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DATE OF ISSUE: 23 FEBRUARY 2007

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

PUBLIC SERVICE VACANCY CIRCULAR NO 08 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 26 MARCH 2007

AMENDMENT
:
Department of Water Affairs and Forestry: Kindly note that the post of Senior Personnel Officer ((14 posts) 1 year contract) post 07/150, advertised in PSVC 07 of 2007, has been withdrawn.
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ANNEXURE A
DEPARTMENT OF DEFENCE

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

NOTE
:
Important note to all applicants: 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. For more information on the job description(s) please contact the person indicated in the post details.

OTHER POSTS

POST 08/01
:
CHIEF ADMINISTRATION CLERK



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
:
R98 916 per annum

CENTRE
:
Samhs Amhu Kzn

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): Knowledge of medical information system, sound patient admin background and accounting skills. Inter personal proficiency, proficiency in English, computer literate, good communication, problem solving and conflict management skills, training and facilitation skills. Must be able to function independently, maintain security measures within the sub-section.  Must be able to obtain a confidential security clearance within a year.

DUTIES
:
Monitor and execute all patient administrative services. Manage confidential medical information relating to comprehensive health assessment and other medical examinations. Manage data capturing services. Train and support sub-ordinates on medical system. Control patient files, information and supervise the patient administration services to all approved clients. Assist in performance appraisals and performance incentives, evaluations and reports. Process medical accounts. Supervisory duties.

ENQUIRIES
:
Capt T.T. Sele, Tel: (031) 451 1875.

APPLICATIONS
:
Department of Defence, Area Military Health Unit, Private Bag X05, Bluff, 4036.

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

POST 08/02
:
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.

FOR ATTENTION
:
WO1 J.M. Steynberg

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

POST 08/03
:
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.

FOR ATTENTION
:
WO1 J.M. Steynberg

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

POST 08/04
:
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.

FOR ATTENTION
:
WO1 J.M. Steynberg
CLOSING DATE
:
12 March 2007, (Applications received after the closing date and faxed copies will not be considered).

POST 08/05
:
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.

FOR ATTENTION
:
WO1 J.M. Steynberg

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

POST 08/06
:
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 Excel 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
:
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

FOR ATTENTION
:
Capt B.D. Mkhwanazi

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

POST 08/07
:
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. 

ENQUIRIES
:
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.

FOR ATTENTION
:
Capt B.D. Mkhwanazi
CLOSING DATE
:
12 March 2007, (Applications received after the closing date and faxed copies will not be considered).

POST 08/08
:
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 08/09
:
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
:
For attention: WO1 J.M. Steynberg, Tel: (012) 355 2599.

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

FOR ATTENTION
:
WO1 J.M. Steynberg

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

POST 08/10
:
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
:
Department of Defence, SA Army, Artillery Formation, Private Bag X172, Pretoria, 0001.

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

FOR ATTENTION
:
WO1 J.M. Steynberg

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

POST 08/11
:
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
:
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

FOR ATTENTION
:
Capt B.D. Mkhwanazi

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

POST 08/12
:
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
:
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.

FOR ATTENTION
:
Capt B.D. Mkhwanazi

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

POST 08/13
:
SENIOR SECRETARY GR II


Directorate Nursing



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
:
SAMHS, 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 (MS Word, Presentations and Excel). Communication efficiency (verbal and written) in English and Afrikaans. Ability to work independently. Organising. Problem solving and analytical thinking. Must be able to obtain a confidential security clearance within a year. 

DUTIES
:
Write routine notes, memo’s, letters and reports. Develop new ideas to change existing methods and procedures. Handle S&T claims.  Handle petty cash payment.  Arrange meetings with Senior Managers. Compile agendas and take notes during meetings. Compile minutes correctly. Order and purchase stationary. Keep the Senior Manager’s directory. Organise social functions. Deal with classified files and documents. Scan the newspaper and collect important clippings for OC.  Organise social functions.  Arrange for visitors authorization and parking. 

ENQUIRIES
:
Col E.M. Joseph, Tel: (012) 367 9151.

APPLICATIONS
:
Department of Defence, SAMHS (Directorate Nursing), Private Bag X102, Centurion, 0046.

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

POST 08/14
:
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.

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

FOR ATTENTION
:
WO1 J.M. Steynberg

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 08/15
:
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.

FOR ATTENTION
:
WO1 J.M. Steynberg

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

POST 08/16
:
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

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

FOR ATTENTION
:
WO1 J.M. Steynberg

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

ANNEXURE B
DEPARTMENT OF ENVIRONMENTAL AFFAIRS AND TOURISM

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

NOTE
:
Applications must be submitted on form Z83 and should be accompanied by certified copies of qualifications as well as a comprehensive CV in order to be considered. It is the applicant’s responsibility to have foreign qualifications evaluated by the South African Qualification Authority (SAQA). Correspondence will be limited to successful candidates only. If you have not been contacted within 3 months after the closing date of this advertisement, please accept that your application was unsuccessful.

OTHER POSTS

POST 08/17
:
ASSISTANT DIRECTOR: DEMERSAL FISHERIES MANAGEMENT (MCM 10/2007)


Branch: Marine and Coastal Management

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 thereunder 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
:
to 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 08/18
:
ASSISTANT DIRECTOR: STATE OF ENVIRONMENT REF NO: AP 504/2007
SALARY
:
R183 084 per annum (Total package of R183 084 per annum/conditions apply)

REQUIREMENTS
:
A bachelor’s degree or equivalent qualification in the natural sciences with specialization in the earth, environmental/ environmental economic or environmental management sciences. Five years of relevant working experience would be an advantage. The position requires a person who has a broad general knowledge about the environment and can interpret and analyse linkage between the natural environment and, economic and human activities thereon. This requires a strong background in the theory of environmental management and human-environment interactions. A high degree of computer literacy would be required since a large proportion of state of environment reporting is done through web publications and rely on information managed in databases. The successful candidate will also require strong written and verbal communication skills. Project management skills will be an advantage.

DUTIES
:
The incumbent will be expected to manage and assist with the following: Input to the national state of environment report in terms of specialist studies, issue summaries and the production of the national state of environment report. Coordination between consultants and specialist writers and reviewers for various chapters within the state of environment report. Communication and coordination with publishers and language editors. Dissemination of state of environment suite of products developed, i.e. South Africa Environment Outlook (SAEO), Overview, Issue Summaries, and Internet Report. Prepare material form the SAEO to write the internet report. Ongoing review and editing of internet publication as well as assistance with internal reviews and quality assurance.  Maintenance and update of the state of environment internet portal with current information.  Stakeholder database update and maintenance for the state of environment reporting network. Information dissemination and communication to stakeholders with regard to all aspects of state of environment reporting and associated products. All state of environment related projects and programmes that will be engaged with on a national level, such as the development of a State of Environment Toolkit to guide and assist provincial and local authorities with environmental reporting.  The development of environment assessments for nodal district municipalities and related activities with relevant partners and stakeholders.  Project financial and staff management within the Sub-directorate

ENQUIRES
:
Ms Ester Koch (012) 310 3618

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

FOR ATTENTION
:
Mr T Morobane

CLOSING DATE
:
12 March 2007

POST 08/19
:
ASSISTANT DIRECTOR: LOCAL GOVERNMENT PLANNING & CO-ORDINATION (TWO POSTS) (AP 501/2007)

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

CENTRE
:
Pretoria

REQUIREMENTS
:
A bachelor’s degree in Environmental Science or equivalent qualification in the planning field/local government area; Experience in Environmental Management and Local Government field; Knowledge of government procedures will be an advantage. Good interpersonal and communications skills; Good co-ordination, planning and report writing skills and be computer literate.

DUTIES
:
The candidate will be responsible for co-ordinating environmental and tourism objectives for incorporation into the integrated development plans (IDPs).  This includes the development of guidelines for the integration of environmental sustainability objectives into the IDPs; Development of streamlined environmental planning tools for Local Government; Co-ordinate the Department’s Local Government initiatives; Co-ordinate input to the updating of the 5-year Local Government implementation plan of government and co-ordinate the implementation of the sector support strategy for Local Government. Undertake the development of communication products for the program, and provide support to the Presidential Izimbizo processes.

