good reading, writing and verbal communication skills * Ability to work under pressure * Knowledge of the deeds registration procedures and information systems will be an added advantage * Experience in working in the Registration and Information section of a Deeds Registry will be an added advantage. 

DUTIES
:
Receive deeds lodged by clients * Prepare deeds for execution * Delivery of deeds and documents * numbering and sealing of deeds and documents * keeping of registration statistics * scan lodgement covers * furnish deeds registration information to clients * final checking of deeds and documents * perform duties in the interdict section of the office * Supervise the registration and information section if required * further duties assigned by the Registrar.   

POST 07/68
:
PRINCIPAL DEEDS CONTROLLER LEVEL 7 (2 POST) (REF: S8/3/2007/167)


PRINCIPAL DEEDS CONTROLLER LEVEL 6 (1POST) (REF: S8/3/2007/168)

SALARY
:
R79 407 per annum (Level 6) and R98 916 per annum (Level 7) 

CENTRE
:
Office Of The Registrar Of Deeds: Pietermaritzburg

REQUIREMENTS
:
Matric certificate and an appropriate recognised three (3) year Law qualification or equivalent Law qualification (National Diploma in Registration of Deeds).   Extensive knowledge and proven ability in the interpretation of the Deeds Registries Act, sectional tiles act, other acts, ordinances, proclamations, case law, common law and directives pertaining to Registration of Deeds. 

DUTIES
:
The successful candidate will be responsible for controlling of Deeds and documents for validity and registrability in accordance with common, statutory and case law, as well as accepted practice and procedure in Deeds Registration system in order to secure legal title.   Ensuring that transfer duty, stamp duty and office fees have been considered in accordance with administrative rulings.   

NOTE
:
The level of appointment will be determined by the level of knowledge and experience displayed by the candidate

POST 07/69
:
PRINCIPAL DEEDS CONTROLLER (REF: S8/3/2007/157)
SALARY
:
R79 407 per annum 

CENTRE
:
Kimberley (Office of the Registrar of Deeds: Northern Cape)

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

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

POST 07/70
:
CHIEF AUXILIARY SERVICES OFFICER (REF: S8/3/2007/183)
SALARY
:
R79 407 per annum 

CENTRE
:
Office Of The Registrar Of Deeds: Pretoria

REQUIREMENTS
: 
A Senior Certificate or equivalent qualification plus relevant appropriate experience in microfilming and computer literacy. * Numeracy skills. * High level of accuracy.

DUTIES
:
Preparation and control of deeds and documents for filming/scanning. * Completing produc​tion sheets. * Controlling quality, processing and duplicating microfilms. * Checking that all documents are scanned * Ensuring that scanning quality is according to the set standards and ensuring that detective scanning is rescanned. * Filing duplicate films in strongrooms. * Relieve as a Control Auxiliary Service Officer.

POST 07/71
:
SENIOR ACCOUNTING CLERK (REF: S8/3/2007/152)
SALARY
:
R64 143 per annum 

CENTRE
:
Office Of The Chief Registrar Of Deeds: Pretoria

REQUIREMENTS
:
A grade 12 certificate with mathematics and accounting or an appropriate three year Diploma or Degree in financial management *Computer literacy with a very good understanding of Excel *Experience on D-Bit and Accpac and knowledge of assets management will be an added advantage *Understanding of PFMA, Treasury Regulations and GAAP as it relates to asset management is recommended.

DUTIES
:
The successful candidate will be responsible for control over the assets at the office of the Chief Registrar of Deeds *Accounting for acquisitions, movement, transfer, loss and disposal of assets *The candidate will also assist the various Deeds Registries in managing and controlling their assets *The candidate must be willing to travel and be able to function independently when required.

POST 07/72
:
SENIOR SECRETARY (REF: S8/3/2007/173)
SALARY
:
R64 143 per annum 

CENTRE
:
Office Of The Registrar Of Deeds: Pretoria

REQUIREMENTS
:
A Senior Certificate or equivalent qualification - computer literate (PowerPoint, MS Excel, MS Excel. * Proven high level written and verbal communication skills. * Ability to deal with and manage difficult clients. * Administrative, organizational and general office management skills. * Ability to manage and arrange functions/meetings, time management. * Ability to think fast and creatively. * Good written and verbal communication skills. * Planning, record management and report writing skills.

DUTIES
:
Perform all other general secretarial duties that may be assigned to him/her. *Manage the Director’s diary and prepare the required documents. * Manage all correspondence, including the drafting of correspondence on behalf of the Registrar. * Manage general day-to-day task allocation, distribution thereof and updating of record and the tacking system. * Arrange external and internal meetings including the preparation and finalization of agendas and minutes. * Receive and assist clients, deal with general telephone inquiries and serve refresh​ments. * Make flight, travel and accommodation bookings. * Ensure the smooth running and management of the filing system. * Order stationery. * Process faxes and make copies. * As​sist with all the other administrative functions. * Render all other appropriate support functions as may be required from time to time.

POST 07/73
:
SENIOR DEEDS CONTROLLER (EXAMINATION) (REF: S8/3/2007/175)
SALARY
:
R64 143 per annum 

CENTRE
:
Office Of The Registrar Of Deeds (Pretoria) 

REQUIREMENTS
:
Senior Certificate. * A three year legal qualification will be an added advantage. * Extensive knowledge on examination and proven ability in the interpretation of the Deeds Registries Act, Sectional Titles Act, and other Acts, Ordinances, Proclamation, Case Law, Common Law and Chief Registrar’s Circulars are essential. * Experience in a Deeds Registry.

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

POST 07/74
:
PRINCIPAL DATA TYPIST (REF: S8/3/2007/180)

SALARY
:
R64 143 per annum 

CENTRE
:
Office Of The Registrar Of Deeds: Pretoria

REQUIREMENTS
:
Senior certificate with typing as a fully passed subject *Typing skills - must at least be able to type 40 words per minute *Extensive numeracy skills. *Accuracy *Good interpersonal relations *Knowledge of the functions of a deeds office will be an added advantage.

DUTIES
:
Capturing and verification of all relevant data *Preparation of deeds *Black booking *Supply information *Rendering assistance to the Chief Data Capturer as required.

POST 07/75
:
SENIOR PERSONNEL OFFICER (REF: S8/3/2007/182)
SALARY
:
R64 143 per annum 

CENTRE
:
Office Of The Registrar Of Deeds: Pretoria

REQUIREMENTS
:
Senior Certificate as well as personnel administration experience *Successful completion of PERSAL administration course and have thorough knowledge of Persal *Knowledge of Human Resources legislation in the Public Service such as the Public Service Act, Public Service Regulations, Basic Conditions of Employment Act, etc *Computer literacy (MS Word, Excel and GroupWise) *Good written and verbal communication skills and ability to work in a team and under pressure *Ability to prioritise urgent matters and deal with confidential matters.

DUTIES
:
The incumbent will be responsible for: *Handling all personnel administration matters *Pertaining to appointments, transfers and promotions, service terminations, probation *Establishment, Employee benefits *Performance assessments *Implement transactions on Persal if required *Assist with attending to HR related enquiries.

POST 07/77
:
SENIOR DEEDS CONTROLLER (REF: S8/3/2007/170)
SALARY
:
R54 222 per annum 

CENTRE
:
Office Of The Registrar Of Deeds: Pietermaritzburg

REQUIREMENTS
:
Grade 12 certificate * Basic computer literacy * Good reading, writing and verbal communication skills  * Ability to work under pressure * Knowledge of the deeds registration procedures and information systems will be an added advantage * Experience in working in the registration and Information section of a Deeds Registry will be an added advantage. 

DUTIES
:
Receive deeds lodged by clients * Prepare deeds for execution * Delivery of Deeds and documents * Numbering and sealing of deeds and documents * Keeping of registration statistics * Scan lodgement covers * Furnish deeds registration information to clients * Final checking of deeds and documents * Perform duties in the interdict section of the office * Further duites assigned by the Registrar.

POST 07/78
:
SENIOR DEEDS CONTROLLER (REGISTRATION) (REF: S8/3/2007/177)
SALARY
:
R54 222 per annum 

CENTRE
:
Office Of The Registrar Of Deeds: Pretoria

REQUIREMENTS
:
Senior certificate. *A three year legal qualification will be an added advantage *The candidate must be able to work under pressure *Good communication and interpersonal skills.

DUTIES
:
The successful candidate will be responsible for the: Lodgement of deeds *Preparation of deeds for execution *Numbering/registration of deeds *Final checking of deeds *Delivery of deeds *Open scheme file *Recording of permanently filed titles *Opening of township files *Supply information and recording of interdicts and any other registration related duties imposed by the Registrar from time to time.

POST 07/79
:
SENIOR TYPIST (REF: S8/3/2007/185)
SALARY
:
R54 222 per annum 

CENTRE
:
Office Of The Registrar Of Deeds: Pretoria

REQUIREMENTS
:
A senior certificate or equivalent qualification *Computer literate (PowerPoint, MS Excel, MS Word) *Ability to type 40 words per minute *Proven high level written and verbal communication skills *Ability to deal with and manage difficult clients *Administrative, organisational and general office management skills *Ability to manage and arrange functions/meetings, time management, ability to think fast and be creative *Good written and verbal communication skills *Perform all other general administrative duties that may be assigned to him/her.

DUTIES
:
Perform all other general typing duties that may be assigned to him/her *Manage all correspondence, including the drafting (typing) of correspondence *Manage general day-to-day task allocation *Arrange external and internal meetings including the preparation and finalisation of agendas and minutes *Receive and assist clients, deal with general telephone enquiries and serve refreshments *Managing of telephone, faxes and make copies *Assist with all the other administrative functions *Render all other appropriate support functions to the Law Lecturer as may be required from time to time.

POST 07/80
:
SENIOR DEEDS CONTROLLER (REF: S8/3/2007/158)
SALARY
:
R54 222 per annum 

CENTRE
:
Kimberley (Office of the Registrar of Deeds: Northern Cape)

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

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

POST 07/81
:
PERSONNEL OFFICER (REF: S8/3/2007/129)


Directorate: Human Resource Management

SALARY
:
R46 200 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
Applicants must be in possession of a senior certificate, computer literacy and knowledge of Persal will be an added advantage. The post requires good communication and interpersonal skills.

DUTIES
:
Provide effective, efficient service in the Persal section. Administer all functions with regard to Persal. Responsible for implementing all HRM Persal transactions on Persal as well as all other duties as allocated by the supervisor as well as attending to all telephonic enquiries. Perform various duties related to Human Resource Administration

POST 07/82
:
ACCOUNTING CLERK (REF S8/3/2007/153)
SALARY
:
R46 200 per annum 

CENTRE
:
Office Of The Chief Registrar Of Deeds: Pretoria

REQUIREMENTS
:
A grade 12 certificate with mathematics and accounting or an appropriate three year Diploma or Degree in financial management *Computer literacy with a very good understanding of Excel *Experience on Accpac and some knowledge of debtors management will be an added advantage.

DUTIES
:
The successful candidate will be responsible for the cashier function at the office of the Chief Registrar of Deeds *This entails daily receipt of payments received through the post and over the counter as well as allocation of direct bank deposits to clients’ accounts *Daily banking *Following-up with the Bank on payment that could not be allocated to accounts *Contacting debtors regarding outstanding balances *Assist clerk over the phone with account query.

POST 07/83
:
ACCOUNTING CLERK (REF: S8/3/2007/154)


Financial Management And Corporate Support

SALARY
:
R46 200 per annum 

CENTRE
:
Office Of The Chief Registrar Of Deeds Services: Pretoria 

REQUIREMENTS
:
Senior certificate with Accounting as a subject *Accounting Diploma, Internship experience in a financial environment will be an added advantage *Working knowledge of Accounting processes and procedures *Ability to understand and apply policies and procedures to the maintenance of financial records and reports *Good organisational and communication skills, computer literate in MS Word, Excel and Accounting packages (ACCPAC added advantage).

DUTIES
:
The successful candidate will be responsible for the cashbook function at the office of the Chief Registrar of Deeds *Allocation of all receipts and payments daily, Reconcile the cashbook on a daily basis and follow-up on unallocated cash with banks and clients.

POST 07/84
:
DEEDS CONTROLLER (REF: S8/3/2007/159)
SALARY
:
R46 200 per annum 

CENTRE
:
Kimberley (Office of the Registrar of Deeds: Northern Cape)

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

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

POST 07/85
:
DEEDS CONTROLLER (EXAMINATION SECTION) (5 POSTS) (REF: S8/3/2007/176)
SALARY
:
R46 200 per annum 

CENTRE
:
Office Of The Registrar Of Deeds (Pretoria) 

REQUIREMENTS
: 
Senior Certificate. * Extensive knowledge on examination and proven ability in the interpre​tation of the Deeds Registries Act, Sectional Titles Act, and other Acts, Ordinances, Procla​mation, Case Law, Common Law and Chief Registrar’s Circulars are essential. * Experience in a Deeds Registry.

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

POST 07/86
:
DEEDS CONTROLLER (REGISTRATION) 3 POSTS (REF: S8/3/2007/178)
SALARY
:
R46 200 per annum 

CENTRE
:
Office Of The Registrar Of Deeds: Pretoria

REQUIREMENTS
:
*Senior certificate. *A three year legal qualification will be an added advantage *The candidate must be able to work under pressure *Good communication and interpersonal skills.

DUTIES
:
The successful candidate will be responsible for the: Lodgement of deeds *Preparation of deeds for execution *Numbering/registration of deeds *Final checking of deeds *Delivery of deeds *Open scheme file *Recording of permanently filed titles *Opening of township files *Supply information and recording of interdicts and any other registration related duties imposed by the Registrar from time to time.

POST 07/87
:
DATA TYPISTS (4 POSTS) (REF: S8/3/2007/181)
SALARY
:
R40 227 per annum 

CENTRE
:
Office Of The Registrar Of Deeds: Pretoria

REQUIREMENTS
:
Grade 10 with typing or computer literacy as a fully passed subject *Ability to type 40 words per minute * Accuracy and Numeracy will be and added advantage.

DUTIES
:
Operating a computer *Capturing new registration information on the system to ensure correctness and registrability of Deeds and documents *Counting and balancing of Deeds and documents from the control sheet *Generating computer printouts for lodged Deeds and documents for examiners *Generating computer printouts for all clients.

POST 07/88
:
SENIOR MESSENGER (REF: S8/3/2007/155)


Directorate: Human Resource Management

SALARY
:
R40 227 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
A Senior Certificate or appropriate qualifications or Grade 10 and two years experience *The incumbent should also be computer literate, should have communication skills both verbal and written, as well as good interpersonal relations *Ability to work under-pressure and willingness to work after hours *Possession of a driver’s license  Recommendation: Maintaining an effective messenger service with regard to the following: Postage and courier service, photocopying and binding of documents, filing system *General office administrative duties and give support to all staff members in  HRM Registry.

ANNEXURE J
NATIONAL PROSECUTING AUTHORITY

APPLICATIONS
:
Please forward your application, quoting reference number to: The Document Centre, Private Bag X752, Pretoria, 0001, All Electronic applications (emails) must be in MS Word format.

CLOSING DATE
:
05 March 2007

NOTE
:
Application must be accompanied by a Z83 obtained from any Public Service Department or on an internet at www.gov.za and a Recent updated comprehensive CV as well as a certificated copies of all Qualification(s). Applications received after the closing date will not be considered. The appointee will be subjected to security Vetting.

OTHER POSTS

POST 07/90
:
DEPUTY MANAGER (IMU)

SALARY
:
R146 685 per annum plus housing allowance, annual service bonus, pension and medical benefits

CENTRE
:
Pretoria

REQUIREMENTS
:
A recognised Bachelor’s degree/or equivalent qualification. Proven experience in case management. Experience in Report writing. The successful candidate will be required to sign a performance agreement contract. Good written and oral communication skills. Analytical and investigative skills. Proven ability to work under stressful environment. Problem shooting abilities. Knowledge and understanding of the regulatory framework for the Public Service (e.g .Public Finance Management Act, Treasury Regulations and Public Service Act and regulations as well as NPS Act). Project management. General Computer literacy skills and knowledge in programmes such as MS Word, PowerPoint, Excel, etc.

DUTIES
:
Setting up processes, which screens and /or prioritise requests/documents from IMU management or other Units. Managing the integrated Case Management and referral system in line with minimum information security requirements, financial declaration, and labour relations. Evaluate information and case and provide timely reports to IMU management and other stakeholders when required. Conduct research on the management of case management system to inform policy development. Managing the auxiliary services of the Unit including document management and record keeping. Managing specific projects initiatives within the IMU. Provide expert advice to IMU management on case management issues.



Recruit0533@npa.gov.za Fax no 012 843 4369

POST 07/91
:
ASSISTANT MANAGER: GENERAL (SCCU)
SALARY
:
R122 841 per annum, plus housing subsidy, pension and medical aid benefits

CENTRE
:
Port Elizabeth (1), Durban (1)

REQUIREMENTS
:
Three year degree or diploma and more than 3 years relevant experience. Performing general administrative functions. Proven managerial experience. Problem solving skills. Knowledge and skill of administrative and secretarial services. General computer literacy skills and knowledge in programs such as MS Word, Powerpoint, Excel, etc. Strong interpersonal and communication skills.

DUTIES
:
Provide administrative support to the office, logistical support and human resources administrative. Keep a well-organized administrative system for the office. Liaise with Corporate Service on all matters pertaining to administrative functions of the office. Draft correspondence to members of the public, other organizations and state departments. Manage sub-ordinates. Handle other administrative duties of the Unit



Recruit0534@npa.gov.za Fax no 012 843 4370

POST 07/92
:
ASSISTANT MANAGER: FINANCE: SALARIES
SALARY
:
R122 841 plus housing subsidy, pension and medical benefits

CENTRE
:
Pretoria

REQUIREMENTS
:
Candidates must be in possession of a Grade 12 Certificate with at least six years experience in the salaries section in the Public sector, or a Degree/Diploma in Financial Management with three years experience in the Financial environment is also necessary. Excellent written and verbal communication skills, being innovative and decisive. Ability to work under pressure and deadline driven. Knowledge of BAS, PERSAL, PFMA, Treasury and Tax Regulations. The appointee will be subjected to security clearance, the signing of a performance and employment contracts.

DUTIES
:
Reporting to the Finance Manager: Salaries, the incumbent will be responsible for the supervision of officials in the salaries section. Further duties include: Approval and authorization of transactions on Persal, Perform reconciliation for Bas/ Persal, Tax and any other relevant recon, Manage the clearing of salary suspense accounts, Supervise the clearing of salary related exceptions, Supervise management of interdepartmental claims and S&T’s, Reconcile statutory deductions, Ensure adherence to policies and procedures, Provide weekly reports to the Finance Manager, Provide assistance to auditors



Recruit0542@npa.gov.za Fax no 012 843 4378

POST 07/93
:
ASSISTANT MANAGER: HUMAN RESOURCES (STAFF PROCUREMENT)

SALARY
:
R122 841P.A plus housing subsidy, pension and medical Benefits

CENTRE
:
Pretoria

REQUIREMENTS
:
A senior certificate or an equivalent qualification plus three (3 years) experience in Human Resources Management. Knowledge of Public Service Job Evaluation System and the compiling of Job Descriptions will be an added advantage. Knowledge of staff establishment. Knowledge of recruitment and selection processes. Knowledge of Public Sector legislation, policies and regulations, computer literacy in particular MS Word, Powerpoint, Excel, MS Outlook; MS Project Strong organisational, inter personal and communication skills Knowledge of Persal. Knowledge of employment equity and performance management.

DUTIES
:
Monitor and ensure effective implementation of recruitment and selection process. Prepare memorandums for appointments and renewal of contracts, approving transactions on Persal, confirming probations, supervision of staff, training and development of staff and compiling monthly reports, Conduct job analysis investigations with the Equate Job evaluation System, Develop, review and advice on job descriptions and job specifications, Manage the performance of HR Practitioners



Recruit0540@npa.gov.za Fax no 012 843 4376

POST 07/94
:
ASSISTANT LIBRARIAN
SALARY
:
R98 916 per annum, plus housing subsidy, pension and medical aid benefits

CENTRE
:
Pretoria

REQUIREMENTS
:
B.bibl or equivalent National Diploma qualifications. 2-3 years relevant experience in legal Library. Performing general administrative functions. Problem Solving skills. Report writing skills. Strong interpersonal and communication skills. Computer literacy (MS Word, Excel and Power point). Valid drivers license.

DUTIES
:
Manage the law library according to library principles. Search and obtain relevant legal material and documents. Control the lending out of legal material. Research on new acts and publications and make proposals to procure legal materials. Binding of law reports. Responsible for library stock taking and keeping of statistics. Performing of other duties as requested.



Recruit0537@npa.gov.za Fax no 012 843 4373

POST 07/95
:
WITNESS PROTECTION OFFICER (1)

SALARY
:
R98 256 per annum, plus housing subsidy, pension and medical aid benefits

CENTRE
:
Eastern Cape – Port Elizabeth

REQUIREMENTS
:
A standard 10 certificate and or diploma/degree. Knowledge of the Constitution and Bill of Rights. Knowledge of the functioning of the various levels of courts. Experience in cash handling and cash management. Experience in leasing and letting of properties. Knowledge of the Criminal Procedure Act. Must be prepared to undergo a “TOP SECRET” Security Clearance.

DUTIES
:
Document management. Financial management. Cash management. Procurement services (undercover). Carry out extensive communication telephonically.



Recruit0538@npa.gov.za Fax no 012 843 4374

POST 07/96
:
CHIEF ADMINISTRATIVE ASSISTANT

SALARY
:
R98 916  Plus  housing subsidy, medical aid and pension benefits

CENTRE
:
Pretoria (Priority Crimes Litigations Unit)

REQUIREMENTS
:
Bachelor degree or equivalent qualification, At least 3 to 5 years High Court Litigation administration and secretarial experience. 

DUTIES
:
Knowledge of legal documentation and processes, Administration policies and procedures relevant to the NPA. Litigation Dictaphone typing (at least 80 words per minute) Project Management and liaison. Data base and information management. Liaison with law enforcement agencies. Management of sensitive information. Top secret security clearance. Strong organizational and communication skills. Computer literacy especially in MS Word, Excel, PowerPoint, Microsoft Outlook and internet. Innovative, proactive and decisive under pressure, as well as solution orientated. Ability to meet strict deadlines and to work without supervision. Integrity and discretion when dealing with top secret and confidential matters. Willingness to work irregular hours under constant pressure and to travel from time to time. Code 8 driver’s license   Reliable transport. Management of the diaries and court commitments of the professional staff, Management of travel arrangements and all related expenditure for all members of the unit, Management of all procurement needs of the unit, Management of all litigation documentation, Management of access to the unit by visitors, Management of the physical resources, Litigation typing and secretarial functions. Provide support to the Assistant Director in the Management of confidential information, Management of investigations files, data bases, Monitoring the unit’s expenditure and providing inputs into the compilation of the annual budget and quarterly budget reviews, Interaction with key internal and external stakeholders, Being assigned responsibility for specific tasking within the unit’s project management systems, Providing administrative, organisational  and logistical support for the unit.



Recruit0544@npa.gov.za Fax no 012 843 4380 

POST 07/97
:
PRINCIPAL ADMINISTRATIVE ASSISTANT: GENERAL X2 (12 MONTHS CONTRACT)

SALARY
:
R79 407 – R92 193 per annum, plus housing subsidy and medical benefits
CENTRE
:
Pretoria (DSO) Head of Operations

REQUIREMENTS
:
Grade 12 and 2-3 years relevant experience. Limited decision-making powers in terms of own work and others (team leaders), Execution of policy and procedure.

DUTIES
:
Provide high-level administrative support to the professional staff, logistical support and Human resource administration. Keep a well organized filing system for the office. Provide Logistical support and administrative advice to the office. Liaise with DSO Head Office About all matters pertaining to the administrative functioning of the office. Plan, organize And co-ordinate the administrative activities in the office. Monitor and evaluate the Efficiency of the administrative services provided by the Department. Assist senior management In managing service providers and do quality assurance.



Recruit0519@npa.gov.za Fax no 012 843 4355

POST 07/98
:
PRINCIPAL ADMINISTRATIVE ASSISTANT FINANCE: SALARIES
SALARY
:
R79 407 per annum plus housing subsidy, pension and medical benefits

CENTER
:
Pretoria

REQUIREMENTS
:
A grade 12 or Degree/Diploma in Accounting or Financial Management, Excellent written and verbal communication skills. Ability to work under, Pressure. Ability to meet strict deadlines. Knowledge of BAS, PERSAL, PFMA, Treasury and Tax Regulations. The appointee will be subjected to security, Clearance, the signing of a performance and employment contracts.

DUTIES
:
Capture salary allowance, deductions and journal. Clear exceptions, Attend to Queries. Distribute payslips and item analysis. Tax management, Management of Terminations. 



Recruit0520@npa.gov.za Fax no 012 843 4356 

POST 07/99
:
PRINCIPAL ADMINISTRATIVE ASSISTANT: GENERAL
SALARY
:
R79 407 per annum plus housing allowance, annual service bonus, pension and Medical benefits

CENTRE
:
CPP Mmabatho, CPP Thohoyandou, DPP Kimberley, CPP Upington, DPP Pietermaritzburg, CPP Pietermaritzburg, DPP Johannesburg

REQUIREMENTS
:
Matric and relevant secretarial experience. Excellent general administrative skills, Excellent communication and interpersonal skills. Minute writing and report writing Skills. Typing skills , Computer literacy specifically Word, Excel , Power point, Outlook E-mail management and ability to work under pressure

DUTIES
:
To provide administrative and secretarial services to the unit. Diary Management Typing of correspondence and reports. Filling, screening of calls Receive visitors And guests. Travel and accommodation bookings. Prepare minutes of meetings And follow up on decisions made where necessary. Attend to correspondence and liaise with other role players within the Justice sector.