ENQUIRIES
:
Ms Vinny Pillay: (012) 310-3592

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

FOR ATTENTION
:
Ms Tumi Sithole

CLOSING DATE
:
12 March 2007

POST 08/20
:
2 X PRINCIPAL ENVIRONMENTAL OFFICER: ENVIRONMENTAL IMPACT EVALUATION: SENSITIVE (AP38/2007)

SALARY
:
R146 685 (Total package of R194 298 p.a. conditions apply)

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Bachelor’s Degree in the Environmental Management field, Natural Sciences or equivalent qualification. A valid code EB driver’s licence (Light motor vehicle). Proven experience of environmental management work conducted in Sensitive Environments. A thorough and practical understanding of environmental impact assessment and other modern environmental management tools and systems. Excellent communication abilities to be able to interpret International treaties, acts, regulations and technical information documents. Proven negotiation skills. Computer literacy. The ability to work independently under stressful conditions. Be prepared to conduct extensive travelling away from home through out the year when conducting site visits and audits for development projects in sensitive environments. The following will be an added advantage: A post graduate qualification and/or a course in the environmental management field.

DUTIES
:
Provide professional advice and draft reports on the practical implementation of the environmental impact assessment (EIA) regulations conducted in terms of the relevant EIA legislation for development applications in Sensitive Environments. Evaluate EIAs for development applications in Sensitive Environments and draft conditions of approval or acceptance for such development applications in terms of the relevant legislation. Provide professional inputs and draft reports on the practical implementation of all the other integrated environmental management tools for Sensitive Environments. Provide provisional advice to the Director-General and the Minister on all enquiries and parliamentary questions related to environmental management aspects in Sensitive Environments. Provide a support function with appeals lodged to the Minister of Environmental Affairs and Tourism in terms of the relevant EIA legislation for development projects in Sensitive Environments.

ENQUIRIES
:
Mr JC Agenbach, Telephone:  (012) 310 3711

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
:
12 March 2007

POST 08/21
:
SENIOR ENVIRONMENTAL OFFICER: STATE OF ENVIRONMENT REFENCE NO: AP 503/2007

SALARY
:
R122 841 per annum (Total package of R165 367 per annum/conditions apply)

REQUIREMENTS
:
A bachelor’s degree or equivalent qualification in the natural sciences with specialization in the earth, environmental/ environmental economic or environmental management sciences. Three to five years of relevant working experience would be an advantage. The position requires a person who has a broad general knowledge about the environment and can interpret and analyse linkage between the natural environment and, economic and human activities thereon. This requires a strong background in the theory of environmental management and human-environment interactions. A high degree of computer literacy would be required since a large proportion of state of environment reporting is done through web publications and rely on information managed in databases. The successful candidate will also require strong written and verbal communication skills. Project management skills will be an advantage. Candidates must be able to show in their CV’s that they have used the required skills in their workplace.

DUTIES
:
The incumbent will be expected to manage and assist with the following: Input to the national state of environment report in terms of specialist studies, issue summaries and the production of the national state of environment report. Coordination between consultants and specialist writers and reviewers for various chapters within the state of environment report. Communication and coordination with publishers and language editors. Dissemination of state of environment suite of products developed, i.e. South Africa Environment Outlook (SAEO), Overview, Issue Summaries, and Internet Report. Prepare material form the SAEO to write the internet report. Ongoing review and editing of internet publication as well as assistance with internal reviews and quality assurance. Maintenance and update of the state of environment internet portal with current information. Stakeholder database update and maintenance for the state of environment reporting network. Information dissemination and communication to stakeholders with regard to all aspects of state of environment reporting and associated products. All state of environment related projects and programmes that will be engaged with on a national level, such as the development of a State of Environment Toolkit to guide and assist provincial and local authorities with environmental reporting. The development of environment assessments for nodal district municipalities and related activities with relevant partners and stakeholders. Project management within the Sub-directorate

ENQUIRES
:
Ms Ester Koch (012) 310 3618

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

FOR ATTENTION
:
Mr T Morobane

CLOSING DATE
:
12 March 2007

POST 08/22
:
OFFICE ADMINISTRATOR II REFENCE NO: AP 502/2007


Component: Specialised Unit: International Corporation

SALARY
:
R98 916 per annum (Total package of R136 338 per annum/conditions apply)

REQUIREMENTS
:
A grade 12 certificate plus relevant  working experience in an office administration or secretarial support environment , A relevant post matric qualification will serve as an advantage .Experience  in making  international travel arrangements and exposure in an international relations environment will also serve as an added advantage ,  Knowledge of Public Service procedures and  prescripts ; Knowledge of procurement procedures; Knowledge of operating LOGIS system;  Computer literacy; Financial management skills; Communication skills; Time Management; Research and analysis skills; good interpersonal and typing skills.

DUTIES
:
The incumbent will provide secretarial, logistical and administrative support to the Office of the Chief Policy Advisor; Provide secretarial support services to the Office ; Provide advanced budget, human resource, asset management, procurement and related auxiliary administrative clerical support services ; Provide receptionist services for the Office of the Chief Policy Advisor to clients and stakeholders; Provide advanced work flow and correspondence management support services to the Chief Policy Advisor and Component; Keep up to date and ensure compliance with the relevant Public Service and Departmental policies and prescripts applicable to the work and Office of the Chief Policy Advisor and the Component.

ENQUIRES
:
Mr JM Kutu (012) 310 3051

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

FOR ATTENTION
:
Ms N Sebola

CLOSING DATE
:
12 March 2007

POST 08/23
:
SENIOR ACCOUNTING CLERK GRADE III (AP 500/2007)

SALARY
:
R 79 407 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Senior certificate or equivalent qualification plus appropriate experience. Candidate must have thorough knowledge of financial matters relating to the listed duties as the minimum requirements for appointment. Skills in Government Accounting, Numeracy, Computer literacy in MS word and Excel. Knowledge of Basic Accounting System (BAS), LOGIS, Treasury Regulations, Public Finance Management Act. 

DUTIES
:
The successful candidate will perform the following tasks: Create and maintain entities on BAS and LOGIS. Verify Vat and registration numbers on SARS and CIPRO websites. Print and reconcile payment stubs and disbursement reports each morning and file accordingly. Maintain the safekeeping of financial batches and reconcile the registers monthly. Attend to enquiries related to the section. 

ENQUIRIES
:
Mrs J Davies. Tel No: (012) 310-3798 

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

FOR ATTENTION
:
Mr Themba Shilenge

CLOSING DATE
:
12 March 2007

ANNEXURE C
DEPARTMENT OF HEALTH

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

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

FOR ATTENTION
:
Mrs Elsabe Visser. 

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

OTHER POSTS

POST 08/24
:
DEPUTY DIRECTOR: INTERNAL COMMUNICATION


Cluster: Communication: Directorate: Health System Communication (Organisational Communication)

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
:
An appropriate recognised three-year degree in communication/marketing/public relations or equivalent qualification. Five years experience in the communication field. Knowledge of and  experience in event management, multi media production, designing, editing and layout. Sound knowledge in photography and videography. Management skills, and analytical skills. Excellent communication (written and verbal) and computer skills. The ability to work under pressure and the willingness to travel. A valid code 08 (Code B) driver’s licence. 

DUTIES
:
*Manage the internal communication of the unit *Development and implementation of internal communication plan with key milestones combining both Departmental activities and Government’s programme of action *Development of content for various products and platform to effectively reach out to officials in the Department through internal newsletters, publications, Intranet, notice boards and news flashes *Dissemination of information and distribution of material in the Department, including Provincial Departments and District offices *Conduct on a regular  basis quantitative or qualitative research on platforms, media and products to deepen the officials understanding of Departmental and Government’s programme of action *Support internal Departmental events, including celebration of National commemorative days, Director-General and Minister’s staff addresses, etc. *Facilitate the communication of top management decision to all staff members, including matters relating to ethics in the Public Service and policies of the Department and Government. 

ENQUIRIES
:
Ms N Leburu  tel.  (012) 312 0559.

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

POST 08/25
:
GOVERNMENT INTERDEPARTMENTAL LIAISON OFFICER


Cluster: HIV and AIDS, STI and TB: Directorate: South African National Aids Council

SALARY
:
R146 685 per annum (plus competitive benefits)

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate three-year Bachelor’s degree or an equivalent qualification, preferably in a health or related field. Working knowledge and proven experience in development of marketing and communication strategies. Knowledge and experience in HIV and AIDS and STIs. Knowledge of and sound understanding of events and project management. Computer literacy. Good communication skills (written and verbal). A valid code 08 (Code B) driver’s licence. 

DUTIES
:
*Manage the development of an interdepartmental action plan that will ensure the involvement of key government departments in supporting the work of South African National Aids Council (SANAC) *Involving senior government department officers as partners in the development of Global Funds bids *This will be achieved by: Informing government departments about the work of SANAC and its development priorities *Encouraging and supporting government department in identifying partnership agencies/individuals in appropriate sectors *Producing and disseminating SANAC reports specifically targeted at the government sector *The government interdepartmental Liaison Officer will have specific responsibility to act as the link between the Interdepartmental Committee on AIDS and SANAC and to ensure that their activities are consistent and complementary *Actively engage the support of the following key department: Health (specifically HIV and AIDS and TB), Education, Transport, Minerals and Energy, Social Welfare, Public Service and Administration and Correctional Services *Other Government departments may be included as and when required *Implement an internal management development system in support of the Project Manager and the Finance Officer *Encouraging department to advocate a consistent message on HIV and AIDS prevention, treatment, care and support *Monitoring projects with a view to disseminating good/best practice *Providing a resource linkage through SANAC for the above *Ensure the management servicing of the quarterly SANAC meetings. 

ENQUIRIES
:
Ms SC Makakole-Nene at tel. (012) 312 0131 

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

POST 08/26
:
CHIEF COMMUNITY LIAISON OFFICER


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



This is a re-advertisement, candidates who previously applied for the post (Sunday Times Ref.88655 & PSC. 38/179) must re-apply if they are still interested.

SALARY
:
R122 841 per annum (plus competitive benefits)

CENTRE
:
Pretoria

 REQUIREMENTS
:
An appropriate recognised three-year Bachelor’s degree preferably in Human Sciences or equivalent qualification. Extensive experience in HIV and AIDS, STI and TB issues. Excellent communication skills (written and verbal). Good organisational and interpersonal skills. Advanced computer literacy including word processing, graphics, data base management and internet applications. A valid code 08 (Code B) driver’s licence.  

DUTIES
:
*Liaison with various sectors involved in the HIV and AIDS, STI and TB issues *The ability to mobilise Government Departments and civil society on matters relating to HIV and AIDS, STI and TB *Compile reports and submissions *Organise workshops, training and other activities *Disseminate information to the public *Handle face to face and telephone enquiries *Maintain data base *Support Advocacy Networks in all provinces *Provide support to targeted inventions e.g. religious community *Liaise with provinces and distribute information *Attend to meetings as required *Liaise with provincial Health Departments *National Government Departments, business, agencies (WHO, UNAIDS) partners, NGO’s/CBO’s, parastatals and community.

ENQUIRIES
:
Ms P Ntsele at tel. (012) 312 0150

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

POST 08/27
:
ACQUISITION MANAGEMENT OFFICER


Cluster: Financial Management. Directorate: Demand and Acquisition



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

SALARY
:
R98 916 per annum (plus competitive benefits)

CENTRE
:
Pretoria

REQUIREMENTS
:
*An appropriate recognised three-year National Diploma and/or National Senior Certificate (Grade 12) plus extensive appropriate experience of at least three years in terms of a fully operational office with regard to Acquisition Management *Experience with regard to LOGIS, BAS, Procurement and Bids *Must be computer literate *Good communication skills (written and verbal) *Problem solving skills *Knowledge of Supply Chain Management procedures, LOGIS, BAS, PPPFA, PFMA and Treasury Regulations *A valid code 08 (Code B) driver’s licence

DUTIES
:
*Secretariat to Departmental Bid Committee *Compile comparative schedule of all bids received *Compile minutes of Departmental Bid Committee meetings *Conduct Bid Evaluation meetings *Compile bid documents *Verifying of bid specifications and evaluation criteria *Conduct training: Acquisition Management at induction courses *Update departmental website of all new bids and place bid documents on Internet *Compile correspondences to bidder/s: Extension of validities; Letter/s of acceptance/s, etc. *Compile summary/ recommendation to Departmental Bid Committee of all requests exceeding R30 000,00 per case *Compile Ad Hoc approvals *Maintain and update all bid files *Maintain and update bid register manually and electronically *Assist in audit queries from either internet or external auditors.  

ENQUIRIES
:
Mr EA Combrinck at tel (012) 312-0619. 

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

POST 08/28
:
SENIOR SECRETARY GRADE IV


Cluster: Human Resource Policy research and Planning: Directorate: Human Resource Stakeholder Relations and Management

SALARY
:
R98 916 per annum (plus competitive benefits)

CENTRE
:
Pretoria

REQUIREMENTS
:
A three-year National Diploma or equivalent qualification. Computer literacy including Microsoft Office and applicable experience in the capacity of secretary or personal assistant. A secretarial course qualification will be an added advantage. Good organisational, planning and communication (written and verbal) skills. The ability to work under pressure and beyond normal office hours when required. Filing and record keeping skills. Excellent computer, typing skills and good telephone etiquette.  

DUTIES
:
*Managing the diary of the Director that is set and confirm appointments and meetings with stakeholders *Assist in day-to-day activities of the Director *Manage the reception area, welcome visitors and stakeholders *Handle all telephone calls within the Director’s office *Plan and organise meetings, workshops, etc. including venues and catering where indicated *Participate in events management of the Directorate and Cluster *Take minutes during meetings *Draft standard letters and render typing services to the Director *Provide administrative support in the office of the Director for smooth functioning of the office, note and follow-up on instructions given by the Director *Arrange interviews on behalf of the Directorate *Establish and maintain an appropriate filing and record-keeping system in the office of the Director, both manual and electronic *Make travelling and logistical arrangements for the Director, including processing of subsistence and transport documents and claims *Ensure maintenance of the integrity of incoming and outgoing documents within the Directorate

ENQUIRIES
:
Ms TR Mdlalose at tel. (012) 312 0720

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

ANNEXURE D
DEPARTMENT OF HOUSING

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

APPLICATIONS
:
The Director-General, Department of Housing, Private Bag X644, Pretoria, 0001. Applications can be hand delivered to: Govan Mbeki House, 240 Walker Street, Sunnyside C/o Troy and Walker Street.

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 considered. It will be expected from selected candidates to be available for the 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 subject to positive outcome on these checks, which include security clearance, qualification verification and criminal records.
MANAGEMENT ECHELON

POST 08/29
:
DEPARTMENT COORDINATOR: N2 GATEWAY HOUSING PROJECT (24 MONTH CONTRACT) REF: DOH/15/2007

SALARY
:
R600 00 all-inclusive salary package

CENTRE
:
Cape Town

REQUIREMENTS
:
The National Department of Housing is seeking to appoint a competent, skilled and experience project Manager to service as a  Departmental Coordinator on the N2 Gateway Housing Project, being implemented in Cape Town. The successful candidate will be stationed in Cape Town.   He or she will be employed on a two (24 months), renewable as deemed fit by the employer.  The successful candidate will earn a total package of R600 000 per annum, as a Total Cost to the Employer (i.e. no additional benefits). The envisaged candidate will be expected to possess the following skills and competencies: Project management experience (minimum of 5 years); Senior Manager with 5 years of experience. Prepare bankable Business Plans; Read Financial Statements; Sound technical knowledge in construction,  township establishment, development facilitation act, environmental laws and workings of  municipalities; The candidate should over and above, be a good negotiator, prepared to work with officials from various spheres of Government, as well as with community leaders and stakeholders.

DUTIES
:
The incumbent will: Represent the National Department in the implementation of all phases of the N2 Gateway Housing Project,  being executed in Cape Town, liaise with both Provincial and City Government on the project, work with Thubelisha, the appointed project management company, facilitate consultations with other National Departments critical in the execution of this project, provide overall leadership and housing policy expertise to the project, on behalf of the Director-General of the National Department of Housing.

ENQUIRIES
:
Mr Phillip Chauke, Tel: (012) 421-15711427

CLOSING DATE
:
23 February 2007

FOR ATTENTION
:
Mr H Deacon

POST 08/30
:
DIRECTOR: ADMINISTRATION AND LOGISTICAL SUPPORT REF NO: DOH/12/2007

SALARY
:
All inclusive remuneration package of R502 725 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Applicants must have an appropriate three-year Bachelor’s degree/ diploma or equivalent qualification Good communication skills (verbal and written), and computer literacy are essential requirements. Proven managerial abilities as well as administrative, planning and organisational skills will be a strong recommendation. In addition, applicants must have: the ability to maintain sound interpersonal relations • Knowledge of the PFMA and Treasury Regulations applicable to the Public Service • A valid driver’s licence (code 8).