Recruit0523@npa.gov.za Fax no 012 843 4359

POST 07/100
:
PRINCIPAL ADMINISTRATIVE ASSISTANT: GENERAL

SALARY
:
R79 407 per annum plus housing allowance, annual service bonus, pension and medical benefits

CENTRE
:
DPP Johannesburg

REQUIREMENTS
:
Applicant must be in possession of a senior certificate or  equivalent qualification, with typing as a fully passed subject plus 2-3 years relevant experience. Very good communication skills (Written and Verbal).  General computer literacy and knowledge of programs such as MS Word, Power Point, Excel, Outlook.   Strong organisational ability. Ability to read, write and speak Afrikaans. Good interpersonal skills, Good office administration skills and good administration practice skills. 

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



Recruit0527@npa.gov.za Fax no 012 843 4363

POST 07/101
:
PRINCIPAL ADMIN ASSISTANT: GENERAL

SALARY
:
R79 407 p.a. plus housing allowance, annual service bonus, pension and medical benefits
CENTRE
:
DPP Kimberley (Upington Cluster 1), (Kimberley Cluster 1), DPP Cape Town, CPP Pietermaritzburg; CPP Mmabatho

REQUIREMENTS
:
Matric and relevant secretarial experience. Excellent general administrative skills, Excellent communication and interpersonal skills . Minute writing and report writing skills. Typing skills , Computer literacy, specifically Word, Excel, Power point, Outlook E-mail management and ability to work under pressure. 

DUTIES
:
To provide administrative and secretarial services to the unit. Diary Management. Typing of correspondence and reports. Filing, screening of calls. Receive visitors and guests. Travel and accommodation bookings. Prepare minutes of meetings and follow up on decisions made where necessary. Attend to correspondence and liaise with other role players within the Justice sector. 



Recruit0528@npa.gov.za Fax no 012 843 4364

POST 07/102
:
SENIOR ADMINISTRATIVE ASSISTANT: GENERAL
SALARY
:
R64 143 per annum plus housing allowance, annual service bonus, pension and medical benefits

CENTRE
:
DPP Pretoria (CPP Pretoria); DPP Pretoria (1), Nigel (1)

REQUIREMENTS
:
Matric/ Senior certificate and Paralegal Diploma. Computer literacy will be an added advantage

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



Recruit0529@npa.gov.za Fax no 012 843 4365

POST 07/103
:
PRINCIPAL ADMINISTRATIVE ASSISTANT: HR

SALARY
:
R79 407 per annum plus housing allowance, annual service bonus, pension And medical aid

CENTRE
:
DPP Pietermaritzburg, CPP Port Elizabeth

REQUIREMENTS
:
Equivalent B. degree or Diploma. Knowledge of PERSAL. Knowledge of Human Resource Management in the Public Service. Good communication(verbal written) Skills. Good organizational and people management skills. Computer literacy, Particularly Windows packages. Ability to work under pressure. Good interpersonal Relations.

DUTIES
:
Do variety of Human Resource functions and tasks in the region. Assist in Formulating, implementing and maintaining HR policies. Assist in the interview Process. Liaise with Corporate Services with regard to all matters pertaining to HR functions. Assist in the training and development programs in the office. Assist In the Performance Assessment process.



Recruit0524@npa.gov.za Fax no 012 843 4360

POST 07/104
:
DOCUMENT PRACTITIONER (6)

SALARY
:
R79 407 Plus  housing subsidy, medical aid and pension benefits

CENTRE
:
IMSC: Document Centre

REQUIREMENTS
:
Matric and five years experience in a Document Centre and the successful completion of a registry and/ or archives course. Thorough knowledge and relevant experience in Registry procedures, Codified instructions, Postal matters and the National Archive Act, no 43 of 1996. 

DUTIES
:
Perform a variety of administrative duties such as opening of mail and distribution thereof to relevant offices. The drawing and distribution of files, maintenance of files, distribution of circulars, receiving of incoming documentation, filling of correspondence on files, keeping registers  up to date (franked mail register, remittance register etc.) Dealing with appointments, transfers, resignations, and all personnel related issues. The maintenance of various registers in accordance with the file plan and electronic document management procedures. 



Recruit0543@npa.gov.za Fax no 012 843 4379

POST 07/105
:
COURT PREPARATION OFFICERS

SALARY
:
R79 407 per annum plus housing allowance, annual service bonus, pension and medical benefits

CENTRE
:
DPP Western Cape (George), (Mosselbay), Westonaria

REQUIREMENTS
:
Matric / senior certificate, legal degree or any other relevant experience would be an advantage. Ability to act independently without constant supervision. Excellent administrative skills, good communication and problem solving skills. Ability to work well with children.

DUTIES
:
Provide holistic and integrated care for victims of crime, customers and witnesses within the court environment. Prevent secondary traumatisation by providing a safe and secure environment in which to testify. Implement court preparation for children and adult victims of crime, customers and witnesses and perform all other duties in relation thereto. Liaise with investigating officers and social workers. Liaise with and report to the prosecutor/ Assistant Director-Court preparation in respect of court preparation. Perform all duties in accordance with general accepted court preparation techniques. 



Recruit0531@npa.gov.za Fax no 012 843 4367

POST 07/106
:
SENIOR ADMINISTRATIVE ASSISTANT: GENERAL
SALARY
:
R64 143 per annum plus housing allowance, annual service bonus, pension And medical benefits

CENTRE
:
NPS Head Office, DPP Cape Town (2), DPP Kimberley, CPP Rustenburg, CPP East Rand

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

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



Recruit0525@npa.gov.za Fax no 012 843 4361

POST 07/107
:
SENIOR ADMINISTRATIVE ASSISTANT: GENERAL

SALARY
:
R64 143 per annum, plus housing subsidy, pension and medical aid benefits

CENTRE
:
Johannesburg (1)

REQUIREMENTS
:
Grade 12 and 1-2 years relevant experience. Good telephone etiquette. Typing skills. Good interpersonal and communication skills. Computer skills.

DUTIES
:
Office Administration: capture case plans. Distribute and back up case plans. Case register: Capture incoming cases. Generate letters to complaints. Follow up lacking information. IT System administrator: Application for access to register. Advice regarding up-grading of hard and software.



Recruit0535@npa.gov.za Fax no 012 843 4371

POST 07/108
:
SENIOR ADMINISTRATIVE ASSISTANT: GENERAL

SALARY
:
R64 143 per annum, plus housing subsidy, pension and medical aid benefits

CENTRE
:
Pretoria

REQUIREMENTS
:
Grade 12 and 1-2 years relevant experience. Good telephone etiquette. Typing skills. Good interpersonal and communication skills. Computer skills.

DUTIES
:
Switchboard Operating: Response handling and diversion of calls. Telecommunication Management: Liaise with service provider on telecommunication problems. Monthly printout of telephone accounts. Correspondence handling. Executing a variety of administrative tasks.



Recruit0536@npa.gov.za Fax no 012 843 4372

POST 07/109
:
SWITCHBOARD OPERATOR
SALARY
:
R54 222 per annum plus housing allowance, annual services bonus, Pension and medical benefits

CENTRE
:
DDPP DURBAN, DPP Pietermaritzburg(2)

REQUIREMENTS
:
Matric certificate. Computer literacy with and understanding of Ms office, Good interpersonal skills are additional requirements.

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



Recruit0526@npa.gov.za Fax no 012 843 4362

POST 07/110
:
ADMINISTRATIVE ASSISTANT: GENERAL

SALARY
:
R54 222 per annum plus housing allowance, annual service bonus, pension and medical benefits

CENTRE
:
DPP Cape Town (2), DPP Kimberly, CPP Port Elizabeth

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

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



Recruit0530@npa.gov.za Fax no 012 843 4366

POST 07/111
:
ADMINISTRATIVE ASSISTANT: GENERAL
SALARY
:
R54 222 per annum plus housing allowance, annual service bonus, pension and medical benefits

CENTRE
:
DPP Cape Town (2)

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

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



Recruit0532@npa.gov.za Fax no 012 843 4368

POST 07/112
:
ADMINISTRATIVE ASSISTANT: GENERAL (1)
SALARY
:
R54 222 Plus housing subsidy, medical aid and pension benefits

CENTRE
:
Pretoria (SOCA)

REQUIREMENTS
:
Senior Certificate or equivalent. Experience in performing general administrative functions. Good planning and organizing skills, written and verbal communication. General Computer Literacy skills and knowledge in programs such as MS Word, Excel, PowerPoint, etc. Excellent organizational, leadership and problem solving skills. Strong interpersonal  and Communication skills. A valid drivers license will be an added advantage.

DUTIES
:
Provide administrative support to the Corporate Manager and delegated officials of the SOCA Unit. Manage and prioritise matters. Liaise and communicate with senior managers Within the NPA and other relevant stake holders. Plan, organize and coordinate events, Meetings or other engagements as required by the Corporate Managers or delegated Official. Manage information and ensure an easy reference filling system for the Unit Prepare correspondence, documents, reports, presentations, etc as required and instructed By the Corporate Manager. Prepare minutes of meetings and follow up on decisions made where necessary. Make travel and accommodation arrangements and attend to all procurement requests. Any other duties as requested by the Corporate Manager or a delegated official.  



Recruit0541@npa.gov.za Fax no 012 843 4377 

POST 07/113
:
OFFICE CLEANERS 9 POSTS


(1 post for each region/province) Level 2

SALARY
:
R40 227 per annum (plus normal benefits).

CENTRE
:
Polokwane, Potchefstroom, Witbank, Port 



Elizabeth, Cape Town, Bloemfontein, 



Kimberley, Johannesburg, Durban.

REQUIREMENTS
:
Must be able to interact with other people. Must be prepared to travel at short notice. Must be prepared to undergo “TOP SECRET” Security Clearance. Must be prepared to undergo regular Polygraph and or voice stress analysis testing.

DUTIES
:
To report directly to the Witness Protection Officer or any delegated officer, To render cleaning services at Regional  Offices AND safe houses. To be able to use washing machines and, Tumble driers. Hand wash certain items.  Iron all linen etc.


Recruit0539@npa.gov.za Fax no 012 843 4375

ANNEXURE K
DEPARTMENT OF PROVINCIAL AND LOCAL GOVERNMENT

The vision of the Department of Provincial and Local Government (the dplg) is one of having a well co-ordinate system of government consisting of National, Provincial and Local spheres working together to achieve sustainable development and service delivery. The dplg intends to invest in human capital, increase integrated technical capacity directed at service delivery and promote representivity in the Department through the filling of these posts. Candidature of persons whose appointment/transfer/promotion will promote representivity will therefore receive preference.

APPLICATIONS
:
The Personnel Administrator, Human Communications, Telephone: 011-807 3260, PO Box 1305, Rivonia, 2128 or fax to 086 619 7693 or e-mail to humancv@humancommunications.co.za (MS Word)
NOTE
:
Applications must be submitted on form Z83 (application form) obtainable from any Public Service department, and should be accompanied by a comprehensive CV and certified copies of qualifications. Incomplete applications or applications received after the closing date will not be considered. Due to the large number of responses anticipated, correspondence will be limited to short-listed candidates only. If you have not been contacted within three months after the closing date of the advertisement, please accept that your application has been unsuccessful and we thank you for the interest shown in the dplg.

MANAGEMENT ECHELON

POST 07/114
:
SENIOR MANAGER: FINANCIAL ACCOUNTING SERVICES (DIRECTOR LEVEL)


Branch: Office Of The Chief Financial Officer

SALARY
:
All inclusive remuneration package of R 502 725 per annum (The package includes a basic salary (60% of package), State’s contribution to the Government Employee Pension Fund (13% of basic salary) and a flexible portion that may be structured in terms of the applicable guidelines.)
CENTRE
:
Pretoria 

REQUIREMENTS
:
A three-year degree/diploma or equivalent qualification coupled with extensive relevant experience linked to the duties attached to the post. Extensive knowledge of General Accepted Accounting Practice (GAAP), and General Recognised Accounting Practices (GRAP), the Public Finance Management Act, Treasury Regulations and all procurement prescripts. Understanding of government policies, financial policies and legislation. (Skills: Advanced budgeting and financial skills; people- and diversity management skills; advanced business and report writing skills; facilitation and presentation skills; problem analysis and problem solving skills; strategic management and analytical thinking skills and advanced computer skills. (Communication: Ability to communicate effectively at all levels. 

DUTIES
:
The successful candidate will - be responsible for the overall management of the Directorate: Financial Accounting Services; prepare the annual financial statements of the Department; develop, implement and monitor the procedures and policies with regard to financial accounting and the BAS system; establish and maintain appropriate systems (analytical tools, information systems and financial models) and policies to ensure effective and efficient management of resources; ensure compliance with the PFMA, Treasury Regulations and other related legislation and instructions with regard to financial accounting; support the office of the CFO and other line managers in the execution of their functions in terms of PFMA and TR. reconcile all general ledger accounts; and prepare the expenditure management report and cash flow analysis.

ENQUIRIES
:
Mr M Sigaba, Tel: 012 334-0600
CLOSING DATE
:
23 February 2007
NOTE
:
The successful candidate for the post will sign an annual performance agreement, annually disclose his/her financial interests and be subjected to a security clearance of top secret.
POST 07/115
:
SENIOR MANAGER: ADMINISTRATIVE SERVICES (DIRECTOR LEVEL)


Branch: Corporate Services



Purpose: To provide effective and efficient overall management of administrative and logistical services regarding building, facilities and maintenance, security services and records management, auxiliary and support services

SALARY
:
An all-inclusive remuneration package of R 502 725 per annum. The package includes a basic salary (60% of package), State’s contribution to the Government Employee Pension Fund (15% of basic salary) and a flexible portion that may be structured in terms of the applicable guidelines. 

REQUIREMENTS
:
An appropriate 3-year degree/ diploma or equivalent qualification. In-depth knowledge of contract and property management, maintenance services and occupational health and safety standards and practices. Advanced skills in tender and contract management, analytical thinking and innovation, communication and writing skills, formulation of policies as well as the ability to engage in high-level negotiations, people and financial management, computer literacy. Results oriented and innovative work ethics. Knowledge of labour relations. Leadership skills and excellent interpersonal relations.

DUTIES
:
The duties will include the following: Develop and implement programmes, policies and strategies on Building and Maintenance, Facilities, Records and Security Management, Auxiliary and Support services in the dplg in compliance with the government’s prescripts and legislations. Provide strategic direction and management on the implementation of transport, travel, telephone and catering services in the dplg. Promote and monitor the establishment and maintenance of mechanisms on property management and office accommodation for the department of Public Works legislation and the Occupational Health and Safety Act. Liaise with the Department of Public Works and the landlords on property management, maintenance and office accommodation matters for the dplg. Ensure that the dplg has the efficient facilities that promote a conducive, healthy and safe working environment Manage the development and monitoring of security measures, standards and procedures (personnel, document, physical, communications, computer and surveillance security) based on the Minimum Information Security Standards (MISS) within the Department. Ensure that record management practices comply with the requirements of the National Archives Act. Foster strategic and closer working relations with other departments and service provider’s in-order to promote partnerships and co-ordinated service delivery. Provide strategic advice to the Deputy Director-General: Corporate Services and the dplg management on building and maintenance, facilities management, records management and security management within dplg.

ENQUIRIES
:
Mr T Faba, Tel: (012) 334 0700
CLOSING DATE
:
02 March 2007
OTHER POSTS

POST 07/116
:
MANAGER (DEPUTY DIRECTOR LEVEL)


[Directorate: Municipal Support and Capacity Building]


Branch: Systems And Capacity Building



Purpose: To develop and implement the institutional capacity building policies and strategies to support local government
SALARY
:
An all inclusive remuneration package R 289 635 per annum
CENTRE
:
Pretoria
REQUIREMENTS
:
An appropriate recognized 3-year degree or equivalent plus appropriate managerial experience A specialization in capacity building/ Project Management will be an advantage In depth knowledge and understanding of legislation and policies governing local government and the dplg, its functions, services and legislation Advanced level of planning, implementation, monitoring and evaluation skills Excellent verbal and written communication Excellent computer and time management, Ability to be self-driven and solutions-orientated Good interpersonal skills as well as valid drivers license

DUTIES
:
Implement the NCBF and CAT Develop appropriate national systems, approaches and mechanism to mainstream hands on capacity building support to municipalities Develop systems and approaches to coordinate and monitor capacity building initiatives in LG Develop, implement, monitor and evaluate the effectiveness of capacity building support programs Implement the KSP program
ENQUIRIES
:
Ms B Mculu, Tel.012-334 4903
CLOSING DATE
:
23 February 2007
POST 07/117
:
MANAGER: ADMINISTRATION (DEPUTY DIRECTOR LEVEL)


(Directorate: LG Institutional Development Systems)
SALARY
:
An all inclusive remuneration package R 289 635 per annum
CENTRE
:
Pretoria
REQUIREMENTS
:
The ideal candidate must be in possession of an appropriate Bachelor’s degree or equivalent qualification in Law or the Human Sciences plus  relevant experience.  The person must also have strong management and communication skills, good interpersonal relations, the ability to function independently, and the ability to demonstrate effective problem identification and analytical skills.  Computer literacy in the MS Office suite and computer based legal resources is essential. Project management skills will be an added advantage.  A good understanding of local government policies and legislation is required, together with knowledge of the manner in which government operates.
DUTIES
:
The successful candidate will be required to manage the administration of local government legislation, including the Municipal Demarcation Act, 1998, the Municipal Structures Act, 1998, the Municipal Systems Act, 2000, as well as relevant related legislation pertaining to local government.  He / she will also be required to independently undertake and manage research and policy development in support of legislation and to manage and support the institutional enhancement of local government in as far as it relates to the efficient functioning of elected institutions. He / she will also be required to develop and manage a database on Local Government; deal with queries from municipalities, provinces and other stakeholders and to this end be able to interpret and apply policies and practices; formulate and write reports, Cabinet Memoranda, minutes, letters, draft legislation, etc.  In addition, he / she will be required to manage the activities of the sub-directorate and supervise staff.
ENQUIRIES
:
Ms S Ndinisa, (012) 334 4900 
CLOSING DATE
:
23 February 2007
POST 07/118
:
MANAGER: ADMINISTRATION (DEPUTY DIRECTOR LEVEL)


(Directorate: LG Institutional Development Systems)
SALARY
:
An all inclusive remuneration package R 289 635 per annum
CENTRE
:
Pretoria
REQUIREMENTS
:
The ideal candidate must be in possession of an appropriate Bachelor’s degree or equivalent qualification in the Human Sciences. The person must also have strong management and communication skills, good interpersonal relations, the ability to function independently, and the ability to demonstrate effective problem identification and analytical skills. Advanced computer literacy in the MS Office suite, with advanced knowledge in the application of MS Excel is essential. Project management skills will be an added advantage. A good understanding of local government policies and legislation is required, together with knowledge of the manner in which government operates.
DUTIES
:
The successful candidate will be responsible for promoting an effective local public administration through amongst others the implementation of Chapter 7 of the Municipal Systems Act, 2000. He/ She will render support with regard to the implementation of the new system of local government, and assist in the development of strategies and policies to enhance local government administration. He/ She will administer selected provisions of the Local Government: Municipal Demarcation Act, 1998, the Local Government: Municipal Structures Act, 1998, the Local Government: Municipal Systems Act, 2000; certain provisions of the Remuneration of Public Office Bearers Act, 1998 and other related legislation. He/ She will monitor and support government programs in former cross-boundary municipalities and shall be responsible to manage the system of remuneration of councilors. Deal with queries from municipalities, provinces and other stakeholders and to this end be able to interpret and apply policies and practices; formulate and write reports, Cabinet Memoranda, minutes, letters, draft legislation, etc.  In addition, he / she will be required to manage the activities of the sub-directorate and supervise staff.
ENQUIRIES
:
Ms S Ndinisa (012) 3344900
CLOSING DATE
:
23 February 2007
POST 07/119
:
DEPUTY MANAGER: ORGANISATIONAL RENEWAL AND EFFECTIVENESS


Directorate: Organisational Development

SALARY
:
R146 685 per annum.

CENTRE
:
Pretoria
REQUIREMENTS
:
An appropriate three-year degree plus a Certificate in Organisation and Work Study (Management Services) or a National diploma in Organisation and Work Study complemented by hands-on experience. The successful candidate must be a dynamic, self-motivated individual with the ability to focus on detail, yet think laterally with an in-depth knowledge of: organisational development/ practices and processes with a proven track record in change management, government framework on public service transformation, and service delivery improvement. Competencies (Organisational Development (Service delivery improvement (Analytical thinking and problem-solving abilities (Action oriented and results driven, innovative and customer focused individual (Excellent communication (verbal and written) and interpersonal skills.
DUTIES
:
The successful candidate will: Assist the Manager in the development and implementation of institutional policies aimed at improving corporate transformation, service delivery improvement, organisational culture and values, leadership, relationship management( Assist the Manager with the determination of functions and processes that are necessary to carry out the objectives of the units( Assist the manager with the facilitation of workshops at streamlining work processes and procedures (Facilitate change awareness campaigns and facilitate the creation of an environment that is receptive to change( Co-ordinate surveys on transformation and service delivery projects, analyse results and recommend appropriate interventions( Facilitate the induction of employees( Work closely with all units that have impact on organisational transformation and ensure that appropriate structures are established and are functional.(Facilitate Batho-Pele campaigns.
ENQUIRIES
:
Ms L Khuele: Tel: (012) 334-0911

CLOSING DATE
:
02 March 2007
POST 07/120
:
CHIEF REGISTRY CLERK
SALARY
:
R 122 841 per annum
REQUIREMENTS
:
A degree or diploma in records management, plus extensive experience in the Registry. Successfully completed National Archive’s Records Management Course will be an added advantage. Excellent interpersonal, liaison and communication skills. People management. Time Management. Computer literate. Basic Knowledge of the National Archives and Records Services of South Africa Act. Knowledge of customer care relations and Batho Pele principles. Core Competencies: Excellent time management and organisational skills. Excellent written and oral communication skills. Must be customer-focused. Must work well under pressure and changing priorities. Strong prioritization and organizational skills. Flexibility to work in a changing, fast- paced environment. Strong sense of urgency and accountability.
DUTIES
:
Responsibilities: Ensure smooth running of messenger, courier and postal services. Management of registry activities, Supervising of messengers and registry clerk. Establish a competency framework to identify knowledge and skills required by registry clerks and messenger. Train registry clerks and messengers. Develop and implement registry and mail procedure manuals. Develop and update the register of files opened Control the movement of records in the department. Develop, implement and maintain the file tracking schedule. Assist in the development and maintenance of the file plan. Supervise the overall use of the file plan in the registry. Rectify the misfiling of records. Ensure that files opened correlates with the provision of the file plan. Monitoring the description on the paper based file covers. Supervise the filing of correspondence. Compile monthly statistics in the registry. Assist in records audits in the department. Implement systematic disposal authority.
ENQUIRIES
:
Mr S Mnguni, Tel (012) 334 0981
CLOSING DATE
:
23 February 2007

ANNEXURE L
DEPARTMENT OF SCIENCE AND TECHNOLOGY

APPLICATIONS
:
The General Manager: Human Resource, Private Bag X894, Pretoria, 0001

NOTE
:
Applications must be submitted on a Z83 form, obtainable form any Public Service department, and should be accompanied by a comprehensive CV (including two contactable referees) and certified copies of qualifications. Applications are invited from all race groups.  It is the responsibility of applicants with foreign qualifications to have such verified by SAQA.  

OTHER POSTS

POST 07/121
:
APPOINTMENT SECRETARY (ASSISTANT DIRECTOR)


We are looking for a person with highly developed interpersonal skills who is service-oriented, innovative and creative.  The person should be fluent in both English and Afrikaans. Any additional languages would be advantageous

SALARY
:
R146 685 per annum

CENTRE
:
Pretoria / Cape Town 

REQUIREMENTS
:
The candidate should have a 3 year bachelor’s degree or proven track record of practical experience as Personal Assistant at an executive level. The candidate should have good interpersonal and communication skills, should possess analytical skills and be able to manage multiple tasks simultaneously; good planning, organisation and decision-making skills. The person must be able to work independently within a pressurised environment, should be able to take initiative and be able to perform with minimum supervision.  Excellent computer literacy is requirement for this post. The incumbent must be willing to travel, work long hours and do sessional duty in Cape Town. The incumbent should have integrity and discretion in dealing with secret or confidential matters.  A Code 8 Driver’s licence is essential. 

DUTIES
:
The incumbent will be responsible for diary management and logistics as well as coordinating the Deputy Minister’s day to day activities.  The person will also provide him with the necessary background material, briefing notes and speeches. Confirm appointments in writing. Compilation of programmes and agendas for events/meetings. Draft letters for the Deputy Minister’s signature, take minutes at meetings and compile reports. 

ENQUIRIES
:
Ms. N. Moolla, (012) 843 6666 

CLOSING DATE
:
24 February 2007

POST 07/122
:
SENIOR SECRETARY GRADE III
SALARY
:
R79 407 per annum

CENTRE
:
Pretoria (CSIR Campus)

REQUIREMENTS
:
Senior Certificate or equivalent, a secretarial qualification plus appropriate experience. In addition to being impeccably professional, the candidate should have the following attributes: Computer literacy (Ms Office); Ability to work under pressure and independently. Good verbal and written communication skills; Good Interpersonal relations; good organizational skills; ability to take initiative and be able to perform with a minimum supervision.

DUTIES
:
The appointee will provide full secretarial support to the General Manager: Human Resources, effective time and diary management, organize meetings and draft agendas; handle outgoing and incoming correspondences, arrange travel and accommodation, prepare claims on behalf of the Managers, organize meetings and workshops, arrange refreshments for meetings, operating standard office equipment, drafting standard letters, receipt and transmit messages.