DUTIES
:
The successful candidate will be responsible for: Overall management of the administration in the Office of the Director-General. Manage logistics in the office of the Director-General. Manage budget of the Office of the Director-General. Manage correspondence. Manage personnel as well as coordinating training needs for all officials in the Director-General’s office including performance assessments. Produce quarterly reports. Manage assets of the office of the Director-General. Coordinate performance assessment for the Directorate. Draft letters / memos for the Director-General’s signature. Attend meetings as directed by the Director-General

ENQUIRIES
:
Ms D Moeketsi, Tel: (012) 421 1655

FOR ATTENTION
:
Ms N Jacobus

CLOSING DATE
:
26 February 2007

OTHER POSTS

POST 08/31
:
CHIEF TOWN AND REGIONAL PLANNER (REF NO. DOH/13 /2007)


Directorate: Special Programme Support

SALARY
:
R343 257 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
A recognised degree/diploma in Town and Regional Planning or any other developmental sciences. A additional qualification in and/or in-depth knowledge and experience in financial management and project (programme) management. Sound knowledge of housing and human settlement policies and strategies. Computer literacy (MS Word, MS Excel, MS Project). Additional requirements, which will be to the advantage of the candidate: Experience in providing implementation support. Suitable experience in Town and Regional planning and or development/building services. Good communication skills (verbal and written). Sound understanding of infrastructural matters. Experience in budgeting and budget management. Code 08 drivers licence. Willingness to travel extensively.

DUTIES
:
Plan, evaluate and control the Human Settlement Redevelopment Programme and any other special housing programmes. Assist with the management of the Presidential Pilot Project on Rental Housing and other programmes related to housing and human settlements. Assist with the development of infrastructure Policy and Programmes. Assist with the preparation, control, monitoring and reporting of several budgets. Assist with the planning and implementation of Human Settlement related projects/ and or advise on such projects. The successful candidate will also be required to visit the Provinces and local authorities (project sties) from time to time.

ENQUIRIES
:
Ms S Pohl, Telephone: (012) 421-1632

FOR ATTENTION
:
Mrs N Nortman

CLOSING DATE
:
23 February 2007

POST 08/32
:
SENIOR TOWN AND REGIONAL PLANNER (REF NO. DOH/11/2007)



Directorate: Special Programme Support

SALARY
:
R 46 685 p a

CENTRE
:
Pretoria

REQUIREMENTS
:
A recognised degree/diploma in Town and Regional Planning.  Suitable experience in Town and Regional Planning activities, experience in programme management would be an advantage.  An additional qualification in and/or knowledge of and experience in project (programme) management.  Sound knowledge of housing and human settlement policies and strategies.  Computer literacy (MS Word, MS Excel, MS Project).  Good communication skills (verbal and written).  Sound understanding of infrastructural matters.  Code 08 driver’s licence. Willingness to travel extensively.

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

ENQUIRIES
:
Ms S Pohl, Telephone: (012) 421-1632

FOR ATTENTION
:
Ms N Jacobus

ANNEXURE E
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.

CLOSING DATE
:
12 March 2007

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

MANAGEMENT ECHELON

POST 08/33
:
DEPUTY DIRECTOR-GENERAL: CORPORATE SERVICES REF 07/108/HR

SALARY
:
R717 045 – R772 173 per annum (All inclusive).  The successful candidate will be required to sign a performance agreement.

CENTRE
:
National Office, Pretoria

REQUIREMENTS
:
A Bachelor’s Degree or equivalent qualification in Management; A post-graduate qualification will be an advantage; Five years’ experience at senior management level; In-depth knowledge of Human Resources, Finance and Information Technology. Extensive knowledge of the Government and Departmental Strategy; Extensive knowledge of the statutory framework that informs activities of the Department;  Broad knowledge and understanding of Government policies; Skills and Competencies: Strategic Capability and leadership; Analytical thinking, problem solving and decision making; Project Management at Strategic Level; People development and empowerment; Above average communication (verbal and written); Innovate and creative.

DUTIES
:
Direct the development and implementation of the transformation strategy of the department; Develop and drive strategies aimed at enhancing organizational performance; Provide direction to the Corporate Service Management Team and ensure performance standards to the various Branches are maintained; Manage relations with both internal and external stakeholders; Manage the Department’s Public Education and Communication drive; Align the Departments Information Management System to ensure efficiency in service delivery; Exercise financial responsibilities over corporate services and own office.

ENQUIRIES
:
Ms Tshidi Modise ( 012 357 8013

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

POST 08/34
:
PRINCIPAL FAMILY ADVOCATE REF 07/107/CS
SALARY
:
R502 725 – R541 284 per annum (All inclusive).  The successful candidate will be required to sign a performance agreement.

CENTRE
:
Family Advocate, Johannesburg

REQUIREMENTS
:
LLB Degree or equivalent qualification plus admittance as Advocate or Attorney with right of appearance in the High Court of South Africa; Extensive legal practical experience in Family Law matters, including alternative dispute resolution; Experience/extensive knowledge of the Hague Convention on Civil Aspects of International Child Abduction; Litigation experience will be an added advantage; Background in strategic management; A valid driver’s license. Skills and Competencies: Computer literacy (MS Office); Excellent communication skills (written and verbal); Problem solving; Organizational skills; Proven management and leadership skills; Good interpersonal relations;

DUTIES
:
Act as Ad Hoc Central Authority in Hague matters on Civil Aspects of International child Abduction; Mediate or conduct litigation in complex family law and Hague Convention (Child Abduction) matters; Participate in case management process with stakeholders; Manage and monitor the work of Family Advocates within the designated province; Give guidance to the Family Advocates when required; Manage and monitor budget and professional work flow of all the offices of the Family Advocate within the designated province; Identify and provide training and development skills in the office of the Family Advocate; Liaise with the judiciary, foreign Central Authorities, legal fraternity and other relevant Family Law organizations or structure; Liaise with relevant senior managers within the Branches and other departments, including NGOs; Monitor and supervise the performance of Family Advocate at the Family Advocate office within the designated province; Participate in projects related to the office and/or function at the Family Advocacy; Promote access to Family Advocate services and create public awareness; Reporting to Chief Family Advocate.

ENQUIRIES
:
Adv P I Seabi ( (012) 357 8021/22

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

POST 08/35
:
SENIOR AUDIT MANAGER: GENERAL ASSURANCE CLUSTER 1 REF 07/103/IA
SALARY
:
R502 725- R541 284 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 diploma with majors in Auditing/Internal Auditing and Accounting; Six years hands-on experience in Internal Auditing/Auditing of which three years should be on middle management level; Must be a member of the Institute of Internal Auditors or a recognized profession; Advanced knowledge of auditing and accounting. Having operated in an automated auditing environment will be an advantage; Candidates must be studying towards obtaining the Certified Internal Auditor (CIA) designation or a recognized professional qualification; Knowledge of the Public Finance Management Act (PFMA), SPPIA and related legislation; Will be required to undergo a security clearance; A valid driver’s license as the candidate will be required to travel frequently. Skills and Competencies: Ability to interact at senior level; Able to work under pressure and manage multiple tasks/projects at a time.

DUTIES
:
Co-ordinate and provide input in the development of Internal Audit three year and annual audit plans; Assist management with facilitation of risk assessment; Advise management on internal controls and Compliance with regulatory framework; Conduct audits on complex and high level audit projects; Manage and co-ordinate audit and transfer of skills; Provide input in the continuous improvement of internal audit within the Department; Present quality reports to management and various stakeholders; Lead subordinates and manage performance of staff from Regions and offices within Internal Audit; Contribute to the co-ordination of work of internal audit with external auditors; Effectively manage finance, other resources and operations within Internal Audit; Market and promote Internal Audit.

ENQUIRIES
:
Ms Pretty Mathebula ( (012) 357 8680

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

POST 08/36
:
CHIEF DIRECTOR: STAKEHOLDER CO-ORDINATION REF 07/109/DG
SALARY
:
R591 510- R636 939 per annum (All inclusive).  The successful candidate will be required to sign a performance agreement.