ENQUIRIES
:
Ms Tebogo Mabitsi 012 843 6712

CLOSING DATE
:
10 February 2007

ANNEXURE M
DEPARTMENT OF SOCIAL DEVELOPMENT

It of the successful candidate to undergo an appropriate security clearance.  is our intention to promote representivity (race, gender and disability) in the Public Service through the filling of this post and candidates whose transfer/promotion/ appointment will promote representivity will receive preference.  An indication in this regard It is the applicant's(will facilitate the processing of applications.
APPLICATIONS
:
The Director General, Department of Social Development, Private Bag X901, Pretoria, 0001 Physical address: HSRC Building, 134 Pretorius Atreet
FOR ATTENTION
:
Ms J Malala 

CLOSING DATE
:
12 March 2007

NOTE
:
A curriculum vitae with a detailed( description of relevant experience, the names of two referees and certified It will be required(copies of qualifications must accompany your application (Z83  responsibility to have foreign qualifications evaluated by the South African Applicants must please note that they will be(Qualification Authority (SAQA).  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 3 months after the closing date of this advertisement please accept that your application was unsuccessful.  

OTHER POSTS

POST 07/123
:
ASSISTANT DIRECTOR: STRATEGIC PLANNING AND POLICY MONITORING



Directorate: Population and Development Strategy 

SALARY
:
R183 084 per annum
CENTRE
:
Pretoria
REQUIREMENTS
:
An appropriate recognised( Bachelors degree or equivalent qualification in social sciences/population studies PLUS credible experience in the population and development field. Knowledge of population dynamics.(Knowledge about population policy matters. Competencies needed: Strategic,(  Project management((operational and project planning skills. Communication (written, verbal and(Monitoring and evaluation skills. (((skills. Planning and organising skills.(Computer literacy. (liaison) skills.  

DUTIES
:
Key Responsibilities: Render( a professional support service during the production of the annual State of Facilitate annual surveys in the government(South Africa’s Population Report.  sector in order to collect information for the compilation of annual reports on Facilitate business and project planning and(population policy implementation.  Assist with rendering technical(monitor and report on progress therewith.  guidance/support to government policy makers and planners to integrate population issues into policies, strategies and development planning.

ENQUIRIES
:
Ms I Mentz Tel: (012) 312-7957

POST 07/124
:
SENIOR ADMINISTRATIVE OFFICER


Directorate: NPO Compliance and Capacity Building

SALARY
:
R122 841 per annum
CENTRE
:
Pretoria
REQUIREMENTS
:
An appropriate Bachelors Degree( or Diploma (or equivalent qualification) PLUS credible experience in NonProfit Knowledge of the PFMA and Treasury Regulations.(Organisations.   Knowledge of the Non Profit Organisations( Knowledge of the(Act and other related legislation will be an added advantage.  the Non Profit Organisation`s Sector.  Knowledge of policy development.(  Ability to speak and write at least one( Africa (South African) language.  Valid code 08( drivers` licence. Competencies needed: Ability(( to analyse and interpret applications for registration in terms of the Non Profit Organizations Act.   Planning and( Problem solving(Communication skills (verbal and written). (organizing skills.  Computer literacy.(Customer care skills. (Presentation skills. (skills.  Analytical skills.( Attributes: Accurate.(( Ability to work under pressure and to cope with a high work load.(Compliant. ( Adaptable.(  Diversity(Disciplined. ( Independence and self(Friendly and trustworthy. Diplomacy. (commitment.  starter.   Persuasive.(Assertive. (
DUTIES
:
Key Responsibilities: Receive new applications that meet(( Process(the requirements of the provisions of section 12 of the NPO Act.  applications for registration by capturing organizational information on the NPO database.  Acknowledge each( application received and advise organizations that did not met the Liaise with the public, donor community and organizations and to(requirements.  deal with general enquiries.

ENQUIRIES
:
Ms V Meyer Tel: (012) 312- 7687

ANNEXURE N
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. We welcome applications from persons with disabilities.(
APPLICATIONS
:
The Acting Director-General, Department of Sport and Recreation, Private Bag X896, Pretoria, 0001 or 66 Regent Place, cnr Vermeulen & Queen Street, PTA, 
FOR ATTENTION
:
Human Resources.

CLOSING DATE
:
23 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. All applicants must be South African citizens. It will be required of all successful candidates to sign a performance agreement.

OTHER POSTS
POST 07/125
:
LEGAL SERVICES ADVISOR: LEGISLATION AND CONTRACTS


Directorate: Legal Services

SALARY
:
R122 841 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
A relevant diploma and 3-5 years experience in the clerical/administrative field. Thorough knowledge of principles and procedures within the relevant legal framework including best practices in this arena. Advanced legal administration skills and thorough knowledge of parliamentary processes. Must be able to handle confrontational situations with diplomacy. Computer literacy and good communication skills are also essential.

DUTIES
:
*Provide advice on legal matters by performing research pertaining to a variety of issues and topics. *Assist with the drafting of proposed legislation. *Draft contracts and agreements between SRSA and clients, staff service providers, federations, international sports bodies, etc. *mange and monitor budgets.

ENQUIRIES

Job Related Mr G Boshoff Tel (012) 304 5008 General Enquiries: Mr G Pretorius Tel (012) 304 5123

POST 07/126
:
HUMAN RESOURCE DEVELOPMENT PRACTITIONER
SALARY
:
R122 841 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
A relevant diploma  and 3-5 years experience in  the field of human resource Development. Thorough knowledge of principles and procedures for HRD including best practices in this arena. Experience in designing and implementing HR Development interventions and programmes either individually or as part of a team. Computer literacy and good verbal and written communication skills are essential. 

DUTIES
:
Develop, maintain and implement the Workplace skills Plan (WSP) *Advise the department on HR development matters by providing assistance in managing the job evaluation process, assisting with establishing and identifying strategic priorities for training and development, and assisting with career development, performance management and skills development framework. *Administer bursaries, training, learnership and internship programmes within the Department *Develop an induction and orientation programme for the department in consultation with other directorates.

ENQUIRIES
:
Ms J Boonzaaier Tel 012 304 5007 General Enquiries: Ms N Johnson Tel 012 304 5025

POST 07/127
:
STATE ACCOUNTANT: EXPENDITURE MANAGEMENT



Directorate: Finance

SALARY
:
R122 841 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
A relevant diploma and 3-5 years experience and knowledge in finance on BAS, LOGIS and PERSAL, PFMA and Treasury Regulations. Computer literacy and good verbal and written communication skills are essential.

DUTIES
:
Compile monthly and annual (or when needed) expenditure reports according to established accounting techniques and procedures, regulatory requirements and SRSA policies. *Manage accounts by implementing data coming to the payroll system from various sources; summarize and balance payroll monthly. * Operate BAS/PERSAL system transactions and ensure payments are timeously and accurately verified and executed. *Supervise, mentor, evaluate, give feedback to, discipline and coach all sub-ordinates. *Train assigned employees in their areas of work in expenditure management including required documentation, updated procedures, methods, techniques, and the set up and use of computer programs. *Analyze and review financial documents. 

ENQUIRIES

Job Related Ms S Shabangu Tel (012) 304-5132 General Enquiries: Ms N Tshabalala Tel (012) 304 5142 

POST 07/128
:
STATE ACCOUNTANTS: BUDGETING AND REPORTING

SALARY
:
R122 841 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
A relevant diploma and 3-5 years experience in budgeting and reporting such as financial statements. Candidates should have a thorough knowledge of BAS, PFMA, Treasury Regulations and DoRA and ability to handle a high level of complexity as well as high work volumes within the work environment. Computer literacy and good verbal and written communication skills as well as skill in presenting reports and recommendations are essential.
DUTIES
:
Compile weekly, monthly and annual financial and statistical financial reports according to established accounting techniques and procedures, regulatory requirements and SRSA policies *Manage accounts by monitoring and balancing various accounts verifying availability of funds and classification of expenditures, researching and analyzing accounts to resolve problems and tabulate financial and statistical data. *Supervise and develop subordinates. *Analyze and review financial documents and report on trends and risk to management *Ensure that internal control measures are executed *Check and oversee functions performed by subordinates *Compile budget related exercises. Gather information on financial statements. *Compile DoRA/Month-end reports. *Manage and monitor budgets.

ENQUIRIES

Job Related Mr R Molopyane Tel (012) 304 5102 General Enquiries: Ms N Tshabalala Tel (012) 304 5142

POST 07/129
:
STATE ACCOUNTANT: BOOKKEEPING SERVICES
SALARY
:
R122 841per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
A relevant diploma and 3-5 years of full-time experience in bookkeeping, debtor and revenue management. Candidates should have a good working knowledge of the PFMA, Treasury Regulations. Computer literacy and good verbal and written communication skills are essential. 

DUTIES
:
Compile weekly, monthly and annual financial reports. *Revenue management and submission of classification of revenue to National Treasury. *Supervise, mentor, evaluate, give feedback to, discipline and coach all sub-ordinates *Ensure that internal control methods are executed in compliance to SRSA policies, procedures and regulations. *Provide training in the area of bookkeeping services to assigned subordinates. *Check and verify debt management functions. * Check bank reconciliation for correctness and timelines. *Recommend to management on structures, policies and procedures in related areas of expertise. *Maintain and reconcile a variety of ledgers. *Oversee the Sub-directorate’s budget and resources in accordance with the Public Finance Management Act (PFMA) of 1999 and Treasury Regulations.

ENQUIRIES

Job Related Mr L Fourie Tel (012) 304 5013 General Enquiries: Ms N Tshabalala Tel (012) 304 5142

POST 07/130
:
HUMAN RESOURCE PRACTITIONER: POLICY AND PLANNING


Directorate: Human Resources

SALARY
:
R 122 841 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
A relevant Bachelor’s Degree and or diploma and 3 – 5 years full-time experience within the field of HR policy drafting and the management thereof. Candidates must have excellent communication and organizational skills, project management skills and a thorough knowledge of HR management including best practices in this arena.  Candidates must have an in-depth appreciation for business ethics and capability to maintain a high level of confidentiality and sensitivity regarding work issues. Computer literacy skills are also essential.

DUTIES
:
Identification of policy shortcomings by evaluating current policy levels of compliance. *Research into HR policies and practices to ensure that current applicable laws, regulations and contract requirements are continuously met. *Advise on implementation and application of HR policies and practices by maintaining procedure manuals and scripts. *Monitor the implementation and application of HR policies and practices. Coordinate HR Planning. *Prepare reports, memos, summaries and analyses findings on HR policies and practices.

ENQUIRIES
:
Ms J Boonzaaier Tel 012 304 5007 Ms N Johnson Tel 012 304 5025
POST 07/131
:
SPORT AND RECREATION COORDINATOR: CLUB DEVELOPMENT


Directorate: Client Support Services

SALARY
:
R98 916 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
A relevant Bachelor’s Degree and or diploma plus 3 – 5 years full-time experience in the field of sport programmes implementation including the management thereof. Must be in possession of a code 08 drivers license and be willing to travel, must also be prepared to work over weekends. Candidates must have excellent planning and project management skills, specifically in the area of sport club development. Thorough knowledge of principles and procedures for management including best practices in this area. Computer literacy and good verbal and written communication skills are also essential. 

DUTIES
:
*Assist with the development and maintenance of a framework to develop sport clubs. *Assist with the development and maintenance of delivery mechanisms to develop sport clubs.  *Assist with the monitoring and evaluation of sport clubs. *Assist with the development and implementation of interventions to develop sport clubs. *Prepare reports, memos, summaries and analyses findings on sport club development. 

ENQUIRIES
:
Ms E Thinta Tel: (012) 304 5140 Ms N Johnson Tel (012) 304 5025

POST 07/132
:
SENIOR HUMAN RESOURCE ADMINISTRATOR 
SALARY
:
R98 916 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
A relevant diploma and 3 – 5 years experience in the field of HR Administration. Thorough knowledge of the PERSAL payroll system. Thorough knowledge of principles and procedures for HR Administration including best practices in this arena. Computer literacy and good verbal and written communications skills are also essential. 

DUTIES
:
*Oversee / execute the processing of HR transactions relating to: the employee records unit. Ensure departments are assisted in preparing documents to request personnel activity and upon receipt of documents ensure that the information is verified. Ensure the obtaining of authorized signatures and key information into the HR/Payroll system. Ensure required signatures are obtained for various actions requested. Oversee/ Execute all HR transactions relating to all conditions of service, such as: Leave management, Salary adjustments, package structuring and other incentive bonuses, Long service recognition, Quarterly Reports (compilation of the various HR directorates inputs into a comprehensive report ), Injury on duty processes, Remuneration of allowances, Resettlement expenditure. * Execute the recruitment, selection and placement process. *Provide a HR registry service.

ENQUIRIES

Job Related Ms J Boonzaaier Tel 012 304 5007 General Enquiries: Ms N Johnson Tel 012 304 5025

POST 07/133
:
REGISTRY OFFICER

SALARY
:
R98 916 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
A relevant diploma and 3 – 5 years experience in the clerical / administrative field Records Management course will be a strong recommendation. Candidates must have thorough knowledge of principles and procedures for safekeeping and distribution of documents including best practices in this arena. Computer literacy and good verbal and written communication skills are essential.

DUTIES
:
Ensure compliance with statutory prescripts pertaining to safekeeping of documents and records by performing audits of information created and stored within SRSA, development of policies and procedures, assisting with compliance to Access to Information Act. *Oversee the filing and distribution of documents and records. *Oversee the replication of documents and records according to the policies of SRSA and relevant legislation. *Perform general clerical and administrative functions.

ENQUIRIES

Job Related Mr D Jansen Van Vuuren Tel (012) 304 5023 General Enquiries: Mr G Pretorius Tel (012) 304 5123

POST 07/134
:
AUDIT CLERK



Directorate: Internal Audit

SALARY
:
R98 916 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
Relevant Bachelor’s degree/ Graduate degree, preferably BComm – Accounts, Auditing and Internal Auditing major or BTech - Internal Auditing /Post graduate degree: Studying towards CIA  and 3-5 years experience in Internal Auditing. Must be in possession of a drivers license and be willing to travel. Computer literacy and good written and verbal communication skills are also essential. Knowledge of and skill in applying internal auditing and accounting principles and practices. Knowledge of industry program policies, procedures, regulations and laws, including the PFMA are also required.

DUTIES
:
*Make follow-ups on the implementation and effect of agreements. *Collect information, reviews evidence, documents, develops and administers surveys, composes summary memos, and prepares working papers. *Assist with the development of and responsible for the record-keeping of a database for knowledge management purposes. *Provide administrative support required in the execution of audits and the reporting thereof. *Assist with the identification, development and documentation audit issues and recommendations concerning areas being reviewed. *Assist 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. *Represent internal audit on organizational project teams. *Perform related work as assigned by audit management. 

ENQUIRIES

Job Related Ms E Cloete Tel (012) 304 5010 General Enquiries: Mr G Pretorius Tel (012) 304 5123

POST 07/135
:
ASSET ADMINISTRATOR (2 POSTS)
SALARY
:
R98 916 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
A relevant Bachelor’s degree/3 year diploma and 1-3 years full time appropriate experience in the field of asset management and supply chain management. Thorough knowledge of principles and procedures for asset management including best practices in this arena. Good verbal and written communication skills are required. Good working knowledge of the PFMA, treasury regulations, Logis, Logis-online,etc. 

DUTIES
:
Inspect assets for potential re-use. *Handle the disposal of assets *Control the use of assets in the department that include transfers, loans and offsite repairs. *Perform stock takes / inventory checks to identify discrepancies, monitor evidence of expenditure, assign asset costs to appropriate directorates. *Assist in the control of losses and assist with the disposal of assets in accordance with treasury requirements. *Record assets and maintain an asset register.

ENQUIRIES

Job Related Ms C Howes Tel (012) 304 5020 General Enquiries: Mr G Pretorius Tel (012) 304 5123

POST 07/136
:
HUMAN RESOURCE ADMINISTRATOR: ORGANISATIONAL PERFORMANCE
SALARY
:
R64 143 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
A matric certificate and 1 – 2 years of full-time experience in the field of office administration. Candidates should have a thorough knowledge of principles and procedures of office administration Effective verbal and written communication skills are required as well as computer literacy. Basic knowledge in the field of HR will be an added advantage.

DUTIES
:
Provide administrative support to the unit. *Provide secretarial (including receptionist duties where applicable) support. *Provide the necessary logistical support. *Manage documents in terms of filing and record keeping and the management of incoming and outgoing correspondence. *Collect and disseminate information. *Perform other related duties incidental to the work.

ENQUIRIES

Job Related Ms J Boonzaaier Tel 012 304 5007 General Enquiries: Ms N Johnson Tel 012 304 5025

POST 07/137
:
PROPERTY OFFICER



Directorate: Auxiliary Services

SALARY
:
R64 143 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
A matric certificate plus 3-5 years in an administrative / clerical position. Candidates should have basic written and verbal communication skills including skills in presenting reports and recommendation and basic numerical skills. Ability to provide advanced technical advice to colleagues, staff at a higher level as well as individuals outside the Public Service. Candidates should also have the ability to perform basic clerical and administrative functions. Knowledge of principles and procedures for maintenance, including best practices in this arena.

DUTIES
:
*Identify potential health and safety risks in the accommodation of SRSA and take the necessary steps to address such risks. * Assist with the moving, provision and maintenance of furniture and office equipment* Assist with the provision of cleaning and hygienic services*Co-ordinate the arranging of support services needed with regard to all internal workshops, meetings and training sessions. * Assist with and supervise general accommodation, décor and equipment services provided by external service providers. 

ENQUIRIES

Job Related: Mr D Jansen Van Vuuren Tel (012) 304 5023 General Enquiries: Mr G Pretoius Tel (012) 304 5123

POST 07/138
:
RECEPTIONIST/SWITCHBOARD OPERATOR (2 POSTS)

SALARY
:
R64 143 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
A matric certificate and 1-2 years experience in a typing and secretarial post. Candidates should have skills in effect verbal and written communications, including active listening skills. Candidates must be South African citizens.

DUTIES
:
Receive and refer visitors to relevant officials. *Attend to enquiries from visitors and clients. *Handle incoming and outgoing calls according to organisational standards. *Take and transmit messages as required / requested according to organisational standards. *Ensure that office equipment and stationery are maintained within the office and that equipment is used correctly. *Generate monthly printouts of staff telephone accounts. *Update staff information. * Carry out typing and secretarial functions.  *Ensure compliance by all officials and visitors to access control procedures. 

ENQUIRIES

Job Related Mr D Jansen Van Vuurren Tel 012 304 5023 General Enquiries: Ms N Tshabalala Tel (012) 304 5142 

POST 07/139
:
CASHIER

SALARY
:
R64 143  per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
A matric certificate and 1-2 years experience on BAS. A thorough knowledge of BAS, PFMA and Treasury Regulations is essential. Computer literacy and good verbal and written communication skills is also required.

DUTIES
:
*Capture information by compiling all payment advices relating to the replenishment of petty cash and supporting documents and performing receipt functions on BAS. *Generate reports as per SRSA policies on a daily, weekly and monthly basis. *Cashier duties like writing of warrant vouchers, issuing of receipts, balancing petty cash register, issuing and safekeeping of petty cash and assist with collection of supporting documents for replenishment. *Assist with the compilation of statements, reports and documents as per SRSA policies 

ENQUIRIES

Job Related Mr L Fourie Tel (012) 304 5013 General Enquiries: Mr G Pretorius Tel (012) 304 5123

POST 07/140
:
BUYER


Directorate: Supply Chain Management

SALARY
:
R64 143 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
STD 10 with 1-3 years appropriate experience. Preference will be given to applicants with mathematics and or accounting as subjects passed on STD 10 level, Computer literacy is essential. Good working knowledge of the PFMA, Treasury Regulations, Logis, Logis-online and the relevant enquiry functions of BAS are required on this level. Knowledge of supply chain management.  Candidates must be able to work consistently well within tight deadlines. Good verbal and written communication skills are essential.

DUTIES
:
Receive and scrutinize requisitions according to instructions and pre-established guidelines laid down by SRSA procurement policies *Invite quotations and make recommendations *Maintain supplier database and when preparing RFQ’s ensure that a needs assessment is provided, specifications are precisely determined and criteria for evaluation included,etc. *BEE and PDI monitoring. *Check the National Treasury’s database prior to awarding any contract to ensure that no recommended bidder, nor any of its directors, are listed as companies or persons prohibited from doing business with the public sector * Advise users on procurements process by assisting the relevant stakeholders with advise on SCM policy and procedures.

ENQUIRIES

Job Related: Mr T Smit Tel (012) 304 5133 General Enquiries: Ms N Tshabalala Tel (012) 304 5142

POST 07/141
:
SUPPLY CHAIN ADMINISTRATOR (PAYMENTS)
SALARY
:
R64 143 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
A matric certificate and 1-3 years appropriate experience.  Preference will be given to applicants with: Mathematics and or accounting as subjects passed on matric level. Experience in the use of computer programmes, and good working knowledge of the PFMA, Treasury Regulations, Logis, Logis-online and the relevant enquiry functions of BAS are required on this level. Thorough knowledge of principles and procedures for supply chain management including best practices in this arena.  Good verbal and written communications skills are also required.

DUTIES
:
Process SC transactions subject to SCM policies and procedures in terms of: Receiving of goods, Processing payments, Responding to payment queries, Reconciling with Bas, Posting on Logis and Logis-online, Filing and Providing information on procedures relating to Logis and Logis–online. Performing other related duties incidental to the work described above.

ENQUIRIES

Job Related Mr T Smit Tel (012) 304 5133 General Enquiries: Mr N Tshabalala Tel (012) 304 5142

POST 07/142
:
SECRETARY (6 POSTS)


Directorates: Corporate Services



Supply Chain Management



Finance



Internal Audit



Legal Services



Office of the CFO

SALARY
:
R64 143 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
The overall purpose of this position is to provide secretarial support to the Director, This position is suited for a multi-skilled, dynamic, self-motivated individual with excellent organizing skills. Knowledge of and/or experience in project management will be an added advantage. Applicants must be in possession of at least a Diploma in office Administration or any other equivalent qualification in a relevant discipline coupled with at least 1-2 years appropriate /relevant experience. Applicants should be good communicators with excellent writing and listening skills. Computer literacy is essential (e.g. MS Word, MS Excel, MS PowerPoint, Email, etc)

DUTIES
:
Diary management. *To provide administrative support. *To provide secretarial support (including receptionist duties where applicable). *Provide logistical support. *Manage documents by developing and maintaining a proper filing and record system. *Collect and disseminate information. 

ENQUIRIES
:
Ms N Tshabalala Tel (012) 304 5142

ANNEXURE
THE PRESIDENCY

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

FOR ATTENTION
:
Mr Dumisani Mabunda, tel 012 300 5600
CLOSING DATE
:
09 March 2007

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

OTHER POST
POST 07/143
:
ADMINISTRATIVE OFFICER: OFFICE ON THE STATUS OF WOMEN
SALARY
:
R98 916 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Applicants must be in possession of a recognized Administrative Degree or Diploma coupled with extensive experience in an administrative environment. Good interpersonal, listening and communication skills as well as excellent computer skills with good knowledge of all software packages, particularly MS PowerPoint, MS Excel, MS Word, MS Access and excellent typing skills are additional requirements.  Furthermore, candidates must be both accurate and articulate in the drafting of documents and taking of minutes, as the position requires a substantial amount of document preparation.  An understanding of government administrative procedures and protocol matters are further requirements. The applicant must be prepared to work under intense pressure and extended working hours with minimal supervision

DUTIES
:
Rendering administrative support in the Office on the Status of Women (OSW). Typing letters, memorandums, and other documents. Liaison with government departments, stakeholders in the National Gender Machinery and other units within The Presidency. Handling all incoming and outgoing correspondence. Maintaining a comprehensive office document management system. Arranging meetings, workshops and office strategic planning. Processing of subsistence and travel claims. Taking overall responsibility for office procurement administration. 

ENQUIRIES
:
Ms Kedibone Mashiane (012) 300 5585

ANNEXURE O
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
:
09 March 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

OTHER POSTS
POST 07/144
:
ASSISTANT DIRECTOR:  WATER QUALITY MANAGEMENT 

SALARY
:
R183 084 per annum

CENTRE
:
Bronkhorstspruit (600241/80138/1)

REQUIREMENTS
:
An appropriate three year tertiary qualification in the Natural Sciences or equivalent qualification in one of the following fields:  Earth Science, Environmental Science, Water Care or Engineering plus appropriate experience.  A valid drivers licence.  Computer literacy. Recommendations: :Extensive experience in the Environmental and Water Management field, Waste management, Industries, Urban Development and especially Mining.  A clear understanding of the department’s role and policy with respect to Water Resource Management.  Knowledge of the National Water Act, 36 of 1998, and related policies, strategies, and guidelines.  Understanding the principles of Integrated Water Resource Management.  Innovative thinking, negotiating and networking skill.  Proven managerial and communication skills.  Knowledge of Human Resource Policies.  A clear understanding of transformation in the Public Service

DUTIES
:
Key Performance Areas: Implement and enforce the National Water Act, 36 of 1998, National Environmental Management Act, and DWAF policies and regulations.  Assist in the development of policy and regulation.  Facilitation and co-ordination of the training and career development of staff.  Supervision of Water Pollution Control Officers and other officers at lower ranks.  Assist in the establishment and regulation of water management institutions.  Manage Water Quality in the designated catchment’s areas.  Undertake both routine and special investigations, prepare reports and interpret analytical results.  Project Management and supervision of line function consultants.  Promote water conservation and efficient water utilization through the authorization process.

ENQUIRIES
:
Mr M Selepe, Tel (013) 932 2064.

APPLICATIONS
:
The Regional Director:  Department of Water Affairs and Forestry, Private Bag X11259, Nelspruit,1200
FOR ATTENTION
:
Mr J Mamba.

POST 07/145
:
ASSISTANT DIRECTOR: CATCHMENT MANAGEMENT KWAZULU NATAL
SALARY
:
R183 084 per annum

CENTRE
:
Durban  (423202/80138/1)

REQUIREMENTS
:
An appropriate recognized three year tertiary qualification plus appropriate experience.  A qualification in Town and Regional Planning, Community Development, Human, Economic or the Natural Sciences will be considered plus the following key competencies:  Extensive knowledge and experience in the water sector. Proven ability in the setup of institutional structures, Proven managerial and leadership abilities, Proven interpretation and implementation of policy in general.  Sound knowledge of project and contract management, Good written and verbal communication skills.   Good presentation skills.  Computer Literacy.   A valid licence.  Knowledge of Water Management Institutions and of the Water Management Areas of KwaZulu Natal will be an added advantage.  Conflict management

DUTIES
:
Key Performance Areas: Implement and enforce the National Water Act as it relates to sustainable development and integrated water resource management on a catchment basis. Establish, transformation and guidance of fora, which will be composed of representatives from the communities, government departments, local government, industries and other interested and/or affected parties.  Promote  water use efficiency, the development of catchment management plans and demand management strategies. Present verbal and written reports. Capacitate and manage staff. Chair meetings and traveling throughout the region to consult with various stakeholders.  Transform IB’s into WUA’s, the establishment of new WUA’s.  Project manage function projects.

ENQUIRIES
:
Mr J G Reddy,  Tel (031) 336 2858.

APPLICATIONS
:
The Chief Director:  Department of Water Affairs and Forestry, P.O. Box 1018, Durban 4000.

FOR ATTENTION
:
Ms N Pillay.

POST 07/146
:
PRINCIPAL WATER POLLUTION CONTROL OFFICER

SALARY
:
R146 685 per annum

CENTRE
:
Polokwane (Limpopo WMA) (300811/80137/35620/2)

REQUIREMENTS
:
An appropriate recognized B degree in the Natural Sciences or equivalent recognized qualification in one of the following fields: Water Care, Environmental Science or Engineering. A valid driver’s licence.  Experience in water quality management and sound understanding of current issues in integrated water resources management.  A combination of strategic management and negotiation skills.  Knowledge of the National Water Act, 1998 and related policies, strategies and guidelines.  Experience and keen interest in minimizing impact from mines, industries, agriculture and urban development.  Computer literacy.  Clear understanding of transformation in the Public Service.  Good communication skills (written and verbal).  Knowledge of Human Resources Policies.

DUTIES
:
Key Performance Areas: Implement and enforce National Water Act, 36 of 1998 and policies and strategies on water quality management, particularly with regard to mining, industries, municipalities and agriculture.  Manage water quality at designated catchments.  Undertake both routine and specialized investigations, interpret analytical results and prepare reports.  Assist with training and supervision of Water Pollution Control Officers and officers at lower ranks.  Forge and sustain effective liaison with Provincial and Local Governments as well as with industries, on issues relating to the protection of water resources.

ENQUIRIES
:
Mr T R Ngoasheng, Tel (015) 290 1267.

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

FOR ATTENTION
:
Mr M P Makgakga.

POST 07/147
:
CHIEF INDUSTRIAL TECHNICIAN (2 POSTS) (HYDRO)

SALARY
:
R122 841 per annum 

CENTRE
:
Bloemfontein (011161/80120/2, 011164/80120/2)

REQUIREMENTS
:
An appropriate National Diploma (T/N-stream Civil) or registration as Engineering Technician (Civil) in terms of section 14(1) or 14(2) of the Engineering Profession of South Africa Act, 1990. Recommendations: Hydrology as a subject, appropriate experience and clearly demonstrating good understanding and competence in all facets of practices, maintenance methods, data collection techniques, data processing, calibration of gauging weirs and all systems applied in the full spectrum of the Hydrometry fields.  Good technical problem solving abilities.  Appropriate experience in project management, fieldwork, formulating and setting of standards, managerial and administrative fields.  Understanding of Government Policies, knowledge of the implementation of Occupational Health and Safety act (OHS).  Knowledge and understanding of Government Procurement System, environment Conservation and the National Water Act (Act no. 36 of 1998). Good interpersonal relations (good human relations) presentation, organizing and analytical skills.  Computer literacy.  A Valid driver’s licence.  Willingness to travel and work away from home.

DUTIES
:
Key Performance Areas: Manage maintenance and construction works.  Install and up keeping of real time equipment, Collection and processing of electronic hydrological data. Survey gauging structures and cross sections, Calibrate gauging structures, Current gauging at gauging structures.   Flood management

ENQUIRIES
:
Mr J van Bosch, Tel (051) 4059 258.

APPLICATIONS
:
The Regional Director, Department of Water Affairs and Forestry, Private Bag 528, Bloemfontein, 9300
FOR ATTENTION
:
Ms M van Rooyen
POST 07/148
:
SENIOR GEOGRAPHER (GIS) (SURVEY)

SALARY
:
R122 841 per annum 

CENTRE
:
Bloemfontein (011230/80136/1)

REQUIREMENTS
:
An appropriate BA degree/National Diploma for Technicians (Cartography) or equivalent qualifications plus appropriate experience.   The following will serve as recommendations: Knowledge and experience in Cartography practice, ARCVIEW software, mapping standards and procedure, projections, co-ordinate systems, spheroids, datum’s digital date formats and meta-data interpretation.  Computer literacy.  Ability to work in a team.  A valid driver’s licence.

DUTIES
:
Key Performance Areas: Liaise with clients regarding mapping tasks/projects, selection, retrieval and manipulation of GIS data to meet mapping requirements.  Write AML’s and preparing eps/ogm graphic files.  Produce maps as prescribed for the department’s ad-hoc mapping requirements, Compile mapping procedures for ad hoc mapping sub-division.  Assist with the preparation and presentation of cartographic courses and in-service training programme for the department’s trainees and GIS users.  Maintain the digital map archive.  General office administration 

ENQUIRIES
:
Mr J le Grange, Tel (051) 405 9226.

APPLICATIONS
:
The Regional Director: Department of Water Affairs and Forestry, Private Bag 528, Bloemfontein, 9300
FOR ATTENTION
:
Ms M van Rooyen.

POST 07/149
:
ARTISAN SUPERINTENDENT (MECHANICAL AND ELECTRICAL WORKSHOP)
SALARY
:
R122 841 per annum

CENTRE
:
Midmar Area Operational Office (KwaZulu Natal) (602544/80104/1) 

REQUIREMENTS
:
A Grade 12 or equivalent qualification.  A valid Code EB (Code 8) driver’s licence.  Completed appropriate apprenticeship and Trade Certificate.  Extensive experience in the Trade.  Experience in managing a workshop. Recommendations: Good leadership qualities.  Sound knowledge and  experience in maintenance and repairs of dam related equipment such as sleeve, butterfly, gate and ring follower valves; radial and slab gates, overhead and portal cranes.  Knowledge and experience of corrosion protection of continuously submerged items.  Knowledge and experience on working on electrical switchgear and reticulating systems from 240V to 11kV.   Knowledge and experience in personnel and workshop management, planning, procurement, scheduling of workshop activities and quality control.  Sound knowledge in relation to Human Resource management and departmental administration and procurement policies and procedures.  Knowledge of Occupational Health and Safety Act.  Candidate must be willing to travel extensively and work extended hours when required.

DUTIES
:
Key Performance Areas: Manage the mechanical and electrical workshop at Midmar Area Operational Office.  Manufacturing, maintenance, repair and reengineering of all mechanical and electrical equipment on government operated dams and related infrastructure in KwaZulu Natal.  Management of 27 personnel including of seven Artisan foremen and Artisans and their teams. Overseeing mechanical, electrical, fitter, welding diesel and petrol artisan work.  Planning for all routine and emergency maintenance and repairs.  Procurement and control of tools, equipment, vehicles, spares, material required for the execution of duties.  Personnel management and assessment as well as in-house and external training.  Assist with budget planning and control.  Manage Occupational Health and Safety of the workshop

ENQUIRIES
:
Mr D F Brune, Tel (033) 330 2051.

APPLICATIONS
:
The Chief Director:  Department of Water Affairs and Forestry, P.O. Box 1018, Durban, 4000
FOR ATTENTION
:
Ms N Pillay.

POST 07/150
:
SENIOR PERSONNEL OFFICER (14 POSTS) (1 YEAR CONTRACT)
SALARY
:
R113 351 per annum (All inclusive)
CENTRE
:
Pretoria

REQUIREMENTS
:
A Grade 12 Certificate, or equivalent qualification plus the following key competencies:  Knowledge:  A broad understanding of the Recruitment and Selection processes, and Policy interpretation.  A broad understanding of HRM prescripts in the Public Service.  Skills:  Advanced computer literacy.  Good written and verbal communication skills.  Ability to communicate at all levels.  Data Capturing.

DUTIES
:
Key Performance Areas: Assist with the administrative work relating to selection and interview process.  Invite candidates to interviews.  Book venues for meetings and interviews.  Coordinate the preparation of different reports.  Facilitation of booking for transport and accommodation.  Assist with all other logistical arrangements.  Take minutes in meeting/interviews.  Receiving of applications.  Assist with the filing of documents.  Inform, guide, advice departmental personnel and handle enquiries.  

ENQUIRIES
:
Ms C Mazibuko, Tel (012) 336 7624.

APPLICATIONS
:
The Director-General:  Department of Water Affairs and Forestry, Private Bag X313, Pretoria, 0001
FOR ATTENTION
:
Mr S Murunzi, Room 606, Zwamadaka Building.

POST 07/151
:
SENIOR INDUSTRIAL TECHNICIAN (HYDRO)
SALARY
:
R98 916 per annum

CENTRE
:
Bloemfontein (011161/80119/3) 

REQUIREMENTS
:
An appropriate National Diploma (T/N-stream Civil) or registration as Engineering Technician (Civil) in terms of section 14(1) or 14(2) of the Engineering Profession of South Africa Act, 1990. Recommendations: Hydrology as a subject, appropriate experience and clearly demonstrating good understanding and competence in all facets of practices, maintenance methods, data collection techniques, data processing, calibration of gauging weirs and all systems applied in the full spectrum of the Hydrometry fields.  Good technical problem solving abilities. Appropriate experience in project management, fieldwork, formulating and setting of standards, managerial and administrative fields.  A sound understanding of Government Policies,  Knowledge and understanding of Government Procurement System and the National Water Act (Act no. 36 of 1998).  Good interpersonal relations (good human relations) presentation, organizing and analytical skills.  Computer literacy.  A Valid driver’s licence.  Willingness to travel and work away from home.

DUTIES
:
Key Performance Areas: Manage maintenance and construction works. Installation and up keeping of real time equipment. Collect and processing of electronic hydrological data. Surveying of gauging structures and cross sections.  Calibrate gauging structures.  Current gauging at gauging structures. 

ENQUIRIES
:
Mr J van Bosch,  Tel (051) 405 9258.

APPLICATIONS
:
The Regional Director:  Department of Water Affairs and Forestry, Private Bag 528, Bloemfontein, 9300
FOR ATTENTION
:
Ms M van Rooyen.

POST 07/152
:
SENIOR GEOHYDROLOGICAL TECHNICIAN (2 POSTS) (GEOTECHNICAL SERVICES)
SALARY
:
R98 916 per annum

CENTRE
:
Bloemfontein (011170/80135/1)

REQUIREMENTS
:
An appropriate recognized three year degree/national diploma in Geology, Geohydrology, Engineering, or related discipline. Knowledge and / or experience in geology, geophysics, monitoring equipment and monitoring networks.  A valid driver’s licence.  Computer literacy.  Good written and verbal communication skills.

DUTIES
:
Key Performance Areas: Responsible for the implementation of the National Water Act, Act 36 of 1998 and National Water Resource Strategy.  Support the management of groundwater resources with respect to quantity and quality through registration, licensing, and verification of groundwater uses in terms of the National Water Act, Act 36 of 1998.  Support the management and maintenance of groundwater monitoring networks.  Data collection, capturing, correction, reporting and supporting the management of the groundwater information system. Exploration for and the development of groundwater resources.  Assess groundwater resources. Raising awareness among groundwater users to create a better understanding of groundwater.  Financial, administrative, human resource management and training within the division.  The successful candidates will perform the above-mentioned duties within both the Middle Vaal and Upper Orange Water Management Areas.

ENQUIRIES
:
Dr J van der Merwe, Tel (051) 405 9000.

APPLICATIONS
:
The Regional Director:  Department of Water Affairs and Forestry, Private Bag 528, Bloemfontein, 9300.

FOR ATTENTION
:
Ms M van Rooyen.

POST 07/153
:
SENIOR INDUSTRIAL TECHNICIAN (WATER SUPPLY AND SANITATION)
SALARY
:
R98 916 per annum

CENTRE
:
Bloemfontein (011154/80119/4) 

REQUIREMENTS
:
An appropriate recognized three year Diploma/Degree in Civil Engineer or relevant experience in the  technical field.  Knowledge and relevant experience in monitoring and evaluation of projects.  Understanding and knowledge of Water Service regulations in terms of Norms and standards. Computer literacy.  Ability to interpret and analyse reports.  Report writing, liaising or networking skills.   A valid driver’s licence.

DUTIES
:
Key Performance Areas: Obtain and verify Monitoring and Evaluation data. Prepare a submission of Regional Monitoring and Evaluation data to Head Office. Ensure that an infrastructure project are implemented according to the Business Plans and complies with the norms and standard.  Reporting on specific issues from Monitoring and Evaluation information systems and other sources.  Maintain a well-organized directory structure for the storage of imported and exported data files.  The entry of Monitoring and Evaluation data received from users without the Monitoring and Evaluation database.  Prepare and distribute monthly updated information. Reconcile Monitoring and Evaluation data with MIG system.  Support Policy and Regulations and Institutional and Social Development sub units. Develop an understanding of Monitoring and Evaluation needs around the Water Service Act and Strategic framework of Water Service.

ENQUIRIES
:
Ms  P Mohapi, Tel (051) 405 9000.

APPLICATIONS
:
The Regional Director:  Department of Water Affairs and Forestry, Private Bag 528, Bloemfontein, 9300.

FOR ATTENTION
:
Ms M M van Rooyen.

POST 07/154
:
ARTISAN FOREMAN (ELECTRICAL)
SALARY
:
R98 916 per annum 

CENTRE
:
Vanderkloof Dam (011235/80103/1)

REQUIREMENTS
:
An Electrical Trade Test Certificate in Terms of Section 13(2) of the Manpower Training Act, 1981 as amended.  Extensive experience in the trade.  A valid Code EB drivers license or higher.  Experience in personnel  and workshop management. The following will serve as recommendations: Knowledge and experience on working on electrical switchgear and reticulating systems from 240V to 11 kV.  Good communication, interpersonal and organizing skills. 

DUTIES
:
Key Performance Areas: Maintain all electrical equipment on the scheme, this include equipment on dams, related infrastructure, buildings and houses.  Planning for all routine and emergency maintenance to equipment. Supervise personnel and do performance evaluations.   Other duties include procurement administration and control of tools, equipment and spares required for the execution of duties.  The person should be able to work under pressure and extended hours when needed Comply with the Occupational Health and Safety Act.

ENQUIRIES
:
Mr P Rossouw, Tel (053) 664 9400.

APPLICATIONS
:
The Scheme Manager:  Department of Water Affairs and Forestry, Private Bag X 01, Vanderkloof, 8771
FOR ATTENTION
:
Ms L Chauke.

POST 07/155
:
PRINCIPAL WATER PLANT SUPERINTENDANT
SALARY
:
R98 916 per annum 

CENTRE
:
Usutu River (Jericho Dam) 730380/80135/01025

REQUIREMENTS
:
A Grade 12 or equivalent qualification.  A valid Code 08 driver’s licence.  Good verbal and written communication.  Computer literacy, Supervisory skills, Must have successfully completed the Water measurement and distribution course as well as Water Resource Course and ability to work under pressure, Must be willing to work overtime and be on standby.  

DUTIES
:
Key Performance Areas: Ensure a safe working environment and adhere to safety aspects.  To ensure productive and effective personnel. Developed in service training.  Organise the OHS Act training and supervision of subordinates. Investigate possible unlawful water works in the area.  Prepare firebreaks during winter and do routine dam safety inspections as well as flood control and dam control.  Perform admin duties like time sheets and leave forms.  Do vehicle management (hired and subsidised vehicles).  Daily interaction with area office and professional handling of queries. 

ENQUIRIES
:
Mr R E  Van Heerden (017)  846  6000.

APPLICATIONS
:
The Area Manager:  Department of Water Affairs and Forestry, Private Bag X1004, Amsterdam, 2375.

FOR ATTENTION
:
Mr T E Ravele.

POST 07/156
:
COMMUNITY DEVELOPMENT OFFICER (2 POSTS)

SALARY
:
R79 407 per annum 

CENTRE
:
Polokwane/ Luvuvhu/Letaba (300823/80146/35070/1, 300809/80146/35070/1) 

REQUIREMENTS
:
A recognized Bachelors degree, preferably in social or equivalent tertiary qualification and or relevant experience of two to three years in Institutional establishment and management.  Knowledge of the National Water Act, Policies and Regulations relating to Water Resource Management.  Good understanding of the Water Management Institutions (WUAs and CMA).  Knowledge of the Principles of community development participation and capacity building approaches as applied to socio-economic development. Ability to analyze public participation process.  Ability to relate in local official languages like Tshivenda, Xitsonga, Sepedi, English and Afrikaans.  Computer literacy.  A valid Code 08 driver’s licence.  Willingness to travel.

DUTIES
:
Key Performance Areas: Provide guidance and support in the establishment of the WMIs (WUAs and CMA).  Ensure that adequate public participation is done on the establishment process of the WMIs.  Ensure that public participation and awareness programs are adequately done on the implementation of WRM projects.  Ensure sustainability of WMIs through capacity building support.  Facilitate and monitor the activities of the WMIs.

ENQUIRIES
:
Mr R R L Masibigiri, Tel (015) 290 1200.

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

FOR ATTENTION
:
Mr M J  Nzima.

POST 07/157
:
INDUSTRIAL TECHNICIAN (WATER RESOURCE MANAGEMENT) 

SALARY
:
R79 407 per annum   

CENTRE
:
Bloemfontein (011435/80118 /1)

REQUIREMENTS
:
An appropriate recognized National Diploma (T/N stream) or equivalent qualifications in Civil Engineering or registration as Engineering Technician in terms of section 14 (1) or 14(2) of the Engineering Profession of South Africa Act, 1990. Computer literacy.  Good written and verbal communication skills in both English and Afrikaans. A valid code B or EB drivers licence. Willingness to travel.  Appropriate experience in water resource management will be an added advantage.

DUTIES
:
Key Performance Areas: Perform their duties in the Free State Regional Office in the sections: Demand and Catchment Management and Water Supply and Abstraction Control.  Register and licensing of water users in the Upper Orange and Middle Vaal Water Management Areas. Manage, control and verify water use in the above Water Management Areas.  Perform general office duties.

ENQUIRIES
:
Mr P S van der Walt, Tel (051) 405 9255.

APPLICATIONS
:
The Regional Director:  Department of Water Affairs and Forestry, Private Bag 528, Bloemfontein, 9300.

FOR ATTENTION
:
Ms M van Rooyen.

POST 07/158
:
SENIOR ADMINISTRATION CLERK (DRILLING) (WESTERN CAPE REGION)
SALARY
:
R64 143  per annum

CENTRE
:
Worcester (912200/80149/36258/5) 

REQUIREMENTS
:
A  Grade 10 or 12 Certificate and appropriate experience.  Good written and verbal communication skills.  Practical experience of reception and office administration duties.  Minute taking skills.  Computer literacy.  Good interpersonal relations will be an added advantage. The successful candidate should be able to work in the environment where confidentiality is crucial.

DUTIES
:
Key Performance Areas: Rendering administration support to the Technical division of Drilling including typing reports, documents and letters.  Organizing meetings.  Minute taking.  Making travel arrangements.  Coordinating the office diary.  Assisting the local drilling.  Receiving visitors and directing inquiries for effective results.  Operating the Switchboard, and coordinating telephone or video- conferences. 

ENQUIRIES
:
Mr CJ Botma, Tel (023) 342 2671.

APPLICATIONS
:
The Area Manager:  Department of Water Affairs and Forestry, Private Bag X 3090, Worcester, 6850
FOR ATTENTION
:
Mrs L Nicholls, Tel (023) 348 5605)

POST 07/159
:
SENIOR HANDYMAN (CORROSION)

SALARY
:
R54 222 per annum 

CENTRE
:
Vanderkloof Dam (011254/80100/1)

REQUIREMENTS
:
A Grade 10 certificate or equivalent qualification.    Appropriate experience in welding and corrosion protection.  Operating of machinery.  Handling of power and hand held tools.  A valid code 10 drivers license with PDP. The following will serve as recommendations: Knowledge of the Occupational Health and Safety Act, ability to work under pressure and good physical fitness.

DUTIES
:
Key Performance Areas: Assist the artisan in the execution of mechanical maintenance tasks. Carry out sand blasting and do corrosion protection on pipelines, gate valves and other mechanical equipment. Work will be in confined and elevated places. Supervise personnel and do performance evaluations. Other duties include procurement administration and transport of personnel during working and after hours.

ENQUIRIES
:
Mr A Coetzee, Tel (053) 664 9400.

APPLICATIONS
:
The Scheme Manager:  Department of Water Affairs and Forestry, Private Bag X 01, Vanderkloof, 8771.

FOR ATTENTION
:
Ms L Chauke.

POST 07/160
:
SENIOR ADMINISTRATION CLERK GRADE II (ADMINISTRATION)
SALARY
:
R54 222 per annum

CENTRE
:
Pretoria (033120/80149/1)

REQUIRMENTS
:
A Grade 12 Certificate. Computer literacy.  Recommendations:  Knowledge of Land Administration.
DUTIES
:
Key Performance Areas: General administrative tasks re-transfer of schemes/development applications on state land.  Acquisition of land and taking of servitudes.  Population of the database.  Liaise with other departments, private institutions and private individuals.  Registration of servitudes and land acquisitions.  General administrative tasks concerning land issues.  Negotiations on a lower level i.e. telephone enquiries, obtain addresses, contact numbers etc.  

ENQUIRIES
:
Ms T Senokwane, Tel (012) 336 8424.

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

FOR ATTENTION
:
Mrs T Senokwane, Room 633, Sedibeng Building.

POST 07/161
:
GROUNDSMAN II (6 POSTS)

SALARY
:
R40 227 per annum 

CENTRE
:
Usutu River (Khutala) (730320/80274 / 7, 12, 13, 21, 25)

REQUIREMENTS
:
A Grade 10 or equivalent qualification.  Willingness to work hard.  Knowledge of operating brush cutters and lawn mowers.  Ability to work communicate in English / Afrikaans, and the ability to work under supervision as well as independently.

DUTIES
:
Key Performance Areas: Erect fencing and painting.  Weed control by spraying with round-up chemical, garden maintenance.  Clean  pump station premises and pipelines.  Good house keeping at pump stations.  Adhere to all OHS Act safety regulations. 

ENQUIRIES
:
Mr R E Van Heerden, Tel (017)  846 6000.

APPLICATIONS
:
The Area Manager, Usutu River GWS,  Department of Water Affairs and Forestry, Private Bag X1004, Amsterdam, 2375.

FOR ATTENTION
:
Mr T E Ravele.

ANNEXURE P
PROVINCIAL ADMINISTRATION: FREE STATE

DEPARTMENT OF HEALTH

NOTE
:
Applicants are respectfully informed that if no notification of an interview is received within 4 months from closing date, they must accept that their application was unsuccessful. General requirements: ● Verification on qualifications and South African citizenship will be conducted. ● No e-mail or faxed applications will be considered. ● It remains the responsibility of applicants to ensure that the applications are submitted by the closing date, applications received after the closing date will not be considered.

MANAGEMENT ECHELON

POST 07/162
:
COORDINATOR CLINICAL ASSOCIATE PROGRAMME/FAMILY PRACTITIONER REFERENCE: H/F/03

SALARY
:
R502 725 all inclusive remuneration package per annum. The inclusive remuneration package consists of the basic salary, the Government’s contribution to the Government Employee Pension Fund and a flexible portion and is structured according to the Government prescripts plus scarce skills allowance equal to 15% of the annual salary notch.

CENTRE
:
National Department of Health/Free State, Department of Health/Department Family, Medicine, University Free State

REQUIREMENTS
:
*Basic Degree MBChB (or equivalent) and MFamMed (or equivalent). *Registration with the Health Professions Council of South Africa as Medical Practitioner. *Have a valid driver’s license. *Willingness to travel. Recommendations: *Primary Care and/or District experience. *Experience in project management. *Tertiary teaching experience. *Willingness to participate in the service training programme of the Department of Family Medicine and participate in clinical activities. *Experience in curriculum development. Core Competencies: *Communication- and interpersonal skills. *Commitment to change, innovation and creativity. *Knowledge of learning programmes and writing skills. *Professional competence, leaderships and decision-making skills. *Commitment to quality. *Professional competence. *Problem solving and conflict management.

DUTIES
:
*Finalization of a detailed curriculum and course content for the proposed Bachelor of Clinical Medical Practice degree, with learning objectives linked to inputs and methods, and consultation with academic and service delivery stakeholders. *Support of the Faculty of Health Sciences and the Academic Planning Office to develop the appropriate submissions for regulatory authorities (DOE, HEQC, SAQA, HPCSA). *Development of learning material for the programme. *Operational planning for the Clinical Associate Programme, including: -Development of the business plan and detailed budget for the University and Free State Department of Health. -Regular supervisory visits to designated training sites in the province which will provide potential training platforms and creation of detailed plans for the development of these sites. *Liaison with the Free State Department of Health regarding the implementation of the Clinical Associate Programme. *Consultation with and coordination between faculty and university structures and elements involved in developing the programme, including facilitation of meetings, preparation of background material, presentations and reports. *Planning for and assisting in the delivery of the programme. *Willingness to participate in the in-service training programme of the Department of Family Medicine and participate in clinical activities and service rendering. *Under-graduate and post-graduate teaching and training of medical students, medical practitioners and nursing and allied health professionals.