CENTRE
:
National Office, Pretoria

REQUIREMENTS
:
A Bachelor’s Degree or equivalent qualification; A post-graduate qualification will be an advantage; Five years’ relevant experience preferably at senior management level; In-depth understanding of the Government’s cluster approach. Extensive knowledge of the Government and Departmental Strategy; Extensive knowledge of the statutory framework that informs activities of the Department; Broad knowledge and understanding of Government policies; Skills and Competencies: Good leadership with strategic capabilities and excellent analytical skills; Good writing and communication with an ability to influence people and excellent negotiation skills; Above average conflict management; Good Public relations coupled with human relations / interpersonal; Project Management and presentation skills.

DUTIES
:
Prepare briefings on behalf of the Director-General and Co-ordinate activities between the Director-General and other Departments; Review the Program of Action and advice the Director-General on Department’s cluster activities; Produce reports and brief on a monthly basis EXCO on Cluster activities by Department; Co-ordinate all cluster inputs by the Department in consultation with Director-General, Chief Operations Officer, the Parliamentary Co-ordination Unit and Chief Director International Affairs; Co-ordinate, manage and supervise the Criminal Asset Recovery Account Directorate (CARA) and its activities; Prepare reports to the Director-General for submission to the CARA Ministerial Committee; Co-ordinate parliamentary issues between the line functionaries of the Department and the Ministry; Facilitate responses in the Department on Parliamentary issues; Ensure the implementation of instructions and decisions made by the Director-General; Perform such tasks as may be assigned by the Director-General from time to time, including attending meetings with or on behalf of the Director-General and to submit reports accordingly. .

ENQUIRIES
:
Ms Tshidi Modise ( 012 357 8013

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

OTHER POSTS

POST 08/37
:
LAW LECTURER- DEPUTY MASTER OF THE HIGH COURT REF 07/100/JC
SALARY
:
R343 257 – R397 986 per annum (All inclusive).  The successful candidate will be required to sign a performance agreement.

CENTRE
:
Justice College, Pretoria

REQUIREMENTS
:
A recognized three-year Legal qualification, which includes at least the following courses:  Law of Family & Persons, Law of Succession, Insolvency & Company Law, Law of Property, Law of Contract & Interpretation of Statutes; At least seven years experience in practice, part of which should have been gained in a Master’s Office as an Assistant Master; A valid EB driver’s license as the post involves travelling. Skills and Competencies: Computer literacy (MS Office); Good communication skills (written and verbal); Report writing; Project management; Interpersonal skills; Detail orientated; Creative; Articulate and adaptive to change.

DUTIES
:
Design curriculum for the training of Masters; Ensure programmes comply with the education and training legal framework; Present training; Respond to the legal queries from the Master’s offices and the Department; Conduct needs analysis; Assess performance of participants in training sessions; Evaluate effectiveness of training programmes; Research subjects.

ENQUIRIES
:
Ms Margaret Meyer ( (012) 481 2808

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

POST 08/38
:
REGIONAL AUDIT MANAGER: GENERAL ASSURANCE SERVICES REF 07/101/IA

SALARY
:
R343 257 – R397 986 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 degree or diploma with majors in Internal Auditing/Auditing and Accounting; Five years experience in internal auditing, of which two years should be  at Supervisory/Management level, or alternatively completed articles with three years relevant internal audit experience of which one year should be at a Supervisory/Management level; Candidates must be pursuing either the Chartered Accountant (CA) or Certified Internal Auditor (CIA) designation and must also be a member of the Institute of Internal Auditors and comply with the Standards of the Professional Practice of Internal Auditing or other professional standards; Knowledge of the Public Finance Management Act (PFMA), SSPIA and related legislation; The successful candidate will be required to complete a security clearance; A valid driver’s license as the candidate will be required to travel frequently.

DUTIES
:
Provide input in the development of Internal Audit three year and annual plans on regional audit focus areas; Ensure that Regional audits are conducted in accordance with the approved audit methodology and IIA standards; Plan, execute and report on complex and high level audit assignments; Lead and manage the regional based internal audit team to ensure that audit projects are executed and performance targets are achieved; Build and maintain relationships with all stakeholders; Document information and transaction flows; Assist with the business risks analysis; Provide management and other stakeholders with timely audit repots; Manage internal audit resources in the region effectively and efficiently; Perform ad-hoc assignments; Train, mentor and develop team members; Promote and market internal audit services in the region.

ENQUIRIES
:
Ms Pretty Mathebula ( (012) 357 8680

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

POST 08/39
:
SENIOR ASSISTANT STATE ATTORNEY REF 07/104/SA

SALARY
:
R343 257 – R397 986 per annum (All inclusive).  The successful candidate will be required to sign a performance agreement.

CENTRE
:
State Attorney, Bisho

REQUIREMENTS
:
An appropriate four year Legal qualifications; Right of appearance in the High Court of South Africa; A thorough knowledge of legal practice, Office Management and Accounting systems, trust accounts and functional fields specified in the duties; Understanding of the State’s policies and transformation objectives as well as the Constitution of South Africa; Five years in practice as an Attorney; A valid driver’s license. Skills and Competencies: Computer literacy; Strategic and conceptual orientation; Strong communication skills with the ability to motivate and direct people; Project management; Creative and analytical; Problem solving and conflict management; Accuracy and attention to detail.

DUTIES
:
Guide and train Candidate Attorneys; Handle litigation and appeals in the following Courts: Magistrates, High Court, CCMA, Land Claims Court, Constitutional Court, Tax and other tribunals; Attend to liquidation and insolvency queries, and conveyancing and notarial services; Draft and/or set all types of agreements on behalf of the various client departments; Render legal opinions for the benefit of client departments; All forms of arbitration including inter-departmental arbitrations; Registration of trusts and companies; Debt collections.

ENQUIRIES
:
Mr I S Maqoma or Mr W J Human ( 043 722 0850

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

POST 08/40
:
DEPUTY DIRECTOR: AREA COURT MANAGER REF 07/105/MP
SALARY
:
R289 635 – R335 730 per annum (All inclusive).  The successful candidate will be required to sign a performance agreement.

CENTRE
:
Magistrate, Evander

REQUIREMENTS
:
An appropriate three year Bachelor’s Degree or equivalent qualification; At least three years management or supervisory experience; A valid driver’s license. Skills and Competencies: Computer literacy (MS Office); Excellent communication skills (written and verbal); Strong leadership skills; Strategic capabilities; The following will serve as recommendations: Knowledge and experience in office and district administration; Knowledge of the Financial Management Act (PFMA).

DUTIES
:
Co-ordinate and manage financial and human resources of offices, strategic and business planning processes as well as the facility, physical resources, information and communication related to courts; Act as Manager; Implement the Departmental policies on courts; Compile and analyse court statistics to show performance and trends; Provide case tracking services to the judiciary and prosecuting authority; Compile annual performance and statutory reports to the relevant users; Develop and implement customer service improvement strategies; Facilitate strategic projects intended to improve court management; Communicate and relate with internal and external stakeholders.

ENQUIRIES
:
Ms N Shange ( (013) 752 8393

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

POST 08/41
:
DEPUTY DIRECTOR: ELECTRONIC PUBLICATIONS REF 07/99/PEC
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
:
Bachelor’s degree in Communications or equivalent qualification and appropriate knowledge and experience; Qualification and experience of one or more of the following programming languages:  HTML/XML, Java Script, ASP, MS Access, SQL, VB Script, Visual Basic 6 (MAC OS 9/X and PHP); Knowledge and experience of some/all of the following software packages:  MS FrontPage, Macromedia Dream Weaver, Fireworks/Flash, Corel Draw/Photo Paint, Adobe Creative Suite/Photo Shop; Experience in web publishing and web mastering; Sound knowledge and understanding of Department of Justice and Constitutional Development procedures and structures; Database design and management knowledge will be an added advantage. Skills and Competencies: Computer literacy (MS Office); Excellent communication skills (written and verbal); A firm grasp of the principles of the website management, publishing and design; Budget and personnel management; Ability to work under pressure.

DUTIES
:
Manage and develop the departmental websites, content maintenance, including technical maintenance and supervising over the Sub-directorate:  Electronic Publications; Manage the functions and personnel of the Sub-directorate:  Electronic Publications; Advise, manage and develop (including layout and design) Departmental websites-this includes TRC, Hague Convention on Missing Children and all internal Branches; Identify and evaluate the information for relevant websites; Analyze, quality control and keep statistics of websites; Compile reports and business plans re: electronic publications for the Department; Oversee general budget of Sub-directorate and advise Branches on cost implications for websites; Evaluate e-mail enquiries posted to the website and handle technical enquiries regarding websites; Facilitate Website User Board; Advise and liaise on Departmental Intranet; Keep abreast with e-Government Policies, IT Developments, Information Management and Web developments; Close liaison with technical counterpart in ISM and the Deputy Information Officer; Advise the Ministry, Top Management and Website User-board on matters related to web management, communication issues,  information management and technical aspects related to web-design.