ENQUIRIES
:
Prof. E.A.M. Prinsloo, Tel. No. (051) 4013307

APPLICATIONS
:
The Head: Department Family Medicine, Internal Box G19, University of the Free State, P.O. Box 339, BLOEMFONTEIN, 9300

NOTE
:
The Department of Health reserve the right not to fill the post.

POST 07/163
:
PRINCIPAL SPECIALIST: ANAESTHESIOLOGY (2 POSTS) REFERENCE: H/S/7

SALARY
:
R502 725 all inclusive remuneration package per annum. The inclusive remuneration package consists of the basic salary, the Government’s contribution to the Government Employee Pension Fund and a flexible portion and is structured according to the Government prescripts plus scarce skills allowance equal to 15% of the annual salary notch.

CENTRE
:
Universitas Hospital, Bloemfontein

REQUIREMENTS
:
*M.Med (Anaesthesiology) Degree. *FCA (SA) (or equivalent). *Unlimited registration with the Health Professions Council of South Africa. *Experience in Obstetric Anaesthesia. Recommendations: *ACLS, ATLS, APLS. *Relevant experience. *Appropriate management qualifications. *Obstetric Anaesthesia qualifications.

DUTIES
:
*Administration, supervision, and teaching of anaesthesia (including pre-operative evaluation and preparation and post-operative care, acute and chronic pain relief, critical care), relevant research and significant administrative duties. *The work consists of service delivery with a component of administration, as well as teaching and research to develop the speciality. *Manage obstetric anaesthesia services at the Academic Health Complex within the available resources. *The candidate will also be involved in other anaesthetic services.

ENQUIRIES
:
Prof. J. Diedericks, Tel. No. (051) 4053307

APPLICATIONS
:
The Chief Executive Officer, Universitas Hospital, Private Bag X20660, BLOEMFONTEIN, 9300

FOR ATTENTION
:
Prof. J. Diedericks

OTHER POSTS

POST 07/164
:
SENIOR SPECIALIST: OBSTETRICS & GYNAECOLOGY REFERENCE: H/S/1
SALARY
:
R343 257 all inclusive remuneration package per annum. The inclusive remuneration package consists of the basic salary, the Government’s contribution to the Government Employee Pension Fund and a flexible portion and is structured according to the Government prescripts, plus scarce skills allowance equal to 15% and rural allowance equal to 22% of the annual salary notch.

CENTRE
:
Dihlabeng Regional Hospital, Bethlehem

REQUIREMENTS
:
Registration with the Health Professions Council of South Africa as Specialist. Recommendations: Extensive appropriate experience.

DUTIES
:
*Provision of medical care to in- and out-patients (Obstetrics and Gynaecology). *Take part in the outreach programme of the Department of Obstetrics and Gynaecology. *Take part in under-graduate and post-graduate training.

ENQUIRIES
:
Dr M.J. de Beer, Tel. No. (058) 3035331

APPLICATIONS
:
The Chief Executive Officer, Dihlabeng Regional Hospital, Private Bag X3, BETHLEHEM, 9700

FOR ATTENTION
:
Me T. Harris

POST 07/165
:
PRINCIPAL MEDICAL OFFICER REFERENCE: H/M/1
SALARY
:
R289 635 all inclusive remuneration package per annum. The inclusive remuneration package consists of the basic salary, the Government’s contribution to the Government Employee Pension Fund and a flexible portion and is structured according to the Government prescripts, plus scarce skills allowance equal to 15% and rural allowance equal to 18% of the annual salary notch.

CENTRE
:
Fezile Dabi Health District:  Zamdela Community Health Centre

REQUIREMENTS
:
Registration with the Health Professions Council of South Africa as a Medical Practitioner

DUTIES
:
Render comprehensive clinical services at a Community Health Centre/Clinic.

ENQUIRIES
:
Dr M.S. Baloyi, Tel. No. (016) 9709304

APPLICATIONS
:
The District Manager, Fezile Dabi Health District, Private Bag X2005, SASOLBURG, 1947

FOR ATTENTION
:
Ms A. Brits

POST 07/166
:
MANAGER: PHARMACEUTICAL SERVICES REFERENCE: H/M/2
SALARY
:
R289 635 all inclusive remuneration package per annum. The inclusive remuneration package consists of the basic salary, the Government’s contribution to the Government Employee Pension Fund and a flexible portion and is structured according to the Government prescripts, plus scarce skills allowance equal to 15% of the annual salary notch.

CENTRE
:
Universitas Academic Hospital, Bloemfontein

REQUIREMENTS
:
*Registration with the South African Pharmacy Council as a Pharmacist. *Appropriate experience. *Managerial skills. Recommendations: *Hospital experience. *Knowledge of procurement of medicine, stock control. *Knowledge of PDMS. *Computer literate.

DUTIES
:
*Overall management of the Pharmacy. *Manage procurement, storage and distribution of medicine in hospital. *Quality assurance and implementation of GPP and GMP. *Developing and managing performance of personnel. *Cost centres, statistics and reports and performance reports.

ENQUIRIES
:
Me T.P. Oosthuizen, Tel. No. (051) 4053467

APPLICATIONS
:
The Chief Executive Officer, Universitas Academic Hospital, Private Bag X20660, BLOEMFONTEIN, 9300

FOR ATTENTION
:
Me T.P. Oosthuizen

POST 07/167
:
MANAGER: PHARMACEUTICAL SERVICES REFERENCE: H/M/3

SALARY
:
R289 635 all inclusive remuneration package per annum. The inclusive remuneration package consists of the basic salary, the Government’s contribution to the Government Employee Pension Fund and a flexible portion and is structured according to the Government prescripts, plus scarce skills allowance equal to 15% of the annual salary notch.

CENTRE
:
Fezile Dabi District Health Office, Sasolburg

REQUIREMENTS
:
*An appropriate four year B. Pharm Degree with 1 year of internship qualifications. *Registration with the South African Pharmacy Council as Pharmacist. Recommendations: Extensive, appropriate experience.

DUTIES
:
*The effective and efficient management of resources. *Management of medical stock supply for Moqhaka, Ngwathe, Mafube and Metsimaholo Local Areas. *Management and empowerment of personnel that procure, handle and utilize medical stock. *The implementation of relevant Department of Health policies/regulations in line with the Primary Health Care System. *The co-operation with Primary Health Care Services (Programmes).

ENQUIRIES
:
Mr S.O. Modiko, Tel. No. (016) 9709371

APPLICATIONS
:
The District Manager, Fezile Dabi Health District, Private Bag X2005, SASOLBURG, 1947

FOR ATTENTION
:
Ms A. Brits

POST 07/168
:
CHIEF PHARMACIST REFERENCE: H/P/1
SALARY
:
R183 084 per annum plus scarce skills allowance equal to 15% of the annual salary notch.

CENTRE
:
Pelonomi Regional Hospital, Bloemfontein

REQUIREMENTS
:
*B. Pharm Degree. *Registration with the South African Pharmacy Council as Pharmacist. *Appropriate experience as a registered Pharmacist. Recommendations: *Public Hospital Pharmacy experience. *Pharmacy management experience. *Knowledge of dispensing and stock management systems.

DUTIES
:
*Dispensing, supervision of personnel and Quality Assurance. *Stock management in the Dispensary. *Implement good Pharmacy practice and ensure compliance to Pharmacy rules and regulations. *Develop and implement policies in Pharmacy.

ENQUIRIES
:
Mr G.J. Kgasane, Tel. No. (051) 4051309

APPLICATIONS
:
The Chief Executive Officer, Pelonomi Regional Hospital, Private Bag X20581, BLOEMFONTEIN, 9300

FOR ATTENTION
:
Mr S.I. Makhema

POST 07/169
:
SENIOR MEDICAL OFFICER REFERENCE: H /M/4

SALARY
:
R183 084 per annum plus scarce skills allowance equal to 15% and rural allowance equal to 18% of the annual salary notch.

CENTRE
:
Katleho/Winburg District Hospital Complex

REQUIREMENTS
:
Registration with the Health Professions Council of South Africa as Medical Practitioner. Recommendations: Appropriate experience.

DUTIES
:
*Rendering of medical care to patients. *Participation in after-hour duties. *Assist with the training of the subordinates in the unit.

ENQUIRIES
:
Dr S.P.I. Lobo, Tel. No. (057) 2213372

APPLICATIONS
:
The Chief Executive Officer, Katleho/Winburg District Hospital Complex, Private Bag X4, VIRGINIA, 9430

FOR ATTENTION
:
Mr R.S. Khoali

POST 07/170
:
SENIOR MEDICAL OFFICER (OBSTETRICS AND GYNAECOLOGY) (2 POSTS) REFERENCE: H/M/5

SALARY
:
R183 084 per annum plus scarce skills allowance equal to 15% of the annual salary notch.

CENTRE
:
Pelonomi Regional Hospital, Bloemfontein

REQUIREMENTS
:
Registration with the Health Professions Council of South Africa as Medical Practitioner.

DUTIES
:
*Clinical service delivery including out-patients, in-patients and surgery in the Department of Obstetrics and Gynaecology. *Work in hospital in the academic complex.

ENQUIRIES
:
Dr M.G. Schoon, Tel. No. (051) 4051936/7

APPLICATIONS
:
The Chief Executive Officer, Pelonomi Regional Hospital, Private Bag X20581, BLOEMFONTEIN, 9300

FOR ATTENTION
:
Mr S.I. Makhema

POST 07/171
:
SENIOR MEDICAL OFFICER REFERENCE: H/M/7
SALARY
:
R183 084 per annum plus scarce skills allowance equal to 15% of the annual salary notch.

CENTRE
:
Parys District Hospital

REQUIREMENTS
:
*Registration with the Health Professions Council of South Africa as Medical Practitioner for 2006. Recommendations: *Ability to work under pressure. *Ability to implement and manage change. *Confidentiality.

DUTIES
:
Responsible for the overall administration of the Nursing Department by exercising control over: - *Attend to the call list. *Anaesthesia and operations. *Perform duties related to Maternity, Casualty, Ward I, Theatre and Clinics. *Renders an essential health service to the community.

ENQUIRIES
:
Dr R.K.B. Mbisha, Tel. No. (016) 9709446

APPLICATIONS
:
The Chief Executive Officer, Parys District Hospital, Private Bag X5, PARYS, 9585

FOR ATTENTION
:
Me M.M. Van der Walt

POST 07/172
:
PRINCIPAL PHARMACIST (2 POSTS) REFERENCE: H/P/21
SALARY
:
R146 685 per annum plus scarce skills allowance equal to 15% of the annual salary notch.

CENTRE
:
National District Hospital, Bloemfontein

REQUIREMENTS
:
*B.Pharm Degree. *Registration with the South African Pharmacy Council as a Pharmacist. Recommendations: Experience in the Public Hospital pharmacy.

DUTIES
:
*Assist in the management of the pharmaceutical services in line with National and Provincial directives. *Drug supply management within the institution. *Ensure quality of medicine according to standard and norms (GPP). *Promote patient health care in monitoring of treatment of the patient as well as medicine usage by the patient. *Provide services after hours. *Training and evaluation of pharmacist assistants.

ENQUIRIES
:
M.P. Kgaphola, Tel. No. (051) 4039628/9708

APPLICATIONS
:
The Chief Executive Officer, National District Hospital, Private Bag X20598, BLOEMFONTEIN, 9300

FOR ATTENTION
:
M.P. Kgaphola

POST 07/173
:
PRINCIPAL PHARMACIST REFERENCE: H/P/2
SALARY
:
R146 685 per annum plus scarce skills allowance equal to 15% of the annual salary notch.

CENTRE
:
Pelonomi Regional Hospital, Bloemfontein

REQUIREMENTS
:
*B. Pharm Degree. *Registration with the South African Pharmacy Council as Pharmacist. *Community service completed. Recommendations: Appropriate experience in Hospital Pharmacy.

DUTIES
:
*Dispensing (providing), after-hours and week-end services. *Supervision of staff. *Implement good Pharmacy practice. *Monitor and control usage of medicines.

ENQUIRIES
:
Mr G.J. Kgasane, Tel. No. (051) 4051309

APPLICATIONS
:
The Chief Executive Officer, Pelonomi Regional Hospital, Private Bag X20581, BLOEMFONTEIN, 9300

FOR ATTENTION
:
Mr S.I. Makhema

POST 07/174
:
SENIOR CLINICAL PSYCHOLOGIST REFERENCE: H/C/1
SALARY
:
R146 685 per annum plus scarce skills allowance equal to 10% of the annual salary notch.

CENTRE
:
Free State Psychiatric Complex, Bloemfontein

REQUIREMENTS
:
*Current registration with the Health Professions Council of South Africa as a Clinical Psychologist. *Master’s degree in Clinical Psychology. Recommendations: *Experience in the application of community service/outreach programme. *Experience of providing mental health care in a multi-professional setting. *Experience in Child Psychology.

DUTIES
:
*To provide a comprehensive psychological service at the Child Mental Health Care Centre. *To train medical students and intern psychologists to serve the needs of the community. *Responsible for research applicable to mental health services. *To take part in the outreach program for children and adolescents.

ENQUIRIES
:
Prof. F.J.W. Calitz, Tel. No. (051) 4079382

APPLICATIONS
:
The Chief Executive Officer: Free State Psychiatric Complex, Private Bag X20607, BLOEMFONTEIN, 9300

FOR ATTENTION
:
Prof. F.J.W. Calitz

POST 07/175
:
ASSISTANT MANAGER REFERENCE: H/A/34

SALARY
:
R146 685 per annum

CENTRE
:
Pelonomi Regional Hospital, Bloemfontein

REQUIREMENTS
:
*Chief Professional Nurse with management experience. *Registered with the South African Nursing Council as General Nurse. *Diploma in Theatre Nursing Science/ extensive appropriate experience in theatre. Recommendations: Degree/Diploma in Health Care Management or equivalent.

DUTIES
:
*Promote efficient and effective cost centre management. *Monitor and manage risks. *Develop personnel. *Solve problems and manage conflicts. *Monitor and enhance total quality patient care. *Manage finance and information.

ENQUIRIES
:
N.V. Mokhele, Tel. No. (051) 4051930/1931

APPLICATIONS
:
The Chief Executive Officer, Pelonomi Regional Hospital, Private Bag X20581, BLOEMFONTEIN, 9300

FOR ATTENTION
:
Mr S. Makhema

POST 07/176
:
ASSISTANT MANAGER:  PERSAL CONTROLLER REFERENCE: H/A/36


Directorate Financial Accounting

SALARY
:
R146 685 per annum

CENTRE
:
Bloemfontein

REQUIREMENTS
:
*An appropriate Bachelors Degree (or equivalent qualification) in Accounting. *Extensive appropriate experience in PERSAL. Recommendations: Public Sector experience with regard to PERSAL.

DUTIES
:
*Salary controller of the Department. *Reconciliation of PERSAL and BAS on a monthly basis. *Inputs for the financial statements with regard to personnel expenditure. *Controlling the matrix in the Department. *Control over the exception reports that is received weekly from P PERSAL. *Cost Centre manager for the division.

ENQUIRIES
:
Ms P.C. Piek, Tel. No. (051) 4081507

APPLICATIONS
:
The Senior Manager: Human Resource Management, P.O. Box 227, BLOEMFONTEIN, 9300

FOR ATTENTION
:
Mr M.J. Mokgampanyane

CLOSING DATE
:
19 February 2007 (only this post)

DEPARTMENT OF SPORT, ARTS AND CULTURE

APPLICATIONS
:
Applications must be submitted to : Department of Sport, Arts and Culture, Human Resource Advisory Division, Private Bag X20606, Bloemfontein 9300 or place applications in application box, Foyer 2nd Floor, Saambou Building, Cnr Maitland and Aliwal Streets, Bloemfontein 9300

FOR ATTENTION
:
Ms M Moffat

CLOSING DATE
:
2 March 2007

NOTE
:
Applications should be submitted on a Z83 form obtainable from any Public Service Department or at www.fs.gov.za and must be accompanied by an updated comprehensive and detailed  Curriculum Vitae with certified copies of qualification certificates, Driver’s license and a copy of Identity Document or Passport attached. Direct your application quoting the relevant reference number and corresponding centre of employment above on the Z83 form. No faxed or e-mailed applications will be considered and applications received after the closing date indicated above will not be accepted. If applying for more than one position, a separate application form (Z83 - with relevant attachments )  must be provided for each post applied for Failure to comply with the above instructions will result in the application not being considered and automatically disqualified. Please note: Candidates who are not contacted within four months for an interview may assume that they did not meet the shortlist criteria and are hereby thanked for applying for the vacant posts. Candidates in ownership of foreign qualifications, certificates and/or courses attended must ensure that they attach proof of the level of their qualifications, issued by the South African Qualification Authority.

OTHER POSTS

POST 07/177
:
SENIOR INTERNAL AUDITOR (REF S/IA 1)
SALARY
:
R146 685 per annum
CENTRE
:
Bloemfontein

REQUIREMENTS
:
An appropriate B Degree  (or equivalent three year) qualification ▪ Proven intermediate experience in an internal audit environment ▪ Proven supervision experience ▪ Knowledge and proficiency in applying the Internal Audit Standards , mechanisms, systems and processes. ▪ Good verbal and written communication skills ▪ A Valid Drivers Licence  ▪ Computer literacy with combined with working knowledge in the application of audit software Recommendations ▪ Working experience in the Public Service working environment ▪ Good planning and organizing skills ▪ Ability to work independent and to adapt to change and to be part of a team when required ▪ Ability to solve problems without assistance and to make decisions ▪ Professional certification as a Chartered Accountant (CA) or Registered Government Auditor (RGA) or Certified Internal Auditor (CIA) ▪ Budget Management  ▪ Knowledge of financial, supply chain management and other legislation applicable within government  
DUTIES
:
Key Responsibilities ▪ Supervise the work of internal auditors appointed within the division ▪ Review monthly time sheets / internal audit plans prepared by subordinate and carrying out budget and /or cost control per individual audit project ▪ Ensure execution of internal audit projects in accordance with the Standard for the Professional Practice of Internal Auditing ▪  Follow up internal audit communication to ensure that Management timeously implement adequate measure to address shortcomings or to improve operations▪ Provide assistance with the monitoring of the divisions’ budget 

ENQUIRIES
:
Mr C Van Der Westhuizen, Tel No (051) 410 4790

POST 07/178
:
ASSISTANT MANAGER: COMMUNITY LIBRARIES (REF AM/TM/1)
SALARY
:
R146 685 per annum
CENTRE
:
Thabo Mofutsanyane District Library, Bethlehem

REQUIREMENTS
:
B Bibl Degree or equivalent 4 year tertiary qualification combined with intermediate experience in management in a library environment, preferable in a Library District Office ▪ Computer Literacy ▪ Valid Drivers Licence Recommendations ▪ Experience in project management

DUTIES
:
Key Responsibilities ▪ To manage the line functions performed within the district office to ensure that the Key performance areas stated in the strategic plan are implemented and that objectives are reached ▪ Manage and co- ordinate administrative support services, financial and human resources within the district office

ENQUIRIES
:
Mr S Jugdav, Tel No (051) 407 2805
POST 07/179
:
ASSISTANT MANAGER: COLLECTION MANAGEMENT (ASM/CM/2)
SALARY
:
R146 685 per annum
CENTRE
:
Bloemfontein

REQUIREMENTS
:
B Bibl Degree or equivalent tertiary qualification ( BA Degree with a Diploma in Library and Information Science or National Diploma in Library and Information Science) combined with intermediate experience in Library and information services and management ▪ Knowledge of collection management standards and norms ▪ Computer Literacy ▪ Basic Financial Management skills ▪ Valid Drivers Licence Recommendations ▪ Working knowledge of an ability to apply Government regulations ▪ Project Management skills 

DUTIES
:
Key Responsibilities ▪ To plan organise, co-ordinate the line functions performed within the Development Division which include i.e. to facilitate library collection development, cataloguing of library material and physical processing ( preparation and distribution ) of library material – to manage the library management system and computerization of libraries ▪ Manage and co- ordinate the divisions’ budget and human resources ▪ Provide inputs to manage to ensure participative and accountable management 

ENQUIRIES
:
Ms Z  Maneli, Tel No (051) 407 2809

POST 07/180
:
LIBRARIAN: PUBLICATIONS [REF. LP 007]
SALARY
:
R 98 916 per annum
CENTRE
:
Bloemfontein

RERQUIREMENTS
:
Degree in Library or Information Science or an equivalent degree ▪  A valid driver’s license.  ▪ Basic working experience in communication, marketing, editing, language revision and article writing. Recommendations ▪  A degree in Communication Science, Journalism and Marketing ▪  Profound language skills, specifically in creative writing.

DUTIES
:
Key Responsibilities ▪ Act as sub- editor of the in-house Free State Libraries journal and this includes playing a part in the planning and co-ordination of the said journal ▪ Compile and develop posters, information pamphlets, brochures and monitor the distribution thereof ▪ Maintain a media file on the Library and Archive Services Directorate and affiliated libraries ▪ Serve on the Editorial board of Free State Libraries as well as the Departmental Events Task Team.

ENQUIRIES
:
Ms A Smuts, Tel. No. 051 407 2832

POST 07/181
:
PRINCIPAL LIBRARIAN [REF. PL / 070]
SALARY
:
R98 916 per annum
CENTRE
:
Qwaqwa [FS School of Nursing]

REQUIREMENTS
:
B Degree in Library or Information Studies or an equivalent qualification ( BA Degree with a Diploma in Library and Information Science or National Diploma in Library and Information Science) ▪ Intermediate working experience in the field of Library Information Service ▪  Good communication skills ▪ Computer literacy ▪ Working experience in Information and Internet search techniques, research methods with reference to data collection and analyses. Recommendations ▪ Working experience in a special library service ▪ Ability to conduct information / reference interviews ▪ Knowledge of the subject field of the institution where the library is established.

DUTIES
:
Key Responsibilities ▪ Manage and administer a specialized library and Information service to ensure provision of an effective service ▪ Develop, organize and maintain a needs-based collection of information resources to ensure a service that will meet the needs of users ▪ Liaise with clients of the Department in order to determine library needs and accessible customer-driven service ▪ Administer supervision of subordinates.

ENQUIRIES
:
Ms MC Maartens, Tel. No. 051 407 2806

POST 07/182
:
LIBRARIANS: COLLECTION DEVELOPMENT (X2 POSTS) [REF. LCD 006]

SALARY
:
R 79 407 per annum
CENTRE
:
Bloemfontein

REQUIREMENTS
:
B Bibl degree or an equivalent qualification ( BA Degree with a Diploma in Library and Information Science or National Diploma in Library and Information Science) ▪ Computer Literacy ▪ Communications skills ▪ Knowledge of Library and information Systems. Recommendations ▪ Knowledge of collection development standards and norms ▪ Reading and writing knowledge of Southern Sotho ▪ Ability to assess library material and to compile a report on findings.

DUTIES
:
Key Responsibilities ▪ Evaluate and select new basic fiction and non fiction book material in subject fields or categories, formats and language ▪  Study publishers catalogues to select material ▪ Publicize and promote the collection through reviews, articles and book talks ▪  Evaluate the existing stock to determine gaps and deselect old, obsolete and ugly materials.

ENQUIRIES
:
Ms ASM Myburgh, Tel. No. 051 407 2808

POST 07/183
:
DEMAND CLERK [REF. DCFA 005]
SALARY
:
R 64 143 per annum
CENTRE
:
Bloemfontein

REQUIREMENTS
:
Senior Certification or Equivalent Qualification. Recommendations ▪ Computer Literacy ▪ Working Knowledge of PFMA, PPPFA, Supply Chain Management, Treasury and Financial delegation ▪ Ability to work under pressure.

DUTIES
:
Key Responsibilities ▪ Assist with quotations requests and issuing of bid documents ▪ Opening and closing of bid box and handle enquiries regarding bids ▪ Consolidate the needs of the Department that are budgeted for ▪ Assist with certification of quotations in line with the database.

ENQUIRIES
:
Ms L. Venter, Tel. No. 051 4103677

DEPARTMENT OF PUBLIC WORKS, ROADS AND TRANSPROT

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
:
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

CLOSING DATE
:
2 March 2007

NOTE
:
How to apply: 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 07/184
:
CHIEF PROVINCIAL INSPECTOR (POLICING) 4 POSTS



Directorate: Traffic Management

SALARY
:
R146 685 per annum
CENTRE
:
Motheo District, 1 (Ref. PWRT 2007/010)



Xhariep District, 1 (Ref. PWRT 2007/011)



Fezile Dabi District, 1 (Ref. PWRT 2007/012)



Thabo Mofutsanyana District, 1 (Ref. PWRT 2007/014)

REQUIREMENTS
:
A senior certificate or equivalent qualification as well as a Traffic Officer Diploma. Knowledge of and experience in law enforcement. At least eight (8) years experience in Traffic Law Enforcement; with preferably four (4) of the years in the capacity of a Principal Provincial Inspector. A valid unendorsed code eight (8) driver’s license. Supervisory experience in the Traffic environment. Recommendations: The incumbent will have to plan and co-ordinate the administrative, financial and procurement activities of the Traffic Service in accordance with the relevant policies and procedures. The candidate will be required to plan, organize and control law enforcement activities in accordance with the appropriate legislation. Must be able to solve problems by applying standing instructions or procedures and be able to interact with clients and co-workers in respect of procedural matters. Will have to administer the disciplinary measures and attend to complaints from staff and public. Will be responsible and accountable for staff and resources under his/her control. Must have high standards or proven levels of achievement and have a highly evolved degree of writing skills in order to produce routine reports, memo’s, letters and other correspondence. Have good interpersonal/human relation skills and possess the ability to communicate freely and easily with other employees, the general public and clients.