ENQUIRIES
:
Mr C D Rabệ ( (012) 315 1720

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: Postal address:  The Regional Office, Private Bag X54372, Durban, 4000 OR Physical address:  Room 310, 2 Devonshire Place, Durban.

POST 08/42
:
PROJECT MANAGER: SECRETARIAT OF THE NATIONAL FORUM AGAINST RACISM (NFAR) REF 07/94/DG


Contract Appointment, Renewable Annually To A Maximum Of Three Years

SALARY
:
R289 635 per annum (All inclusive). The successful candidate will be required to sign a performance agreement.

CENTRE
:
National Office, Pretoria

REQUIREMENTS
:
A Degree in Law, Politics, Human Rights or related Humanities; A matured project manager with demonstrable three years experience at middle management level; Three years working experience in a Human Rights environment with demonstrable understanding of human rights issues; A good understanding of the development and implementation of various legislation and policy; Demonstrable understanding of law making processes and procedures; Broad knowledge and understanding of racism, racial discrimination, xenophobia and other related intolerances and how to combat same; Some knowledge of coordination and development of a National Action Plan; Demonstrable knowledge of project management. Skills and Competencies: Computer literacy (MS Office); Good writing and communication skills; Facilitation and presentation skills; Process consultation skills; Analysis and diagnosis; Intervention design and evaluation; Good research and project management skills; Ability to work as part of a team.

DUTIES
:
Co-ordinate all programmes and project activities of the NFAR; Implement the strategic plan, internal and external evaluations of all programmes and projects; Manage, facilitate, evaluate and monitor implementation of programmes and projects; Co-ordinate the National Action Plan to combat Racism; Manage the NFAR website; Provide training on combating racism to Government Departments and relevant stakeholders; Manage project resources. 

ENQUIRIES
:
Ms M Magane  ( 012 315 1164

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

POST 08/43
:
RESEARCHER: SECRETARIAT OF THE NATIONAL FORUM AGAINST RACISM (NFAR) REF 07/96/DG



Contract Appointment, Renewable Annually To A Maximum Of Three Years

SALARY
:
R146 685 + R44 005-50(30%) = R190 691 per annum (All inclusive).  The successful candidate will be required to sign a performance agreement.

CENTRE
:
National Office, Pretoria

REQUIREMENTS
:
A three-year Socio-legal Degree or equivalent qualification; LLB or LLM will be a recommendation; Three years experience as a Researcher or five years working experience in a Human Rights research environment - Evidence of previous research will be an advantage and previous work in the Racism and/or Xenophobia area will be an added advantage; A good understanding of the development and implementation of various legislation and policy; Demonstrable understanding of relevant research approaches and processes. Skills and Competencies: Computer literacy (MS Office); Good writing and communication skills; Ability to identify manifestations of racism; Sharp analytical skills; Good research and project management skills; Ability to work as part of a team.

DUTIES
:
Conduct research and analyze data; Work as part of a team to research and recommend relevant intervention strategies to combat and eradicate racial inequalities; Compile research-based monitoring and evaluation of incidents.

ENQUIRIES
:
Ms M Magane  ( 012 315 1164

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

POST 08/44
:
COMMUNICATION OFFICER: SECRETARIAT OF THE NATIONAL FORUM AGAINST RACISM (NFAR) REF 07/97/DG



Contract Appointment, Renewable Annually To A Maximum Of Three Years

SALARY
:
R146 685 + R44 005-50(30%) = R190 691 per annum (All inclusive).  The successful candidate will be required to sign a performance agreement.

CENTRE
:
National Office, Pretoria

REQUIREMENTS
:
A three-year Bachelor degree or equivalent qualification in Communications, Media Studies, Publishing or related; Three years applicable experience; Able to translate strategic vision and policy into public communication strategies; Understanding or experience in Project Management; Good understanding of Human Rights issues; Evidence of previous experience in communication field will be an advantage. Skills and Competencies: Strong organizational skills; Well developed writing, editing and verbal presentation skills; Computer literacy (MS Office); Good command of English and understanding of other official languages; Analytical and problem-solving abilities; Ability to work independently. 

DUTIES
:
Manage all communication and information management-related functions as set out in the strategies and plans of  the Secretariat; Work closely, liaise and co-operate with all relevant departmental branches within the DOJ&CD; Collect and disseminate relevant information to all stakeholders; Render communication support to the Directorate; Daily media monitoring and evaluation in relation to print and other forms; Research, co-ordination, compilation, editing and production of communication materials with the co-operation of the Public Education Communication Directorate and other relevant departments; Establish and maintain effective and efficient stakeholder relations; Identify opportunities for positive media liaison; Drafting of and upkeep of Secretariat’s news page on the DOJ&CD website.

ENQUIRIES
:
Ms M Magane  ( 012 315 1164

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

POST 08/45
:
ASSISTANT DIRECTOR: FINANCIAL OPERATIONS MANAGER (2 POSTS) REF 07/106/NC

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

CENTRE
:
Regional Office, De Aar (1)



Springbok (1)

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

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

ENQUIRIES
:
Ms P Catita ( 053 839 0031

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

POST 08/46
:
PROJECT OFFICER: SECRETARIAT OF THE NATIONAL FORUM AGAINST RACISM (NFAR) REF 07/95/DG



Contract Appointment, Renewable Annually To A Maximum Of Three Years

SALARY
:
R122 841 + R36 852-30(30%) = R159 693 per annum (All inclusive).  The successful candidate will be required to sign a performance agreement.

CENTRE
:
National Office, Pretoria

REQUIREMENTS
:
A three-year Legal Degree or LLB or equivalent qualification; Training in Project Management; Knowledge of Human Rights in particular Racism, Racial Discrimination, Xenophobia and other related intolerances; A demonstrable three years experience in coordination and facilitation of workshops; A valid driver’s license. Skills and Competencies: Communication (written and verbal); Report writing; Project Management and Leadership skills; Facilitation and presentation skills; Conflict Management and Resolution skills; Financial Management; Possess initiative and drive; Independent and critical thinker.

DUTIES
:
Co-ordinate all programmes, projects or activities that relate to the development of the National Action Plan to Combat Racism, Xenophobia and Related Intolerance (NAP); Facilitate and monitor the implementation and participate in the development of the Monitoring and mechanisms of the NAP; Assist in the strategic planning and internal evaluations of all programmes or projects; Liaise with facilitators and writers of the NAP; Identify relevant stakeholders and ensure their participation in the process of developing the NAP; Ensure the development of a stakeholders database and maintenance thereto; Responsible for the logistics of the NAP workshops, activities and related events; Write progress reports; Budget and identify resources to be procured for NAP projects, activities or events; Supervise Assistant Administrator.

ENQUIRIES
:
Ms M Magane  ( 012 315 1164

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

POST 08/47
:
INTERNAL AUDITOR: GENERAL ASSURANCE (15 POSTS) REF 07/102/IA

SALARY
:
R122 841 – R142 617 per annum.  The successful candidate will be required to sign a performance agreement.

CENTRE
:
National Office:  Pretoria (5). 



Regional Office: Bloemfontein (1), Durban (1), East London (2), Johannesburg (2), Mmabatho (1), Kimberley (2), Polokwane (1), 

REQUIREMENTS
:
Three year qualification in Internal Auditing/Auditing and Accounting; Candidates must be studying towards obtaining the Certified Internal Auditor (CIA) designation or a recognized professional qualification; Successful candidates must be members of the Institute of Internal Auditors or relevant professional association; Candidates should have one to two years experience in Internal Auditing (includes internship); Knowledge of the Public Financial Management Act (PFMA), SPPIA and related legislation; The successful candidate will be required to undergo a security clearance; A valid driver’s license as the candidate will be required to travel frequently. Skills and Competencies: Computer literacy (MS Office); Good communication (verbal and written).

DUTIES
:
Provide input in conducting risk assessments; Assist in planning audit assignments; Prepare audit programmes together with Audit Manager; Conduct audit assignments in accordance with the audit methodology; Gather adequate, competent, relevant and useful audit evidence; Prepare draft reports for review by management; Conduct ad-hoc assignments and follow-ups; Assist in administration of the Internal Audit Activity.