DUTIES
:
Key Performance areas: To manage and co-ordinate the activities of the sub-region, with a view to ensuring the development and consistent application of policies throughout. Ensuring the correct application of policies and regulations through the provision of support and monitoring. To provide leadership and direction for the activities of the sub-region, through the regular consultation and monitoring of activities in the offices of the region. The co-ordination and compilation of management information and reports on administrative matters. Managing the performance of direct and indirect staff and resources under his/her jurisdiction. The drafting of monthly programs ands schedules of activities for the regions. Be able to work under pressure. Must work overtime. Must work on Easter/Christmas holiday periods, long weekends, to work night duty and on weekends. Must comply and enforce all policies of Government and the Department 

ENQUIRIES
:
Mr E. Sease, Tel no: 051-4303663

POST 07/185
:
PRINCIPAL PROVINCIAL INSPECTOR (POLICING) 11 POSTS
SALARY
:
R122 841 per annum
CENTRE
:
Kroonstad Weighbridge, Ref. PWRT 2007/015



Warden, Ref. PWRT 2007/016



Bloemfontein Testing Station, Ref. PWRT 2007/017



Trompsburg, Ref. PWRT 2007/018



Edenburg, Ref. PWRT 2007/019



Gariepdam, Ref. PWRT 2007/020



Wepener, Ref. PWRT 2007/021



Senekal Weighbridge, Ref. PWRT 2007/022



Winburg, Ref. PWRT 2007/023



Harrismith, Ref. PWRT 2007/024



Zastron, Ref. PWRT 2007/025

REQUIREMENTS
:
A senior certificate or equivalent qualification as well as a Traffic Officer Diploma. Knowledge of and experience in law enforcement. At least six (6) years experience in Traffic Law Enforcement A valid unendorsed code eight (8) driver’s license. Recommendations: Supervisory experience will be a strong recommendation. To ensure a safe road traffic environment through the execution and supervision of continuous law enforcement actions. It is expected of the successful applicant to identify problems, recommend and implement appropriate solutions. Capable of managing and supervising staff performance as well as resources under his/her control. The ability to identify the training needs of staff and put in place proper measures to ensure that these needs are addressed accordingly

DUTIES
:
Key Performance areas: The management and supervision of the performance and activities of sub-ordinates. Controlling of Administration with respect to the administering of claim forms, checking of kilometres travelled, the condition of equipment being utilized, handling of complaints from staff and public and other duties. Ensuring the continuous compliance and application of relevant prescripts and policies. Application of the Road Traffic Legislation in order to promote road safety by inter alia:  supervision of staff in order to ensure the identifying and eliminating of traffic problems; traffic offenders; addressing patrolling of roads; executing speed checks; investigating motor vehicles for roadworthiness; escorting abnormal load vehicle; and assisting in general during emergency or accident situations. Planning, overseeing and execution of Traffic Law Enforcement duties in respect of point duty controls, road blocks and other special operations, administering the testing of instructors from driving schools and administering the warrants of arrest, supervision and authorization of the issuing of learners and drivers licenses. Be able to work under pressure. Must work overtime. Must work on Easter/Christmas holiday periods, long weekends, to work night duty and on weekends. Must comply and enforce all policies of Government and the Department.  

ENQUIRIES
:
Mr E. Sease, Tel no: 051-4303663 
ANNEXURE Q
PROVINCIAL ADMINISTRATION: GAUTENG
GAUTENG SHARED SERVICES CENTRE

APPLICATIONS
:
Gauteng Shared Service Centre, HR Source & Select, Imbumba House. 77 Fox Street, Johannesburg or Private Bag x 114 Marshalltown 2107 or contact the GSSC Call Centre on (011) 355 2222

CLOSING DATE
:
02 March 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 07/186
:
PRACTITIONER: TENDER ADMINISTRATION REF NO:70040307


Directorate: Procurement

SALARY

R64 143 -75 216 per annum plus benefits

CENTRE
:
Johannesburg

REQUIREMENTS
:
Grade 12 or equivalent, at least two years experience in a secretarial or administrative position, knowledge of tender administration procedures in GPG, sound knowledge of basic computer skills. Analytical, administrative, business acumen, communication, customer management, negotiation, problem solving.

DUTIES
:
To render support services relating to all administrative and secretarial needs for the tender administration section, thereby contributing to the overall success of the commodity teams and procurement teams. Registration of business requirements, forms and disposal forms, adequately recorded minutes of meetings organized in the forums and briefing sessions, registration of requirements forms from commodity and procurement teams, taking minutes at meetings, filing of documents relating to tenders and archiving tender office files.

ENQUIRIES
:
Trevor Niemack Tel (011) 689-8337 

DEPARTMENT OF HEALTH

APPLICATIONS
:
Gauteng Shared Service Centre, HR Source & Select, Imbumba House. 77 Fox Street, Johannesburg or Private Bag x 114 Marshalltown 2107 or contact the GSSC Call Centre on (011) 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 07/187
:
PRINCIPAL SPECIALIST (INTERNAL MEDICINE) GASTROENTEREROLOGY REF NO: 70040251



Directorate:  Clinical Services

SALARY
:
R502 725 per annum (All inclusive package)

CENTRE
:
Dr George Mukhari Hospital

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

DUTIES
:
Head the clinical department of Gastroenterology. Organise equipment in Gastroenterology. Gather statistics and do clinical audit. Stimulate research in Internal Medicine and supervise registrars training. Lecturing and teaching of undergraduate and post graduate students. Assist the Head of Internal Medicine in running the department. Supervise and assist juniors in Internal Medicine. Manage performance of subordinates and ensure that all departmental prescripts are adhered to.

ENQUIRIES
:
Prof O. Mzileni, Tel (012) 521 4584

CLOSING DATE
:
7 March 2007

POST 07/188
:
PRINCIPAL STOMATOLOGIST / SENIOR LECTURER IN THE FIELD OF ORAL BIOLOGY REFERENCE NO: 70040164



Directorate: Region C

SALARY
:
R502 725 per annum (all inclusive remuneration package)

CENTRE
:
Medunsa Oral Health Centre

REQUIREMENTS
:
HPCSA registration as a Dentist. A master ‘s degree in Dental Science. (MDS/M.SC) or equivalent specialist qualification (M.Dent/M.ChD). A strong background in Oral Biology in terms of teaching and research. A minimum of five years clinical experience, Proven research experience.

DUTIES
:
Perform management functions compatible with a senior management post. Facilitate the learning and intergration of Oral Biology in to clinical practice ay undergraduate and postgraduate level. Treatment of patients presenting at Medunsa Oral Health Centre. Perform clinical, basic and epidemiological research.

ENQUIRIES
:
Prof E. Raubenheimer Tel No: (012) 521-4838

CLOSING DATE
:
06 March 2007

OTHER POSTS

POST 07/189
:
SENIOR SPECIALIST (MAXILLO FACIAL & ORAL SURGERY) REFERENCE NO: 70040162



Directorate: Region C

SALARY
:
R357 063 per annum (all inclusive remuneration package)

CENTRE
:
Medunsa Oral Health Centre

REQUIREMENTS
:
Registration with HPCSA as a Specialist in Maxillo facial & Oral Surgery, Adequate clinical experience in Maxillo facial & Oral Surgery.

DUTIES
:
To provide service and patients care in all surgical procedures particularly in Maxillo facial & Oral Surgery. Service rendering will form the core duties as required by the Oral and Dental Hospital and Dr George Mukhari Hospital, Teaching training of registrars and undergraduate students Research.

ENQUIRIES
:
Prof  MMR Bouckaert Tel No: (012) 521-4858

CLOSING DATE
:
06 March 2007

POST 07/190
:
DEPUTY DIRECTOR NURSING REFERENCE NO: 70040159
SALARY
:
R286 203 per annum (all inclusive remuneration package)

CENTRE
:
Kalafong Hospital

REQUIREMENTS
:
Relevant Bachelors Degree or equivalent qualifications. Extensive managerial experience in the nursing filed (at least minimum of 5 years of experience). Recommendations: Proven track record of involvement in the transformation of the hospital, Excellent communication skills, ability to motivate staff will be an advantage. 

DUTIES
:
Manage the Nursing services of the hospital within the allocated budget, Develop policies and advise management on recruitment and retention strategies for nursing staff. Devise job improvement and career advancement opportunities for nurses, Develop and support research initiatives with the aim of improving quality team work within disciplines. Ensure continuous quality improvement  in the nursing services, Investigate and deal with complaints regarding nursing service and assist with investigation into adverse clinical outcomes.  
ENQUIRIES
:
Dr. T.S.J Fisher. Tel No: (012) 318-6501

CLOSING DATE
:
06 March 2007

POST 07/191
:
REGISTRAR – MAXILLO-FACIAL & ORAL SURGERY REFERENCE NO:  70040165



Directorate: Region C

SALARY
:
R183 084 per annum (Plus benefits)

CENTRE
:
Medunsa Oral Health Centre

REQUIREMENTS
:
Degree in Dentistry. Registration with HPCSA as a Dentist with at least two years experience as a Dentist and completed their community service Obligations. Post-graduate courses in Anatomy, Physiology,  Pathology & completion of an ATLS course will be an advantage.

DUTIES
:
The registrar will pursue a course of study over four or five years and if successful in meeting the requirements will be awarded a qualification which will entitle the holder to register with the HPCSA as a Maxillo-Facial & Oral Surgeon. Through the course of the study the registrar will deliver service by undertaking treatment of patients at various institutions of the Gauteng Department of Health including the Medunsa Oral Health Centre. Executing and presenting  a research project and training of undergraduate students.

ENQUIRIES
:
Prof  MMR Bouckaert Tel No: (012) 521-4858

CLOSING DATE
:
06 March 2007

POST 07/192
:
REGISTRAR PROSTHODONTICS (2POSTS) REFERENCE NO:  70040161


Directorate: Region C

SALARY
:
R183 084 per annum (plus benefits)

CENTRE
:
Medunsa Oral Health Centre

REQUIREMENTS
:
Degree in Dentistry (BDS or BChD), Registration with HPCSA as a Dentist, The candidate must be able to demonstrate potential in research, teaching and service rendering.

DUTIES
:
Clinical education of pre graduate students, planning and presentation of lecturers, conducting research. Taking part in departmental activities, treatment of patients anzd community services. Candidate must be prepared to commute between Medunsa and other teaching institutions for selective tuition sessions.

ENQUIRIES
:
Prof. Sykes Tel No: (012) 521-4870

CLOSING DATE
:
06 March 2007

POST 07/193
:
PRINCIPAL PHARMACIST REF NO: 70040277

SALARY
:
R 160 419 - 177 198 per annum (plus benefits)

CENTRE
:
Metsweding District

REQUIREMENTS
:
Registration with S.A. Pharmacy Council as Pharmacist. Diploma pharm/ BSc Pharm and B.Pharm. Good communication and interpersonal skills. Computer literacy. Valid driver’s license.

DUTIES
:
Co-ordinate and supervise resource necessary to provide efficient pharmaceutical services. Ensure quality provision of pharmaceutical care and adherence to current practices of good pharmacy practice and good manufacturing practice. Effective drug supply. Implementation of policies and standard operating procedures. Monitoring and reporting on pharmaceutical expenditure, adherence to budgetary control measures and promoting of rational drug use. Training, educate and development of pharmacy staff and other health workers.

ENQUIRIES
:
Dr. R. Oyedipe (012) 303-9039

CLOSING DATE
:
23 February 2007
POST 07/194
:
ASSISTANT DIRECTOR: REF NO: 70040315


Directorate: Revenue and Contract Management 

SALARY
:
R146 685 per annum (plus benefits)

CENTRE
:
Central Office, Johannesburg

REQUIREMENTS
:
Relevant three year Degree / National Diploma. Financial management. Computer literacy. Report writing. Knowledge of the PFMA. Planning, organization, analytical, research and investigation skills. Valid driver’s licence. 

DUTIES
:
Provide administrative support in the review, revision and adjustment of existing agreements. Assist in the development and drafting of agreements. Assist in the yearly costing of LifeEsidemeni  services. Provide financial management support to all NPOs and Departmental Agencies that are funded by the Department. Follow up on the outstanding financial reports. Record all donations received by the Department. Compile monthly donations received and expenditure reports. Provide training and advice to funded NGOs on a regular basis. Analyse Audited / Annual Financial Statements of the NGOs funded by the Department and other Agencies, compile, and report on the findings. Manage resources of the Directorate. Develop and appraise staff. Handle Trusts accounts.

ENQUIRIES
:
Mr L J Makabate (011) 355 3447

CLOSING DATE
:
05 February 2007

POST 07/195
:
DENTIST / LECTURER REFERENCE NO:  70040160



Directorate: Region C

SALARY
:
R146 685 per annum (plus benefits)

CENTRE
:
Medunsa Oral Health Centre

REQUIREMENTS
:
BDS or equivalent qualifications, Registration with HPCSA, Postgraduate qualifications will be an advantage, Undergraduate Orthodontic evaluation will be taken in to consideration.

DUTIES
:
Lecturing as undergraduate students, Clinical supervision, Service rendering, Departmental activities, Community service, Research.

ENQUIRIES
:
Dr. P. Hlongwa – HOD: Orthodontics Tel No: (012) 521-4854

CLOSING DATE
:
06 March 2007

POST 07/196
:
ASSISTANT DIRECTOR: HUMAN RESOURCES REF NO: 70040354


Directorate: Human Resource

SALARY
:
R 146 685 per annum (plus benefits)

CENTRE
:
Weskoppies Hospital 

REQUIREMENTS
:
Tertiary qualification or equivalent qualification in Human Resources Management. Computer literate, sound knowledge of Persal. Knowledge of relevant legislations. A valid driver’s license. Proven relevant experience as per core.

DUTIES
:
Manage and supervise the sections resorting under the HRM. Evaluate organizational and post establishment matters. Manage and monitor personnel and salary administration. Manage performance management systems and ensure adherence thereto. Monitor and manage employment practices, policies and procedures. Ability to interpret, analyse and advise on HR and LR legislation, regulations, policies and procedure to advise managers on HR and LR issues. Management of personnel budget. Compiling of monthly reports. Manage, monitor and facilitate on labour relations and training and development.

ENQUIRIES
:
Mr F Shah Tel (012) 319 9795

CLOSING DATE
:
09 March 2007

POST 07/197
:
MEDICAL OFFICER REF NO: 70040276
SALARY
:
R146 685 per annum (plus benefits)

CENTRE
:
Metsweding District

REQUIREMENTS
:
MBCHB, Register with Health Professions Council of SA. Excellent communication, interpersonal relations. Computer literacy and the ability to perform independently and under pressure. A valid driver’s license. 

DUTIES
:
Rendering of clinical service, general procedure and management of patient care in accordance with department standards. Must be prepare to work overtime. Provide ongoing monitoring of interns and training of community service doctors as well as performance management. Provide primary medical care and appropriate health information including diseases prevention.

ENQUIRIES
:
Dr. R. Oyedipe Tel (012) 303-9039

CLOSING DATE
:
23 February 2007

POST 07/198
:
CHIEF PROFESSIONAL NURSE BRONKHORSTPRUIT CLINIC REF NO: 70040278 

SALARY
:
R 122 841 per annum (plus benefits)

CENTRE
:
Metsweding District

REQUIREMENTS
:
General Nurse, Midwifery, Diploma in community Health Nursing and Psychiatry. Registered with professional council, appropriate degree or Diploma. Good interpersonal and problem-solving skills. Sound knowledge of legislation, policies. Ability to work under pressure. A valid code 8 driver’s license.

DUTIES
:
To be responsible for outreach services from the clinic. To be responsible for total patient care in the clinic and community. To access, diagnose, prescribe, educate and advise patients. Should be willing to render 24hrs services and extended hours. Administrative duties after hours. Ensure efficient and effective management of resources. Supervise, support and evaluate subordinates and responsible for staff development. To facilitate community participation.

ENQUIRIES
:
Ms. M. Dikwebe (013) 932-6303

CLOSING DATE
:
23 February 2007   

POST 07/199
:
SENIOR PHARMACIST REF NO: 70040254

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

CENTRE
:
Edenvale General Hospital 

REQUIREMENTS
:
Applicable tertiary qualification and professional registration. Computer literacy, Good written and verbal communication skills.
DUTIES
:
Ensure proper drug supply management: pre-packing, manufacturing and compounding. Distribution, storage and use of medicine and prevent expiry of stock, Implementation of standard Operating Procedures, good pharmacy practice and norms and standards. Advice and support to patients and other health care professionals regarding pharmaceutical issues, Dispense drugs to in-and outpatients, Counselling of patients to ensure optimal compliance with the use of medication, Mentor pharmacist interns and pharmacy assistants.
ENQUIRIES
:
Ms A. Boston Tel: (011)321-6038

CLOSING DATE
:
06 March 2007

POST 07/200
:
CHIEF PROFESSIONAL NURSE (THEATRE) REF NO: 70040172
SALARY
:
R122 841 – 142 617 per annum (plus benefits)

CENTRE
:
Edenvale General Hospital 

REQUIREMENTS
:
Diploma in General Nursing, Appropriate Theatre qualification, Registration with the South African Nursing Council, Management and supervisory skills, Applicable experience, Work shifts (including nights).

DUTIES
:
Render operative assistance to medical professionals, Supervise sterilizing section, Compile duty rosters, Manage department, Supervision and performance evaluations of personnel, Staff training.

ENQUIRIES
:
Ms A. Dunn Tel (011) 321-6008

CLOSING DATE
:
06 February 2007

POST 07/201
:
DIETICIAN REF NO: 70040279



Directorate: ART Services

SALARY
:
R98 916 per annum (plus benefits)

CENTRE
:
Metsweding District

REQUIREMENTS
:
Registration with HPCSA as a Dietician and relevant experience as a Dietician. Knowledge and experience in HIV/AIDS programme. Good communication and interpersonal skills. Valid driver’s license.

DUTIES
:
Nutritional assessment of patients with HIV/aids and management of all tasks related to nutrition in the programme. Participate in 
multidisciplinary team. Control of stock and needs analyses related to nutrition.

ENQUIRIES
:
Dr. R. Oyedipe (012) 303-9039

CLOSING DATE
:
23 February 2007   
POST 07/202
:
SENIOR PROFESSIONAL NURSE (PAEDIATRICS) REF NO: 70040173

SALARY
:
R98 916 - 114843 per annum (plus benefits)

CENTRE
:
Edenvale General Hospital 

REQUIREMENTS
:
Diploma in General Nursing, Preferably specialized paediatrics training, Registration with the South African Nursing Council, Paediatrics experience

DUTIES
:
Identify patients needs for nursing care, Formulate nursing programmes for the identified needs. Excellent patients care, Implement and evaluate programmes, Supervision and performance evaluations of junior personnel. 

ENQUIRIES
:
Ms A. Dunn Tel (011) 321-6008

CLOSING DATE
:
06 February 2007

POST 07/203
:
SENIOR DENTAL TECHNICIAN (2POSTS) REFERENCE NO:  70040166


Directorate: Region C

SALARY
:
R98 916 per annum (plus benefits)

CENTRE
:
Medunsa Oral Health Centre

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

DUTIES
:
Constructing of quality removable prothesis / and or fixed prosthetics. Assist registrars with lecturing of under-graduate students in prothetic techniques. NB: The interview will be conducted in two stages: A bench test to determine technical ability, An oral interview. The weighting of the two will be as follows: Bench test 60%, Oral interview 40%.

ENQUIRIES
:
Mr. Piet Prinsloo Tel No: (012) 521-4948

CLOSING DATE
:
06 March 2007

POST 07/204
:
SECRETARY REF.NO 70040291


Directorate: Policy and Strategic Planning

SALARY
:
R98 916 per annum (plus benefits)
CENTRE
:
Johannesburg

REQUIREMENTS
:
A senior Certificate with relevant training. At least three years of experience as Secretary. Good written and verbal communication skills. Computer skills (Microsoft Office 97/2000, Power Point, MS Word, Excel and Internet competency) are required. Ability to work under pressure and deliver a quality product.

DUTIES
:
Manage the dairy of the Chief Director. Provide administrative support to the Chief Director. Screen incoming calls and correspondence and ensure proper scheduling of appointments. Respond to all routine correspondence. Maintain filling system and various electronic data bases. Attend meetings with Chief Director and ensure follow-ups where necessary. Produce written minutes of meetings attended or  chaired by Chief Director. Maintain a good image by ensuring professional communication with the internal and external clients telephonically and otherwise. Take minutes and provide general, but effective administrative support. Generally administer the office of the Chief Director in an effective and productive manner

ENQUIRIES
:
Ms. Petal Thring Tel (011) 355 -4874

CLOSING DATE
:
22 February 2007

NOTE
:
You may be subject to a security clearance and non disclosure. Any discrepancies in this regard will warrant immediate dismissal. Only Internal Candidates may apply

POST 07/205
:
SENIOR RADIOGRAPHER REF NO: 70040356



Directorate: Allied

SALARY
:
R 98 916 per annum (plus benefits)

CENTRE
:
Sizwe Tropical Disease Hospital

REQUIREMENTS
:
Registration with the Health Professional Council of South Africa as a Radiographer. Recommendations: 2-3 years experience as a Radiographer.

DUTIES
:
Conduct radiographic examinations on patients referred to the Radiology Department. Comply with ionizing radiation regulations. Participating in quality assurance programmes. Hours 7h30 -16h00 i.e. after hours standby duty. Perform any other tasks delegated.

ENQUIRIES
:
Ms L Ziotnick Tel (011) 488- 4141

CLOSING DATE
:
09 March 2007

POST 07/206
:
SENIOR FOOD SERVICE MANAGER REF NO: 70040360


Directorate: Food Services

SALARY
:
R 98 916 per annum (plus benefits)

CENTRE
:
Sizwe Tropical Disease Hospital

REQUIREMENTS
:
Relevant experience, National Diploma in Food Service Management or BTech in Food Managerial Skills, negotiation skills, works effectively in team, problem solving communication skills and computer skills.

DUTIES
:
Specialised knowledge of procedure and products used in FSU, catering skills. Monitor and co-ordinate procurement. Financial Management and control. Assist with the departmental planning. Compile master orders and control production processes. Co-ordinate serving and distribution of meals. Monitor and evaluate service to patients and staff. Identify training needs and assist in development of training manuals. Give training to staff and students. HR Management (personnel utilization). Ensure effective utilization.

ENQUIRIES
:
Mr M.E. Nkoana Tel (011) 531 4307

CLOSING DATE
:
09 March 2007

POST 07/207
:
SENIOR SECRETARY GRADE III REF NO: 70040234


Directorate: CEO’S Office

SALARY
:
R79 407 per annum (plus benefits)

CENTRE
:
Cullinan Care and Rehabilitation Centre 

REQUIREMENTS
:
Senior certificate or equivalent qualification. Four years administration or office experience. A Secretarial diploma will be advantage. Computer literacy and extensive knowledge and experience MS Word, Excel, Power point and MS Outlook are essential. Must be a responsible person with good interpersonal skills and telephone etiquette, be able to work independently and as a team. Function optionally under pressure, be assertive and presentable. Have good knowledge of office work and excellent writing skills.

DUTIES
:
The successful candidate will be responsible for rendering general secretarial and support service to the office of the CEO. This include the following: managing the diaries in the CEO’s office, telephones, e-mail and fax machines. Responsible for arranging of meetings, conferences, refreshment, booking of venues and parking. Keep the office filing up to date as electronic filing data base. Record keeping of incoming and outgoing mail, take minutes of the meetings. General organizing and planning. 

ENQUIRIES
:
Mr. T.J. Mokhopa Tel: (012) 734 7078

CLOSING DATE
:
23 February 2007

POST 07/208
:
PROFESSIONAL NURSE (10 POSTS) REF NO: 70040175
SALARY
:
R79 407 – 92 193 per annum (plus benefits)

CENTRE
:
Edenvale General Hospital 

REQUIREMENTS
:
Diploma in General Nursing, Registration with the South African Nursing Council, Be willing to work shifts in all departments.

DUTIES
:
Identify patients needs for nursing care Formulate nursing programmes for identified needs, Implement and evaluate programmes, Perform patient care of an outstanding standard in various departments, Supervise and evaluate junior personnel. 

ENQUIRIES
:
Ms A. Dunn. Tel  (011) 321-6008

CLOSING DATE
:
06 February 2007

POST 07/209
:
DENTAL TECHNICIAN REFERENCE NO: 70040163


Directorate: Region C

SALARY
:
R79 407 per annum (plus benefits)

CENTRE
:
Medunsa Oral Health Centre

REQUIREMENTS
:
Diploma in Dental Technology or B.Tech in Dental Technology and registration with the Dental Technician Council. Good human relations.  

DUTIES
:
Constructing of quality removable prothesis / and or fixed prosthetics. Assist registrars with lecturing of under-graduate students in prothetic techniques. NB: The interview will be conducted in two stages: A bench test to determine technical ability, An oral interview, The weighting of the two will be as follows: Bench test 60%, Oral interview 40%.

ENQUIRIES
:
Mr. Piet Prinsloo Tel No: (012) 521-4948

CLOSING DATE
:
06 March 2007

POST 07/210
:
SENIOR ADMINISTRATION CLERK GRADE III REF NO: 70040316


Directorate: Forensic Pathology Services

SALARY
:
R79 407 per annum (plus benefits)

CENTRE
:
Roodepoort 

REQUIREMENTS
:
Senior Certificate & minimum 5-years administrative experience. Above average computer and software literacy. Interpersonal relations.

DUTIES
:
Rendering efficient and effective support  to the mortuary manager. Efficient and effective assistance with finance related matters. Efficient and effective assistance with human resource related matters. Commitment to Batho Pele Principles.  Perform any other duties as required from time to time. Supervision of subordinates.

ENQUIRIES
:
Mr G Phashe, Tel (011) 355 3495

CLOSING DATE
:
05 Februar 2007
POST 07/211
:
KEYBOARD OPERATING CLERK REF NO: 70040319


Directorate: Information and Technology Management

SALARY
:
R64 143 – R74 472 per annum (plus benefits)

CENTRE
:
Central Office, Johannesburg

REQUIREMENTS
:
Experience in health services, Grade 12 with mathematics. Computer literacy. Analytical and numeracy skills. Good communication and co-ordination skills. 