ENQUIRIES
:
Ms Pretty Mathebula( (012) 357 8680

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

POST 08/48
:
CHIEF ACCOUNTING CLERK REF 07/110/SA

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

CENTRE
:
State Attorney: Cape Town

REQUIREMENTS
:
Diploma in Accounting or equivalent qualification or Grade 12 plus ten years of experience in accounts section; Knowledge of the BAS, reports, Public Finance Management Act and Treasury Regulations. Skills and Competencies: Computer literacy; Good Communication (verbal and written); Good interpersonal relations; Ability to work under pressure and able to solve when they arise; Supervising and training skills; Attention to detail. 

DUTIES
:
Control Budget, Procurement, Asset and MMT and trust account; Scrutiny and control of BAS system generated reports; Daily checking of accounts section; Day to day maintenance (reporting); Supervising of personnel and controlling of work performance; Give training to sub-ordinates; Authorizing of sub-ordinates work.

ENQUIRIES
:
Mr H Dreyer ( 021 441 9219

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

POST 08/49
:
ADMINISTRATIVE OFFICER: OFFICE MANAGER REF 07/112/LP
SALARY
:
R98 916 – R114 843 per annum.  The successful candidate will be required to sign a performance agreement.

CENTRE
:
Magistrate, Dzanani

REQUIREMENTS
:
A Bachelor’s Degree or equivalent qualification or Grade 12 with ten years experience in Office and District Administration; Knowledge of Departmental Instructions and Financial control measures; Extensive knowledge of the Medium Term Expenditure Framework; Knowledge of Basic Accounting System (BAS) and Justice Yellow Pages (JYP) will be an advantage. Skills and Competencies: Proven management skills; Leadership and organizational skills; Computer literacy (MS Office); Good communication skills (written and verbal); Problem solving & conflict management; Good interpersonal relations; Ability to work under pressure and function independently; Accuracy and attention to detail.

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

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

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: The Regional Head, Private Bag X9526, Polokwane, 0001.

POST 08/50
:
ADMINISTRATIVE OFFICER: OFFICE MANAGER REF 07/113/MP
SALARY
:
R98 916 – R114 843 per annum.  The successful candidate will be required to sign a performance agreement.

CENTRE
:
Magistrate, Standerton

REQUIREMENTS
:
A Bachelor’s degree or equivalent qualification or Grade 12 with ten years experience in the relevant field; Extensive knowledge of the Medium Term expenditure Framework; Three years supervisory or management experience; Knowledge of Basic Accounting System (BAS) will be an advantage. Skills and Competencies: Computer literacy (MS Office); Good communication skills (verbal and written); Proven managerial, organizational and leadership; Excellent Communication (verbal and written); Good interpersonal relations; Supervision skills; Problem solving and conflict management; Ability to function independently in lower courts.

DUTIES
:
Execute administrative duties at junior management level and function independently as Office Manager in respect of the Magistrate Office; Attend and report at meetings; Execute a variety of administrative tasks pertaining to the rendering of administrative support to line functionaries, e.g. control documents, draft memoranda, correspondence to members of the public, other organizations and state departments; Render advice/assistance on a wide spectrum of matters within occupational class context, maintenance, legal advice, plan 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 Magistrates office; Manage and control allocated government vehicles.

ENQUIRIES
:
Mr S T Khoza ( (013) 752 8393

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

POST 08/51
:
SECRETARY TO THE DIRECTOR: FINANCE REF 07/114/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 Secretarial/Office Management qualification or equivalent and/or three years relevant experience; Knowledge and experience in Barnowl software will serve as a recommendation; Short-listed candidates will be required to pass a typing test; Willing to work irregular hours; A valid drivers’ license. Skills and Competencies: Excellent communication skills; Good and courteous telephone and inter-personal relations; Computer literacy (MS Office); Good Public relations skills; Hard working skills; Ability to under pressure and independently; Efficient and resourceful.

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

ENQUIRIES
:
M C Marumo ( (018) 389 8371

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: The Regional Head, Private Bag X2033, Mmabatho, 2735.

POST 08/52
:
CHIEF ACCOUNTING CLERK:  INTERNAL CONTROL REF 07/13/LP



Note: This advertisement replaces the ad for Chief Accounting Clerk: Audit with the same reference number that appeared on DJINI on 9 February 2007 and Post 07/54 on DPSA Circular 7 of 2007 dated 19 February 2007.  Changes have been made to the post name and duties only and previous applications will be considered.  

SALARY
:
R98 916 – R114 843 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;  Check and capture monthly Trust account bank reconciliations of Sub-Offices and prepare consolidated statements; Analyze all audit enquiries received as well as inspection reports in order to identify existing problems in the execution of MMT in the Region; Identify and follow-up shortages and dishonoured cheques; Facilitate training needs and arrange training; Perform ad hoc tasks from time to time and write reports.

ENQUIRIES
:
Mr Ntlemo  ( (015) 287 2026

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

POST 08/53
:
DICTAPHONE TYPIST REF 07/111/SA
SALARY
:
R54 222 – R62 946 per annum.  The successful candidate will be required to sign a performance agreement.

CENTRE
:
State Attorney: Cape Town

REQUIREMENTS
:
Grade 12 or equivalent qualification; Two years experience in secretarial field; Shortlisted candidates will be required pass a computer literacy/typing test. Skills and Competencies: Computer literacy; Good Communication (verbal and written); Good interpersonal relations; Problem solving; Ability to interpret directives; Planning and organising skills; Ability to work under pressure and to cope with workload; The successful candidate must be confident, accurate in the performance of duties, adaptable and independent; Telephone etiquette and typing.

DUTIES
:
Render effective and efficient secretarial service; Type documents in accordance with the Departmental policy and standards; Register / diarise visitors and telephone calls; Draft acknowledgement of receipt of letters for correspondence; File documents according to the filing system of the Department.

ENQUIRIES
:
Ms H Gerber ( 024 441 9200

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

POST 08/54
:
SENIOR ADMINISTRATION CLERK (3 POSTS)  REF 07/115/NC

SALARY
:
R54 222 – R62 946 per annum.  The successful candidate will be required to sign a performance agreement.

CENTRE
:
MAGISTRATE: BAKLEY WEST (1)



KURUMAN (1)



RICHMOND (1)

REQUIREMENTS
:
Grade 12 or equivalent qualification; Administrative experience will be an advantage.  Skills and competencies: Good communication (verbal and written); Interpersonal relations; Computer literacy (knowledge of MS Word for Windows and Excel) will serve as a recommendation. Good filing skills; Accuracy and attention to detail.  

DUTIES
:
Perform a variety of routine administrative duties related to the activities of the core functions of the Department in the following sections: Asset Management and Client Services; Processing of documents as well as the rendering of a support function to supervisory personnel and to assist in the daily operations of these units; Filing, taking minutes, data capturing, handling of payments to contractors and consultants and processing of subsistence and travelling claims.

ENQUIRIES
:
Ms P Catita ( 053 839 0031

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

ANNEXURE F
DEPARTMENT OF LAND AFFAIRS

The suitable candidate will be selected with the intention of promoting representivity and achieving affirmative action targets as contemplated in the relevant component’s Employment Equity Plan

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

CLOSING DATE
:
4 March 2007 Applications will not be considered after the closing date.
NOTE
:
Applications must be submitted on form Z 83, obtainable from any Public Service Department and should be accompanied by a comprehensive Curriculum Vitae. If you apply for more than one post in the Department, please submit separate application forms for each post. Applicants will be expected to be available for selection interviews and assessment at a time, date and place as determined by the department. Former employees who have taken voluntary severance packages are not allowed to apply for this position. Department reserves the right not to appoint any applicant to these positions. Person with disabilities are encouraged to apply.

OTHER POST

POST 08/55
:
GENERAL STORES ASSISTANT (REFERENCE: S8/3/2007/227)


Directorate: Supply Chain Management
SALARY
:
R40 227 per annum (level 2)
CENTRE
:
Pretoria
REQUIREMENTS
:
Matric Certificate or N3. * Knowledge and experience of Supply Chain Management and Logis. * Knowledge of Logis. * Computer Literate. * Code 08 drivers licence
DUTIES
:
Check incoming deliveries from the suppliers. * Issue goods to the users. * Maintain Transit. * Keep statistics 

ANNEXURE G
NATIONAL TREASURY

APPLICATIONS
:
National Treasury, Private Bag X 115, Pretoria, 0001 or e-mail to recruit.alm@treasury.gov.za.  Applications can also be faxed to (012) 315 5856.