DUTIES
:
Data capturing, data cleaning and generate reports as requested. Carry out administrative duties. Manage / handle information requests. Organise / co-ordinate meetings / workshops.

ENQUIRIES
:
Ms J.R Hunter, Tel (011) 355 3831

CLOSING DATE
:
05 February 2007
POST 07/212
:
SECRETARY REF NO: 70040280



Directorate: Tshwane / Metsweding Region

SALARY
:
R64 143 per annum (plus benefits)

CENTRE
:
Region C

REQUIREMENTS
:
Grade 12 certificate or equivalent qualification, relevant Secretarial and Admin Experience. Computer literacy (Ms Word, Ms Excel and PowerPoint). Interpersonal relations, good communication (verbal and written), typing skills as well as problem-solving and analytical skills. Ability to work under –pressure without constant supervision.

DUTIES
:
Provide secretarial and typing skills. Manage day to day running of the office. Arrange meeting and take minutes. Compiling of memos, letters and report. Adherence to relevant departmental policies and procedures. Preparation of traveling arrangements, Manager the manager’s diary. Performance of administrative tasks when required. 

ENQUIRIES
:
Dr. R. Oyedipe (012) 303-9039

CLOSING DATE
:
23 February 2007   
POST 07/213
:
ADMIN CLERK (RETHABISENG) REF NO: 70040282



Directorate: Tshwane / Metsweding Region

SALARY
:
R 54 222 per annum (plus benefits)

CENTRE
:
Metsweding-Local Authority 

REQUIREMENTS
:
Grade 12 certificate or equivalent qualification. Experience in Admission of patients. Ability to read and write, good interpersonal and communication skills.

DUTIES
:
Correct filling of  patients files. Keep a correct record/register of incoming patients.  Guide patients from admission point to the correct service point. Ensure that new patients files are ordered and available at all times. Ensure correct statistics. Ensure correct paper-based filing. Be prepare to work shifts. Monitoring of patients follow up visits.

ENQUIRIES
:
Ms. M Dikwebe (013) 932-6303

CLOSING DATE
:
23 February 2007
POST 07/214
:
SENIOR ADMINISTRATION CLERK GRADE I REF NO: 70040321


Directorate: Forensic Pathology Services

SALARY
:
R54 222 per annum (plus benefits)

CENTRE
:
Roodepoort

REQUIREMENTS
:
Senior Certificate. Above average computer and software literacy. Sound interpersonal relations.

DUTIES
:
Rendering efficient and effective support to the mortuary manager. Efficient and effective assistance with finance related matters. Efficient and effective assistance with human resource related matters. Commitment to the Batho Pele Principles. Perform any other duties as required from time to time.

ENQUIRIES
:
Mr G Phashe, Tel (011) 355 3495

CLOSING DATE
:
05 February 2007
POST 07/215
:
ADMINISTRATION CLERK –NGO SUPPORT REF NO: 70040323


Directorate: Community Based Services

SALARY
:
R54 222 per annum ( plus benefits)

CENTRE
:
Central Office, Johannesburg

REQUIREMENTS
:
Matric. Computer literacy, typing and organizational  / administrative skills. Excellent interpersonal relationships and excellent verbal and written communication skills. 

DUTIES
:
Carry out administrative tasks in accordance with regulatory framework and guidelines relating to general office functions. Record movement of documentation in accordance with guidelines and instructions. File documentation in a way, which is orderly and enables easy access to information. Arrange meetings and functions and serve refreshments when required. Write basic letters and reports.

ENDQUIRIES
:
Miss Nkosazana Lididi, Tel (011) 355 3334

CLOSING DATE
:
05 February 2007
POST 07/216
:
FINANCIAL CLERK ( 3 POSTS) REF NO : 70040213



Directorate:  Finance and Supply Chain Management

SALARY
:
R 46 200 per annum (plus benefits)

CENTRE
:
Dr George Mukhari Hospital

REQUIREMENTS
:
Grade 12 plus three years applicable experience .Mathematics or Accounting as passed subjects, computer skills, report writing skills, knowledge of Medicom will be an added advantage. 

DUTIES
:
Use of medicom in raising patients accounts. Debtors follow –up. Tracing outstanding debts. Allocation of receipts according to customer codes.

ENQUIRIES
:
Mr J.N. Mahlaba, Tel (012) 529 3141/ 3723

CLOSING DATE
:
7 March 2007 

POST 07/217
:
CLEANER: RETHABISENG (X1), ZITHOBNI (X1) REF NO: 70040284


Directorate: Tshwane / Metsweding Region

SALARY
:
R 40 227 per annum (plus benefits)

CENTRE
:
Metsweding-Local Authority 

REQUIREMENTS
:
Abet. Communication skills and interpersonal relationship.

DUTIES
:
Cleaning of all around the clinic, floor scrubbing and stripping. Floor polish using polish machine. Mopping of blood and other stains in the clinic. Handling of cleaning equipment and materials properly. Attend monthly clinics meetings.

ENQUIRIES
:
Ms. M Dikwebe (013) 932-6303

CLOSING DATE
:
23 February 2007
POST 07/218
:
ADMINISTRATION CLERK ( 6 POSTS) REF NO: 70040214


Directorate:  Logistics

SALARY
:
R40 632 (plus benefits)

CENTRE
:
Dr George Mukhari Hospital

REQUIREMENTS
:
Grade 10/ 12 or equivalent qualification with appropriate experience. High numeracy skills. Good communication skills. Good interpersonal relations. Computer literacy. Knowledge and experience of Medicom. Customer care and problem solving skills. 

DUTIES
:
Ensure the quality of data on Medicom is accurate. Compile monthly statistics. Control patient flow. Handle enquiries of patients. Solve customer related problems within patient administration, Participate in best practice  exercises. Work with the team to meet the strategic objectives.

ENQUIRIES
:
Mr G. Chirambo, Tel (012) 529 3687

CLOSING DATE
:
7 March 2007 

DEPARTMENT OF HOUSING
APPLICATIONS
:
Gauteng Shared Service Centre.  HR Source & Select, Imbumba House. 77 Fox Street, Johannesburg or Private Bag x 114 Marshalltown 2107 or contact the GSSC Call Centre on (011) 355 2222

CLOSING DATE
:
22 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 07/219
:
SECRETARY REF NO 70040291


Directorate: Policy and Strategic Planning
CENTRE
:
Johannesburg

SALARY
:
R 98 916 per annum (plus benefits)
REQUIREMENTS
:
A senior Certificate with relevant training. At least three years of experience as Secretary. Good written and verbal communication skills. Computer skills (Microsoft Office 97/2000, Power Point, MS Word, Excel and Internet competency) are required. Ability to work under pressure and deliver a quality product.

DUTIES
:
Manage the dairy of the Chief Director. Provide administrative support to the Chief Director. Screen incoming calls and correspondence and ensure proper scheduling of appointments. Respond to all routine correspondence. Maintain filling system and various electronic data bases. Attend meetings with Chief Director and ensure follow-ups where necessary. Produce written minutes of meetings attended or  chaired by Chief Director. Maintain a good image by ensuring professional communication with the internal and external clients telephonically and otherwise. Take minutes and provide general, but effective administrative support. Generally administer the office of the Chief Director in an effective and productive manner

ENQUIRIES
:
Ms. Petal Thring Tel (011) 355 -4874

NOTE
:
You may be subject to a  security clearance and non disclosure. Any discrepancies in this regard will warrant immediate dismissal. Only Internal Candidates may apply

DEPARTMENT OF PUBLIC TRANSPORT, ROADS AND WORKS

APPLICATIONS
:
Gauteng Shared Service Centre.  HR Source & Select, Imbumba House. 77 Fox Street, Johannesburg or Private Bag x 114 Marshalltown 2107 or contact the GSSC Call Centre on (011) 355 2222

CLOSING DATE
:
20 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 07/220
:
ASSISTANT DIRECTOR: ORGANISATIONAL DEVELOPMENT REF NO: 70040037


Directorate: Human Resource Planning 

SALARY
:
R183 084 per annum (plus benefits) 

CENTRE
:
Johannesburg 

REQUIREMENTS
:
ND in Organization and Work Study or equivalent. Knowledge and experience of job evaluation. Analytical, thinking, presentation, job analysis, communication, project management and problem solving skills. Interpersonal relations. Computer literacy and experience in using org + computer programme. 

DUTIES
:
Manage the organogram. Co-ordinate job evaluation within the Department. Co-ordinate review and design of organizational structures. Give advise on business improvements, standardization of business processes and process information. Co-ordinate the development of job profiles. Co-ordinate the development and implementation of the retention policy. Co-ordinate the development and implementation of succession planning policy. Compile submissions on any developments regarding organizational structures, business processes and job evaluations.
ENQUIRIES
:
Ms MVA van Niekerk, Tel: (011) 355- 9347

POST 07/221
:
DEVELOPER TECHNICIAN REF NO: 70040038


Directorate: Information Systems

SALARY
:
R98 916 per annum

CENTRE
:
Johannesburg

REQUIREMENTS
:
Degree or Diploma in IT, at least 1-2yrs relevant experience in systems development. A valid driver’s license, good communication skills. Knowledge of VB.Net, ASP, ASP.Net, SQL and MS Access. 

DUTIES
:
Render maintenance of Information Systems services to the Department. Manage and upgrade Information Systems services. Render development of new Information Systems services. System requirement analysis. System Architectural design. Software coding, integration and testing. System documentation.

ENQUIRIES
:
Devante  Maphari, Tel: (011) 355-7343

POST 07/223
:
ADMIN OFFICER REF NO: 70040039


Directorate: Information Systems

SALARY
:
R98 916 per annum (plus nenefits)

CENTRE
:
Johannesburg

REQUIREMENTS
:
Grade 12, A+ and at least 1-2 years experience in IT inventory control. Good customer care service and communication skills. Knowledge of computer hardware and software. Ability to write reports. Valid driver’s license.

DUTIES
:
Provision of wide range computerized administration support. Procurement of computer hardware (spares and peripherals) and software. Asset management of IT hardware and software and inventory control of IT assets. Provision of hardware, software and systems support services to computer users. Be a transport officer, issue trip authority, manage and inspect vehicles monthly.

ENQUIRIES
:
Ms Ranette  Jacobs, Tel: (011) 355 7317

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 

FOR ATTENTION
:
Ms Ann Jooste

CLOSING DATE
:
27 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 07/224
:
SENIOR SOCIAL WORKER REF.NO:70040211

SALARY
:
R122 841 per annum (plus benefits)

CENTRE
:
Sedibeng Region  

REQUIREMENTS
:
B A Degree or equivalent qualification in Social Work, Registration with the south African Council for Social Work Professions.  Valid Driver’s license, Conversation with Acts, Policies and Legislation pertaining to Social Welfare Services. Ability to interpret Policy/Legislative matters and operations Within units at community level.  Sound communication, negotiation, conflict management and Strategic management skills.  Leadership qualities and an understanding of the developmental social Welfare paradigm.  Ability to co-ordinate and Collaborate in an inspectoral environment.

DUTIES
:
Conduct assessments aimed at identifying conditions in individuals, groups, families and communities living and working on the street, that justify relevant interventions.  Identify and make recommendation on the appropriate interventions required to address the identified conditions of persons living and working on the street and in shelters develop.  Determine and plan programmes to render the recommended interventions efficiently, effectively and economically.  Implement the recommended interventions by providing continuous support, counselling, guidance and advice to the affected individuals, groups, families and communities that are homeless and indigent. Monitor and evaluate the effectiveness of recommended interventions, report on progress and identify further/amended interventions to address the identified conditions of youth and children admitted to shelters.  Develop and implement effective group work programmes for youth and children admitted to shelters.  Ensure that family reunification processes are activated and successfully completed.  Study, interpret apply and give information on legislation and policies in the identified work fields to social auxiliary workers, volunteers and other role players/stakeholders.  Perform statutory functions applicable to the relevant function, compile court reports and attend to court queries and the other tasks emanating from the courts.  Produce and maintain records of social work interventions, process and outcomes.  Support social auxiliary workers and volunteers.  Keep up to date with new developments in the social work and social welfare fields.  Perform all the administrative functions required of the job.        
ENQUIRIES
:
Ms. L Harmse (016) 930 2068
POST 07/225
:
SOCIAL WORKER REF.NO:70040209
SALARY
:
R98 916 per annum plus benefits

CENTRE
:
Sedibeng Region  

REQUIREMENTS
:
B A Degree or equivalent qualification in Social Work, Registration with the south African Council for Social Work Professions.  Valid Driver’s license, Conversation with Acts, Policies and Legislation pertaining to Social Welfare Services. Ability to interpret Policy/Legislative matters and operations within units at community level.  Sound communication, negotiation, conflict management and strategic management skills.  Leadership qualities and an understanding of the developmental social Welfare paradigm.  Ability to co-ordinate and collaborate in an insectoral environment.

DUTIES
:
Conduct assessments aimed at identifying conditions in individuals, groups, families and communities living and working on the street, that justify relevant interventions required to address The identified conditions of persons living and working on the street and in shelters develop, determine and plan programmes to render the recommended interventions efficiently effectively and economically. Implement the recommended interventions by providing continuous support, counselling, guidance and advice to the affected individuals, groups, families and communities that are homeless and indigent. Monitor and evaluate the effectiveness of recommended interventions, report on progress and identify further/amended interventions to address the identified conditions. Study, interpret apply and give information on legislation and policies in the identified work fields to social auxiliary workers, volunteers and other role players/stakeholders.  Perform statutory functions applicable to the relevant function, compile court reports and attend to court queries and the other tasks emanating from the courts.  Produce and maintain records of social work interventions, process and outcomes.  Keep up to date with new developments in the social work and social welfare fields, Perform all the administrative functions required of the job.

ENQUIRIES
:
Ms. L Harmse (016) 930 2068
POST 07/226
:
ADMINISTRATIVE CLERK (STATUTORY SOCIAL WORK) REF.NO:70040210
SALARY
:
R 64 143 per annum (plus benefits)

CENTRE
:
Sedibeng Region 

REQUIREMENTS
:
Relevant educational qualification and appropriate experience in office management and computer skills. Information management skills, Good interpersonal relations; Sound communication skills (written and verbal); Ability to work in a team. A valid driver’s license will be an added advantage.

DUTIES
:
Perform administrative tasks in accordance with the regulatory framework and guidelines relating to general office functions. Render logistical, administrative and personnel administration support to the office. Monitor and record movement of documents in accordance with guidelines and instructions. Collection and collation and consolidation of statistical information. Assist with arranging meetings and minute taking.

ENQUIRIES
:
Ms. L Harmse (016) 930-2068

ANNEXURE R
PROVINCIAL ADMINISTRATION: KWAZULU-NATAL

DEPARTMENT OF ECONOMIC DEVELOPMENT

The Department of Economic Development is an equal opportunity, affirmative action employer.  It is our intention to promote representivity (race, gender and disability) in the Department through the filling of this post. The candidature of persons   whose appointment/promotion/transfer will promote representivity will receive preference.  An indication in this regard will facilitate the process of applications.

APPLICATIONS
:
Forward your applications, quoting the relevant reference number and the name of the publication in which you saw this advertisement to: The Head, Department of Economic Development, Private Bag X001, Bishopsgate, 4008 Applications may only be posted or hand-delivered to 1st Floor, 101 The Marine Building, 22 Gardiner Street, Durban.

FOR ATTENTION
:
Ms. S. Sithebe.

CLOSING DATE
:
02 March 2007

NOTE
:
All applications must be submitted on Form Z83 obtainable from any Public Service department, and be accompanied by certified copies of qualifications, Identity Document and a comprehensive CV. Should an applicant be in possession of a foreign qualification it must be accompanied by an evaluation certificate from the South African Qualification Authority (SAQA). All information submitted will be treated as confidential. The Department reserves the right to withhold the filling of any of the abovementioned posts at anytime prior to an appointment being made. Applicants’ educational qualifications will be verified and references will be checked. Candidates are encouraged not to send their applications through registered mail, as the Department will not take responsibility for non-collection of those applications. Interested persons may contact the above relevant persons next to each post for further information. Due to the volume of applications we will receive, correspondence will be limited to short-listed candidates only. Should you not hear from us within four months of the closing date of this advertisement, please accept that your application was unsuccessful. Applicants are informed that applications, copies of qualification and CV’s will not be returned. NB: Fax, e-mail, incomplete and late applications will not be considered. It is the responsibility of the candidates to ensure that their applications reach the Department timeously.  

MANAGEMENT ECHELON
POST 07/220
:
MANAGER: SECTOR DEVELOPMENT (REF B1/07)
SALARY
:
R502 725 per annum (This includes basic salary (60% of total 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
:
Location: The Department is currently located in Durban however; it is currently arranging to relocate to Pietermaritzburg. Successful appointments will be made on these bases.

REQUIREMENTS
:
An appropriate Bachelors degree or (equivalent) coupled with extensive experience in Sector Development and, experience and knowledge of global, provincial and national economic issues and the implications for economic development. Competencies Required: Broad knowledge of Service Delivery and Policy Development, compilation and management of budgets. Ability to communicate at all levels: Provincial Departments, Senior Management, Private Sector Organisations, Media, International Organisations and General Public. Chairing meetings, computer literacy, strategic planning, Basic Accounting, Research skills, Negotiating skills, Report writing, presentation skills and people and team management skills, advanced Financial Management and Project management.

DUTIES
:
Key Responsibilities: The incumbent will be required to: (Facilitate and coordinate policy development and implementation (Manage the financial and human resources of the directorate (Facilitate access of businesses to market opportunities (Increase number of new businesses involved in value-adding manufacturing activities (Network with various industry players and other stakeholders (Facilitate the establishment of Sector-specific programmes plus action groups around key sectors to improve their competitiveness (Develop networks and partnerships with relevant stakeholders to leverage funding and support for sectors (Develop effective mechanisms to promote access by the micro and informal sectors to economic opportunities (Facilitate linkages between small and large firms.

ENQUIRIES
:
MS. F F PUPUMA Tel No: (031) 310 5325

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
FOR ATTENTION
:
Mr R Marillier

CLOSING DATE
:
07 March 2007
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 POST
POST 07/227
:
CHIEF INDUSTRIAL TECHNICIAN: CONTRACT MANAGEMENT (REF. NO. P08/2007

SALARY
:
R122 841 per annum 
CENTRE
:
Head Office, Pietermaritzburg
REQUIREMENTS
:
An appropriate recognised Bachelor’s Degree in Civil Engineering / National Diploma (T/N/S Stream) in Civil  Engineering or equivalent qualification; plus * A minimum of 2 years appropriate experience gained in a Project Management Environment; plus * A valid Code B Driver’s licence. Knowledge, Skills, Training And Competencies Required: Understanding  legislation, various other administrative policies and procedures e.g. Broad Based Black Economic Empowerment Act and the Vukuzakhe Policy.  * Knowledge of computer based information systems e.g. Software packages Ms Excel, MS Word, PowerPoint, MS Access, etc.  * Knowledge to operate a variety of electronic equipment e.g. Multi Media Projector.  * Sound knowledge of Mathematics.  * Interpretation & Compilation of management reports.  * Good Project Management skills.  * Engineering skills for rural infrastructure Development.  * Good communication skills.  * The candidate must be approachable, team orientated and receptive to suggestions and ideas.  * Innovative thinker and the ability to motivate staff
DUTIES
:
Assist in monitoring, evaluating and ensuring the efficient implementation of the SMME Development Programme and Labour Intensive Construction.  * Develop and collate reports with information obtained from regions for the relevant programmes as required.  * Assist in conducting and setting training for relevant officials on the set technical procedures.  * Attend road construction site meetings; provide guidance to Emerging Contractors (Vukuzakhe) and Rural Road Transport Forum Members.  * Assist in the management of Emerging Contractor Associations.  * Involved in the training of Emerging Contractors.  * Assist in the streamlining of technical procedures for Vukuzakhe, Labour Intensive and Contract Documentation for the Department.  * Assist in the management of rendering efficient technical development principles in the Department as well as Project Management.

ENQUIRIES
:
Mr R Maipath Tel. No.: 033 – 355 8011

ANNEXURE S
PROVINCIAL ADMINISTRATION: LIMPOPO

DEPARTMENT OF AGRICULTURE
The Department of Agriculture is an equal opportunity, affirmative action employer.
APPLICATIONS
:
Head of Department, Department of Agriculture, Private Bag x 9487, Polokwane, 0700



Kindly be informed that those who will be applying the posts falling within Mopani district should direct their applications to the under mentioned address but those who will be applying for the post under Tompi Seleka should direct their application form to head office. Mopani District (Old Parliamentary Buildings) Private Bag X577, Giyani, 0826 Enq: Mr. Zitha S.S Tel :( 015) 812 3210 Ext 2275

CLOSING DATE
:
05 March 2007 at 16:30
NOTE
:
Applicants are hereby invited for the filling of posts as outlined on the attached annexure. Applications should be submitted on Z83 forms obtainable from Public Service Department / Institution and should be accompanied by certified copies of educational qualifications and comprehensive CV. This circular should be brought to the attention of all officers/employees in the Limpopo Province. Applicants should note that correspondence will be entered with short listed candidates only. Applicants should also note that if one does not receive any correspondence 60 days after the closing date it implies the application has been unsuccessful. NB: Women and people with disabilities are encouraged to apply. 
OTHER POSTS
POST 07/228
:
MANAGER: AGRICULTURAL ADVISORY SERVICES (1 POST)


Component: Advisory Services

SALARY
:
R339 825 – 394 554 per annum
CENTRE
:
Mopani District

REQUIREMENTS
:
Degree or Honours in Agricultural Science, Minimum of 5 years experience in Agricultural Management. Knowledge of operational framework of the Public Finance Management Act (PFMA).Municipality Finance Management Act (MFMA), Division of Revenue Act (DORA) and Supply Chain Management Framework. Relationships Management with Local Economic Development Forum, District Advisory Councils, Private Sector Companies, Youth and Women interest groups. Risk Management: Agribusiness, Contract farming. Agricultural credit, Natural Resources, Weather-water, drought and disaster, Multi Skilled: Program/project management capacity, Administrative capacity, Development oriented, Business-wise, Innovative with investigating appetite, independent lateral thinker, Analytical capacity, problem solver, ability to use technological tools, Leadership qualities and team player: Quality advisor, Organizer, Mentor, Mobilize, Motivator and rural Community Development activities. Agribusiness Entrepreneurial acumen: Capacity to identify opportunities and risks in the risks in the agribusiness Value Chain, Computer proficiency skills will be tested.

DUTIES
:
Responsibilities: Overall management of Agricultural Office and activities in the district, Financial Management through Public Finance Management Act, division of Revenue Act, Supply Chain Management framework (MFMA). Establishment and management of departmental structures to support and manage Supply Chain, State Assets, expenditure and budget. Manage Agricultural Development strategy and provide support services within the IDP and LED planning environment. Manage relationships among targeted interest groups and key stakeholders in the district, Undertake rural and agricultural development research and contribute to the pool of knowledge by undertaking research and publishing findings. Evaluate policy and strategic interventions at local project level and provide consistent advice to District Senior Manager, General Managers, HOD, Councilors, Municipality Manager, Mayor, MEC and the LDA clients. Provide capacity building and training services to Farmer Agribusiness Centers of excellence (visiting lectures, e.g 2x a month).

ENQUIRIES
:
Ms Mashau V.R and Ms Madzivhandila M.A  Telephone: (015) 294 3000
POST 07/230
:
MANAGER: FRUIT CROPS (1 POST)


Component: Technical Production Services

SALARY
:
R339 825 – 394 554 per annum
CENTRE
:
Head Office

REQUIREMENTS
:
At least BSc Agric or equivalent qualification with horticulture as one of the major courses, Appropriate practical experience in fruit production, Knowledge of Project Management, Ability to communicate effectively, Valid drivers licence, Report writing skills, Knowledge of PFMA, Budget Planning and Supply Chain Management, Computer proficiency skills will be tested.

DUTIES
:
Responsibilities: Manage the development of fruit production policies and strategies and coordinate their implementation. Manage the provision of fruit production information to extension officers and farmers, through user friendly production manuals and electronic means, Manage the planning and implementation of major fruit projects as prioritized by the Department. Identify and promote indigenous fruit with a market potential, Coordinate the broader fruit production sub-sector for increased productivity and income earning, Management of financial, human and physical resources.

ENQUIRIES
:
Ms Mashau V.R and Ms Madzivhandila M.A  Telephone: (015) 294 3000
POST 07/231
:
DEPUTY MANAGER: AGRICULTURAL VALUE CHAIN (1 POST)


Component: Agric Business Development

SALARY
:
R183 084 – 212 550 per annum
CENTRE
:
Mopani District 

REQUIREMENTS
:
Relevant degree in Agricultural Economics, Valid driver’s license, At least three years experience in Agricultural Management. Knowledge of operational framework of PFMA and MFMA Acts, Multi skilled: project management capacity, Administrative, Development oriented, Business acumen, Innovative with investigative appetite, Independent lateral thinker, Analytical and problem solver. Computer proficiency skills will be tested.

DUTIES
:
Responsibilities: Conduct situational analysis, Identification of gabs and opportunities, Implementation of strategies to exploit opportunities, Aggregating and mapping the municipalities in terms of value chain, Develop and evaluate business plans. Promote MAFISA and Agri BEE/BBBEE, Advice on board based agribusiness formation, Advice on co-operative development.

ENQUIRIES
:
Ms Mashau V.R and Ms Madzivhandila M.A  Telephone: (015) 294 3000
POST 07/232
:
DEPUTY MANAGER: FINANCIAL MANAGEMENT (1 POST)


Component: Secretarial Services

SALARY
:
R183 084 – 212 550 per annum
CENTRE
:
Head Office

REQUIREMENTS
:
B degree or diploma in Financial Management, Accounting and SCM, 3-5 years experience in Supply Chain Management, Report writing skills. Knowledge of Supply Chain Management, PFMA, PPPFA and its regulations, Human Resource Matters, Planning and Organizing, Usage of Financial systems, Ability to interpret and apply policy, Ability to operate P.C, Workshop presentation and facilitation skills, Computer proficiency skills will be tested.

DUTIES
:
Responsibilities: Manage bidding process, Manage inspection of prospective bids, Check and verification of received bid documents, Manage advertisement of bids, Assist users with development of specifications, Ensure that bids records are kept, Manage contracts performance, Manage supplier data base, Ensure that proper procedures are followed during evaluation of bids.

ENQUIRIES
:
Ms Mashau V.R and Ms Madzivhandila M.A  Telephone: (015) 294 3000
POST 07/233
:
DEPUTY MANAGER: AGRICULTURAL FINANCE 


Component: Agribusiness Development

SALARY
:
R183 084 – 212 550 per annum
CENTRE
:
Head Office 

REQUIREMENTS
:
Relevant Degree in Agricultural Economics, At least three years agricultural management experience with one year agricultural finance experience. Understanding of the Public Finance Management Act (PFMA) and Municipality Finance, Management Act (MFMA), Knowledge of debt restructuring models and loan structuring models, Understanding of the agricultural credit policy, Administrative capacity, economic analytical capacity and problem solving skills. Possession of a valid driver license, Computer proficiency skills will be tested.

DUTIES
:
Responsibilities: Support the manager in providing agriculture specific finance models for individual and project farmers. Provide sustainable AgriBEE financing models, Provide access to agri-finance information to the department, Provide credit support services within IDP and LED planning environment, Liaise with other departmental sub-branches on agricultural finance matters. Liaise with agricultural finance institutions, organized agriculture, youth groups, and women interest groups, Represent the department on provincial finance forums, Assess individual and project farmers’ business plans, Assist the manager in setting up the department’s agri-credit strategy.

ENQUIRIES
:
Ms Mashau V.R and Ms Madzivhandila M.A  Telephone: (015) 294 3000
POST 07/234
:
DEPUTY MANAGER: INDUSTRIAL CROPS VALUE CHAIN 


Component: Agribusiness Development

SALARY
:
R183 084 – 212 550 per annum
CENTRE
:
Head Office 

REQUIREMENTS
:
Relevant degree in Agric Economics, At least three years agricultural management experience, Ability to conduct economic research activities for industrial crops. Ability to promote agribusiness within the industrial crops value chain, Understanding of operational framework of PFMA and MFMA Acts, Ability to design district specific strategies to exploit niche market opportunities. Administrative capacity ,economic and analytical capacity and problem solving skills, Ability to work independently and under pressure, Computer proficiency skills will be tested.

DUTIES
:
Responsibilities: Support the manager in promoting the development of potentially viable industrial crops and products, To examine and analyse current and developing issues in the production and marketability of industrial crops. Conduct cash flow assessment to individual farmers and individual project, Complete and assess business plans and viability reports, Conduct and disseminate economic research results relative to industrial crops

ENQUIRIES
:
Ms Mashau V.R and Ms Madzivhandila M.A  Telephone: (015) 294 3000
POST 07/235
:
DEPUTY MANAGER: FINANCE MANAGEMENT


Component: Training Centre

SALARY
:
R146 685 – 170 295 per annum
CENTRE
:
Tompi Seleka

REQUIREMENTS
:
B.com /National diploma in Accounting or Cost and Management, Sound knowledge of BAS and FINEST, Knowledge of debt management, 3 years or more experience in related field, Knowledge of PFMA, PPPFA, PERSAL, treasury regulation and Supply Chain Management. Good report writing and communication skills, Good decision making and interpersonal skills Computer proficiency skills will be tested.

DUTIES
:
Responsibilities: Manage all budget related function, Manage Supply Chain Management, Manage all Inventory related function, Authorization of asset payment

ENQUIRIES
:
Ms Mashau V.R and Ms Madzivhandila M.A  Telephone: (015) 294 3000
DEPARTMENT OF LOCAL GOVERNMENT AND HOUSING

The Department of Local Government and Housing is an Equal Opportunity, Affirmative Action employer with clear Employment Equity targets. It is our intention to promote representativity (race, gender and disability) in the Department through filling of posts, therefore candidates whose transfer/appointment will promote representativity will receive preference. An indication in this regard will facilitate the processing of applications.

APPLICATIONS
:
Applications should be forwarded 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, Recruitment Section (First  floor). 

CLOSING DATE
:
23 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. In filling this post preference will be given to female candidates and to people with disability. It will be expected of candidates to be available for selection interviews on a date, time and place as determined by the Department. NB: E-mailed and faxed applications will not be considered Short listed candidates for the above posts will be subject to a Security clearance, financial disclosure and verification of qualifications. Successful candidates will be expected to sign a performance agreement within 3 months of employment. Correspondence will be limited to short-listed candidates only. If you have not heard from us within three months after the closing date, please accept that your application has been unsuccessful.



The Department of Local Government and Housing has recently finalised its restructuring programme to enhance service delivery. We therefore invite suitably qualified candidates who are creative, energetic, self-driven, hardworking and have a passion for improving the standard of living of citizens of Limpopo, to apply for the position as it appears below.

MANAGEMENT ECHELON

POST 07/236
:
SENIOR GENERAL MANAGER REFERENCE NO: DLGH002/07


Sub-Department: Shared Services
SALARY
:
R717 045 per annum (All inclusive flexible Remuneration package)

CENTRE
:
Polokwane
REQUIREMENTS
:
Qualifications: An appropriate degree or equivalent qualification with majors in HRM, Psychology, B Admin. An MBA qualification will be added advantage Experience: 3 (three) to 5(five) years experience at senior management level. Key Competencies Knowledge of: Public service Legislation and Regulations. ● Public Service Transformation ● Public Finance Management ●Local government Legislations ●The political landscape of South Africa  ● Labour Law. Skills: Leadership qualities ● People management skills ● Change agent ● Advanced strategic planning skills ● Research orientated person  ● Confident communicator  ● Financial management ● Policy formulation and implementation  ● Networking skills  ● Information management  ● Strategic human resource management ● Creative and analytical thinking ● Problem solving

DUTIES
:
To ensure that adequate and professional support services are provided to the department and municipalities enabling effective focus on service delivery.● Provide strategic direction and monitor the implementation of the strategic objectives of the sub department; ●To manage the provision of professional strategic human resource services to line managers and municipalities; ●To ensure that effective electronic information management system is available and optimally utilized to enhance service delivery; ●To manage the provision of professional transversal services with regard to: legal, labour and research units ●To manage the Employee Wellness programs, Employment Equity, HR Development including Internship and Learnership programmes, and Employee Performance To manage the recruitment and retention of the required talent in the department; ●To manage organizational transformation and development in the department;● To ensure that all employee benefits are effectively administered;● To manage records management in the department;● To manage the employee wellness programme of the department;● To manage the development of competencies of all levels of employees in the department;● To advise the Head of department and MEC on all matters related to the functions of the sub department;● To manage the resources of the sub department;● To render support to municipalities on all the above functions.

ENQUIRIES
:
Tjale Mabore telephone number (015) 294 2000

ANNEXURE T
PROVINCIAL ADMINISTRATION: WESTERN CAPE

DEPARTMENT OF AGRICULTURE

APPLICATIONS
:
The Director: Corporate Services, Department of Agriculture: Western Cape, Private Bag X 1, Elsenburg, 7607

FOR ATTENTION
:
Mr JH Jordaan

CLOSING DATE
:
23 February 2007

OTHER POST

POST 07/237
:
MANAGER: HUMAN RESOURCE MANAGEMENT: MANAGEMENT AND GENERAL SUPPORT PERSONNEL



Programme:  Administration



Subprogramme:  Corporate Services

SALARY
:
all-inclusive remuneration package will be negotiable between: R 286 203-00 per annum.  This is a flexible remuneration package which includes a basic salary, 13th cheque, car allowance, medical assistance and pension fund contributions.  (The package can, within applicable rules, be structured according to the individual’s needs.)

CENTRE
:
Elsenburg

REQUIREMENTS
:
The formal qualification requirement for appointment in this position is: An appropriate three-year Degree or National Diploma (NQF level 5) and proven appropriate management experience in the Human Resource Adminstration field with extensive knowledge of recruitment and selection processes and the administration of service benefits, or a Grade 12 Certificate (NQF level 4) with extensive appropriate management experience and knowledge of Human Resource Administration field in the Public Service.  The following will serve as recommendations: ( computer literacy ( proven analytical and strategic abilities ( proven ability to analyse, conceptualise and implement policy successfully ( proven ability in innovative problem solving, including conflict resolution ( a thorough knowledge of the most recent developments with regard to human resource management and human resource development in the Public Service with specific reference to the implications of the Public Service Act and the Public Service Regulations, knowledge of labour legislation applicable in a Human Resources environment to ( interpersonal and communication skills in at least two of the official languages of the Western Cape Province ( a valid Code B driver’s licence ( willingness to travel.

DUTIES
:
Duties entail the following:  manage human resources, finance and provisioning of the Sub-Subprogramme: Human Resource Management ( develop policies and strategies with regard to human resource management ( ensure effective establishment administration ( ensure effective recruitment, selection and appointment practices ( ensure effective personnel administration ( advise management on HR policies and practices ( compile reports and write submissions as requires ( render an organisational and job evaluation function.

ENQUIRIES
:
Ms R Wentzel, Tel:  (021)  808 5119.

DEPARTMENT OF EDUCATION
The Western Cape Education Department is an equal opportunity, affirmative action employer committed to service delivery. It is the intention to promote employment equity with the filling of this/these post/s. An indication by applicants with regard to their group designation and/or certified disability will expedite the processing of applications. Excess staff on the same level, will receive preference, if they meet the post requirements.

APPLICATIONS
:
Please forward your application, quoting the relevant post number, to: The Recruitment Officer, Private Bag X 9183, Cape Town, 8000.

NOTE
:
Applications must be submitted on form Z 83, obtainable from any Public Service Department and must be accompanied by a recent updated CV with three referees, certified copies of all qualifications and identity document (per application, should you apply for more than one post).  Failure to submit the requested documents will result in the application not being considered. The post number and name of the post must be indicated on your application. No application will be considered without it. Applications may also be hand-delivered directly to the WCED Offices (Head Office) at Grand Central Towers, Cape Town.  Applications delivered in this manner must be placed in the internal mailbox marked “PUBLIC SERVICE STAFF”.  This internal mailbox is placed at Client Services on the second floor.  Under no circumstances must applications be handed directly to any official of the WCED. Applications must be received on the closing date.  Please make provision for timeous delivery if applications are mailed. No late, faxed, couriered or late applications will be accepted or considered.  You should receive an acknowledgement of receipt of your application within fourteen days after the closing date. Note: CV’s and supporting documents will not be returned.  Note: It will be expected of candidates to be available for selection interviews on a date, time and place as determined by the WCED.

OTHER POSTS

POST 07/238
:
DEPUTY DIRECTOR: FINANCIAL MANAGEMENT


Station: Financial Management of Educational Institutions



Directorate: Budget Management

SALARY
:
R289 635 all-inclusive remuneration package per annum 

CENTRE
:
Head Office (Cape Town)

REQUIREMENTS
:
The minimum formal qualification requirement for this position is an appropriate, recognised B degree (or equivalent qualification) in Accounting and/or Auditing. Specific requirements: Management level experience with the ability to manage subordinate personnel; relevant practical experience in auditing and/or financial management of educational institutions or small businesses; and a valid driver’s licence (code B). Competencies: Knowledge and experience of providing training; proven research skills; ability to analyse and interpret financial statements and data; good communication skills in at least two of the three official languages of the Western Cape; good presentation skills;  and practical computer skills, specifically in the application of MS Office, with specific reference to Word, Excel and PowerPoint. Personal attributes: Assertive, innovative, motivated and trustworthy; strong leadership qualities and management abilities; and the willingness to work under pressure, for long irregular hours, to meet deadlines and to travel

DUTIES
:
As head of the Sub-directorate Financial Management of Institutions, the appointed candidate will be responsible for the following:  Manage the Sub-directorate Financial Management of Institutions; Schedule and monitor tasks of subordinates to ensure key result areas and deadlines are met; Conduct research into and develop policy, prescripts, systems and procedures and internal controls for the effective financial management and administration of public educational institutions; Interpret and apply relevant legislation and departmental policies and prescripts; Maintain a manual on financial management and administration systems and procedures for public educational institutions; Communicate with other national and provincial government departments, head office directorates, district offices and public educational institutions; Present training sessions on financial management and administration of public educational institutions; Prepare ministerial submissions; Administer, process and present relelant applications from public schools;   Maintain Excel/Access databases containing management information and prepare reports on management information and statistics on a monthly basis; Ensure a high standard of support to and co-operation with district offices; Visit district offices on a regular basis to monitor compliance with relevant legislation and departmental policy and prescripts; Conduct ad hoc financial management evaluations at public educational institutions to monitor the effectiveness of internal control systems; Project management of miscellaneous tasks; and Provide management advice.

ENQUIRIES
:
Mr E I Meyer at (021) 467 2663

CLOSING DATE
:
9 March 2007

POST 07/239
:
ADMINISTRATIVE OFFICER (INSTITUTION ADMINISTRATION)



Station: Directorate: Logistical Services



Sub-directorate Support Services: GG Transport

SALARY
:
R98 916 per annum plus benefits

CENTRE
:
Head Office, Cape Town

REQUIREMENTS
:
Appropriate 3-year tertiary qualification (degree or diploma). Requirements: At least 3-5 years appropriate experience; Driver’s Licence (Code EB). Competencies: Proficiency in figures with Computer literacy in MS Word and Excel; Knowledge of the National and Provincial Government Motor Transport policies; Good verbal and written communication skills. Recommendation: Mathematics or Accountancy offered as a subject on matric or tertiary level. Personal attributes: Ability to work within a team as well as independently whilst focussed on achieving targets; Ability to prioritise and organise work whilst functioning under pressure to handle high volumes and meet deadlines; Disciplined, orderly and systematic, communicate effectively and maintain good interpersonal relations.

DUTIES
:
Issue vehicles and maintain the Head Office vehicle fleet; Ensure adherence to Provincial transport policies and directives as well as WCED policies with regard to the use of GG transport; Ensure that the most economical mode of transport is used;  Ensure that the GG fleet is optimally used and report overall utilisation monthly to management;  Attend to notices from traffic authorities with regard to traffic offences.

ENQUIRIES
:
Mr JT Solomons at 021-467 2818

CLOSING DATE
:
2 March 2007

DEPARTMENT OF HEALTH

In line with the Employment Equity Plan of the Department of Health it is our intention with this advertisement to achieve equity in the workplace by promoting equal opportunities and fair treatment in employment through the elimination of unfair discrimination.
NOTE
:
It will be expected of candidates to be available for selection interviews on a date, time and place as determined by the Department. Kindly note that preference will be given to excess personnel.

MANAGEMENT ECHELON

POST 07/240
:
PRINCIPAL SPECIALIST (RADIATION ONCOLOGY)
SALARY
:
Remuneration package: R502 725 per annum A portion of the package can be structured according to the individual’s personal needs) plus a non-pensionable scarce skills allowance of 15% of basic annual salary.
CENTRE
:
Groote Schuur Hospital, Observatory

REQUIREMENTS
:
Applications are awaited from persons who are registered with the Health Professions Council of South Africa as Radiation Oncologist with appropriate experience, plus extensive clinical experience in radiation oncology, preferably at an academic hospital. Experience in both undergraduate and postgraduate education. An active research with peer reviewed publications. The following will serve as Recommendations: Wide clinical experience in all fields of Radiation Oncology, Extensive teaching experience, Academic background with research experience, Comprehensive leadership and administration skill and experience, Ability to work well within a group.

DUTIES
:
This is a senior position in the Department and responsibilities will primarily revolve around the following: To deputise as Head of Clinical division, To head a clinical firm, Comprehensive administrative duties, Joint clinical responsibility for Radiation Oncology at Groote Schuur Hospital, Co-ordinate undergraduate and post-graduate teaching, Co-ordinate research, Build and maintain a team spirit. 

ENQUIRIES
:
Professor R Abratt, tel. no. (021) 404-4263/5.

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

FOR ATTENTION
:
Mr G Limby
CLOSING DATE
:
9 March 2007
NOTE
:
The person appointed to this position will be subjected to a security clearance, the signing of a performance agreement and an employment contract. Applicants may be subjected to a competency assessment test. Applications should be submitted on form Z83 (available from any state department) and should be accompanied by certified copies of qualifications, Curriculum Vitae and the names of three referees.

OTHER POSTS

POST 07/241
:
PRINCIPAL MEDICAL OFFICER (ARV CLINIC)


Directorate: Metro District Health Services

SALARY
:
Remuneration package: R 289 635 per annum (A portion of the package can be structured according to the individual’s personal needs) plus a non-pensionable scarce skills allowance of 15% of basic annual salary.

CENTRE
:
False Bay Hospital, Fish Hoek

REQUIREMENTS
:
MBCHB and registration with the Health Professions Council of South Africa as Medical Practitioner. Adequate knowledge, experience and skills to manage patients who are HIV positive, preferably supported by completion of any registered courses in HIV medicine. Some knowledge of antiretrovirals and how to initiate and maintain patients on Highly Active Anti-retroviral Treatment (HAART). Supervisory/ management skills. Available to provide a telephonic on-call after-hours service. Recommendations: Post-graduate courses on HIV care and HAART. Dispensing course for Medical Practitioner. The ability to work independently and in a small team environment. Previous hospital experience.

DUTIES
:
Provide a comprehensive clinical service to medical patients including HIV infected patients, including emergencies, in-patients and chronic care. Provide clinical care and support to Prevention of Mother-to-Child Transmission (PMTCT) co-ordinator in management of HIV positive pregnant women. Run an antiretroviral clinic which initiates and manages patients on antiretrovirals. Ensure efficient running of the ARV clinic. Assist with the development and implementation of a comprehensive treatment plan for all HIV positive patients within the referral area, which includes training of junior personnel. Structured outreach to sub-district Primary Health Care facilities to assist in development of referral service to False Bay Hospital for ARV. Attend drug and therapeutics meetings (bi-monthly) to promote Quality of Care in ARV Service delivery through protocol development and rational clinical prescribing. Availability to respond and assist when unusual operational needs arise, e.g. mass casualty. Participation in clinical meetings, ward rounds (HIV teaching rounds weekly) Continued Professional Development activities, journal clubs etc.

ENQUIRIES
:
Dr KE Grammer, tel.no (021) 782-1121 ext 111

APPLICATIONS
:
The Director: Metro District Health Services, Private Bag X7, Woodstock, 7915.

FOR ATTENTION
:
Mr G Barry

CLOSING DATE
:
9 March 2007
POST 07/242
:
SENIOR CLINICAL PSYCHOLOGIST/LECTURER (2 POSTS)
SALARY
:
R 183 084 per annum plus a non-pensionable scarce skills allowance of 10% of basic annual salary.

CENTRE
:
Stikland Hospital, Bellville (Associated Psychiatric Hospitals)

REQUIREMENTS
:
Registration with the Professional Board for Psychology as independent practitioner clinical psychologist. Appropriate post-registration experience of clinical service delivery. Experience of under- and postgraduate teaching in the health sciences. Fluency in at least two of the three official languages of the Western Cape. Recommendations: Advanced experience of or a tertiary qualification in research. Advanced computer proficiency
DUTIES
:
Organise and manage clinical psychology service delivery in the Therapeutic Admission Unit and the Alcohol Rehabilitation Unit respectively. Diagnose and treat psychiatric conditions in the Therapeutic Admission Unit, Alcohol Rehabilitation Unit and the Outpatient Unit respectively. Supervise clinical psychology interns and registrars in Psychiatry. Teach selected modules at the Faculty of Health Sciences of the University of Stellenbosch. Perform general, academic and clinical administrative tasks associated with the appointment. Perform clinical research and publish its findings.

ENQUIRIES
:
Ms T van Greunen, tel. no. (021) 940-4451 
APPLICATIONS
:
The Senior Medical Superintendent, Stikland Hospital, Private Bag X13, Bellville, 7535.

FOR ATTENTION
:
Ms N Jacobs

CLOSING DATE
:
9 March 2007

POST 07/243
:
CHIEF CLINICAL TECHNOLOGIST (CRITICAL CARE)
SALARY
:
R146 685 per annum.

CENTRE
:
Red Cross War Memorial Children’s Hospital, Rondebosch

REQUIREMENTS
:
Registered with the Health Professions Council of South Africa as a Clinical Technologist (Critical Care) with independent practice plus appropriate experience. Recommendations: Ability to plan and organise self and environment. Ability to motivate and train staff. Ability to communicate effectively with clients inside and outside the hospital. Ability to work well within a group at all levels of authority. Ability to perform procedures at a highly skilled level. Ability to independently do standby and overtime. Ability to deal with patients, their relatives and friends. Basic computer literacy. Ability to adhere to all legal requirement, protocols and procedures. Be prepared to become multi-skilled as determined by operational requirements.

DUTIES
:
Independently perform patient monitoring, diagnostic procedures and therapeutic procedures in paediatric intensive care, renal unit and operating theatres on a 24-hour basis. Perform clinical technology quality control procedures in all areas of the hospital. Perform stock control of both consumables and equipment. Participate in evaluating equipment and consumables. Contribute to the training of other health care professionals. Participate in clinical research.

ENQUIRIES
:
Mr H Human, tel. no. (021) 658-5267 

APPLICATIONS
:
The Chief Executive Officer: Red Cross War Memorial Children’s Hospital, Private Bag X5, Rondebosch, 7700.

FOR ATTENTION
:
Ms C Bulak

CLOSING DATE
:
9 March 2007
POST 07/244
:
ASSISTANT DIRECTOR: ADMINISTRATION (HOSPITAL SECRETARY)
SALARY
:
R146 685 per annum 

CENTRE
:
Swartland Hospital, Malmesbury
REQUIREMENTS
:
Senior (or equivalent) Certificate plus extensive appropriate experience. Recommendations: Good managerial, interpretation and organisational skills, Knowledge of  BAS  and  PERSAL systems. Knowledge and experience in Labour Relations, Finance, Personnel, Logis and Provisioning.

DUTIES
:
Exercise overall management and control of the hospital together with the Senior Medical Superintendent and the Assistant Director: Nursing. Represent Senior Medical Superintendent at meetings. Responsible for financial matters:  Establishing of budget needs, expenditure monitoring and control as well as related functions. Responsible for personnel matters:  Ensure establishment control, salary affairs, personnel reports and good moral among staff. Supervision of fees and admissions department:  monitoring of revenue targets and returns. Supervision of provisioning and services department:  management of suppliers and tenders, supervision of stock control equipment and consumable supplies, monitor telecommunication, transport, laundry and maintenance. Co-ordinate with management and nursing/medical staff as well as with the West Coast/Winelands Regional Office. Training of personnel. Policy and protocol forming. Discipline staff. Supervision of Labour Relations and Human Resource Development matters. Act as Secretary of Hospital Board.

ENQUIRIES
:
Dr AM Jacobs, tel. no. (022) 487-9201

APPLICATIONS
:
The Director, West Coast/Winelands Region, Private Bag X15 Malmesbury, 7299

FOR ATTENION
:
Mr CJ Matshoza

CLOSING DATE
:
16 March 2007
POST 07/245
:
ADMINISTRATIVE OFFICER (PATIENT ADMINISTRATION)


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

SALARY
:
R98 916 per annum 

CENTRE
:
GF Jooste Hospital, Manenberg

REQUIREMENTS
:
Senior (or equivalent) Certificate plus appropriate related experience. Excellent knowledge on matters relating to Hospital Fees and Patient Administration (including legislation in the field and policy documents i.e. PFMA, National Treasury Instructions, Hospital Memorandum Chapter 18). Supervisory experience. Computer literacy. Sound knowledge of Clinicom and Unified Patient Fees Schedule. Recommendations: The ability to work under pressure. The ability to work independently and as part of a team. Good interpersonal skills with good leadership qualities. The ability to meet deadlines. Mathematics or Accounting as a passed subject.

DUTIES
:
Management of effective service delivery in Patient Administration section. Supervision and control of Patient Administration staff. Facilitate the training requirements for patient administration staff in accordance with the SPMS. Scrutinising patient accounts in terms of correctness. Institute disciplinary measures where applicable. Ensure that statistics are updated regularly. Perform financial inspections at Out-Patient Department and Admissions. Deal with enquiries/queries related to the above-mentioned.

ENQUIRIES
:
Ms B de Long, Tel.no. (021) 690-1016
APPLICATIONS
:
The Chief Director: Regional Hospitals, Mental Health Services and Emergency Medical Services, Private Bag X15, Parow, 7500.

FOR ATTENTION
:
Ms B Hermes

CLOSING DATE
:
16 March 2007

POST 07/246
:
INDUSTRIAL TECHNICIAN (ELECTRICAL)


Directorate Engineering and Technical Support

SALARY
:
R98 916 per annum.

CENTRE
:
Mobile Workshop, Bellville

REQUIREMENTS
:
A National Diploma (T-or N-Stream) (or equivalent qualification) or registration as Engineering Technician in terms of Section 14(1) or 14(2) of the Engineering Profession of South Africa Act, 1990. Computer literacy. Valid driver’s licence and willingness to travel throughout the Western Cape Province.

DUTIES
:
In addition to standby duties, the appointed candidate will be responsible for: The repair and maintenance of hospital and laundry equipment and installations. Drafting of technical reports. Maintenance of an information system to monitor maintenance and expenditure of equipment. General administration. Ensuring compliance with the Occupational Health and Safety Act, and other statutory laws and regulations where applicable. Liaison with hospital staff and providing training in the proper use and care of medical equipment. Recommendation: Proven knowledge of hospitals and equipment.

ENQUIRIES
:
Mr N de Bruyn, tel no. (021) 918-1632.
APPLICATIONS
:
The Deputy-director: Hospital Engineering Services: Bellville, Private Bag X21, Parow, 7500.

FOR ATTENTION
:
Mrs L Petersen

CLOSING DATE
:
9 March 2007
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