FOR ATTENTION
:
Ms L Dooka

CLOSING DATE
:
02 March 2007 

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

OTHER POST

POST 08/56
:
SENIOR FINANCIAL ANALYST: SYSTEMS INTEGRATION REFERENCE NUMBER: S034/2007


Division: Asset and Liability Management

SALARY
:
R343 257 per annum (all inclusive) 

CENTRE
:
Pretoria

REQUIREMENTS
:
A three year degree/higher diploma in Information Technology. At least 2 years experience in Object Orientated Analysis and Design. A minimum of 3 years experience in ASP. Net, VB.Net and C#. Net. Proven modelling experience using UML. At least 1 year’s experience of being a team leader of a development team. Knowledge and experience of Agile Software Development Methods. Knowledge of project and change management, quality assurance and programming. 

DUTIES
:
It would be expected from the candidate to: Assist with developing and maintaining the division’s Enterprise Architecture. Assure responsibility as a team leader and developer in the development team. Assist with the implementation of development standards and the adoption thereof. Ensure quality of Object Oriented system design and development. Establish, monitor and enforce best practice configuration and change management policies. Assist with monitoring service levels of IT related partners

ANNEXURE H

NATIONAL YOUTH COMMISSION

APPLICATIONS
:
The Chief Executive Officer, National Youth Commission, Private Bag X938, Pretoria, 0001. Applications can also be submitted at 18th Floor, Old Mutual Building, 167 Andries Street, Pretoria 0002.

FOR ATTENTION
:
Ms Lesego Makola

CLOSING DATE
:
4 March 2007

NOTE
:
Application should be submitted on Form Z83, obtainable from any Public Service Department, and must be accompanied by a comprehensive CV and certified copies of qualifications. Failure to submit the requested will result in your application not been considered. If you have not heard from us after 2 months after the closing date, consider your application unsuccessful.
OTHER POST

POST 08/57
:
SENIOR SECRETARY (3 POSTS)
SALARY
:
R54 222 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Application must be in possession of a Grade 12 certificate with appropriate experience as an Office Assistant. Computer literacy (MS Word, Power-point, Excel, Intranet and Internet). Good writing, typing and office administration skills. Good communications, interpersonal and organizational skills. Good record keeping skills. Knowledge and understanding of youth development. Ability to work under pressure.  

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

ENQUIRIES
:
Ms Susan Redelinghuys – (012) 309 7811

ANNEXURE I
OFFICE OF THE PUBLIC SERVICE COMMISSION

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

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

FOR ATTENTION
:
Ms A Steenkamp

CLOSING DATE
:
16 March 2007

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

OTHER POSTS

POST 08/58
:
OFFICE MANAGER


Personal Assistant in the Office of the Director-General

SALARY
:
R183 084 per annum plus competitive benefits

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate three-year degree or equivalent qualification, coupled with appropriate experience in an executive support position. Knowledge of the functioning of Government and Parliament and the Public Service regulatory framework is essential. The candidate must have excellent management and administration skills, as well as planning, liaison, organizing and follow-up skills. S/he must be computer literate, innovative and a self-starter. Ability to work under pressure and beyond normal official working hours. Good interpersonal relations and ability to interact on a high level. Possession of a code 8 driver’s license is essential. Note: The successful candidate will be subjected to a security clearance.

DUTIES
:
Management and administration of the Director-General’s office, including document and financial management. Follow-up and monitor the implementation of decisions emanating from governance structures within the Public Service Commission and its Office. Coordinate the Director-General’s diary and travel arrangements. Prepare documentation for the Director-General’s meetings. Compile memoranda and submissions. Ensure the timeous dissemination of documentation from the Director-General’s Office. Follow-up on performance agreements and assessments of staff reporting directly to the Director-General. Accompany the Director-General to meetings, visits and other engagements, as and when required. Co-ordinate proper servicing of the Director-General’s office with the Executive Assistant.  

ENQUIRIES
:
Mr M Muthusamy, Tel: 012 352 1004.

POST 08/59
:
SENIOR HUMAN RESOURCE PRACTITIONER: RECRUITMENT AND SELECTION
SALARY
:
R122 584 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Ideal candidate profile: An appropriate three year diploma/degree or equivalent qualification in the field of Human Resources Management /Public Administration and Management. Recruitment and selection as well as policy formulation and development experience. Exposure to the human resources environment and processes. Knowledge of relevant HR prescripts including Skills Development Act, Labour Relations Act, Public Service Act, Public Service Regulations, Employment Equity Act, Basic Conditions of Employment Act and others. Experience in Job Evaluation. Good writing and verbal communication skills, presentation skills, interpersonal relations skills and a valid Code 08 driver’s license.

DUTIES
:
Assist managers in compilation of components’ HR/EE plans. Consolidate and update the Office’s HR/EE Plan and align it with the Recruitment and Selection Policy as well as the Retention Strategy. Develop a recruitment database. Keep all records for statistics and reporting purposes. Evaluate posts before advertising. Ensure that posts are filled within specified time frames. Provide advice to senior management. Apply applicable legislation and ensure adherence and compliance during recruitment and selection processes.

ENQUIRIES
:
Mr S Chibi Tel 012 352 1141

POST 08/60
:
SENIOR HUMAN RESOURCES PRACTITIONER: JOB EVALUATION
SALARY
:
R122 584 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Ideal candidate profile: An appropriate three year diploma/degree or equivalent qualification in the field of Human Resources Management /Public Management and Administration. Job Evaluation experience. Sound knowledge of work study investigations and processes. knowledge of relevant HR prescripts including Labour Relations Act, Public Service Act, Public Service Regulations, Skills Development Act and others. Good writing and verbal communication skills, presentation skills, interpersonal relations skills and a valid Code 08 driver’s license.

DUTIES
:
Conduct organisation and establishment investigations. Conduct work performance inspections. Compile and update the organizational structure. Ensure compliance with the relevant prescripts during job evaluation process. Evaluate jobs by means of prescribed job evaluation Equate System and make preliminary recommendations on the grading of posts. Make inputs in cases where the results of evaluations are subject to review. Ensure compliance with the relevant prescripts during work study investigations and processes. Conduct work study investigations with regard to time studies, procedure and methods and also compliance with norms and standards. Assist in redesigning of jobs where necessary. Assist with compiling Service Delivery Improvement Plan. Formulation, development, implementation and monitoring of job evaluation and management service policies.

ENQUIRIES
:
Mr SD Chibi Tel: 012 3521141

ANNEXURE J
DEPARTMENT OF PROVINCIAL AND LOCAL GOVERNMENT

The vision of the Department of Provincial and Local Government (the dplg) is one of having a well co-ordinated system of Government consisting of national, provincial and local spheres working together to achieve sustainable development and service delivery. It is the intention to promote representivity in the Department through the filling of these posts. The candidature of persons whose appointment will promote representivity will receive preference.

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

CLOSING DATE
:
9 March 2007
NOTE
:
Applications must be submitted on form Z83 (application form) obtainable from any Public Service department and should be accompanied by a comprehensive CV. 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 of the closing date of the advertisement, please accept that your application had been unsuccessful. We thank you for the interest shown in our Department.

MANAGEMENT ECHELON

POST 08/61
:
SENIOR MANAGER: LOCAL GOVERNMENT INSTITUTIONAL DEVELOPMENT SYSTEMS (DIRECTOR LEVEL)



Branch: Systems and Capacity Building



Purpose: to develop and monitor the implementation of policy and legislation that seeks to transform and strengthen institutions of governance.
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.

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate three-year degree or equivalent qualification from a recognized educational institution PLUS extensive knowledge of AND experience in the field of local government. Extensive experience and understanding of the local government institutional policy and legislative environments, and knowledge of public administration in the local government sector. Knowledge of sectoral legislation impacting on local government and operation of both the political and administrative structures of municipalities. Extensive experience in managing local government institutional change and the implementation of legislation. Experience in local government administrative and related systems. Extensive knowledge of and experience of how government operates, inter-departmental and intergovernmental relations. Extensive knowledge of the key government policies, strategies and priorities especially those pertaining to local government. Also important are: proven managerial, planning, organizational, administrative and project management skills; proven research and analytical skills and the ability to think creatively; proven ability to demonstrate effective problem identification and problem solving; proven report writing skills; advanced working knowledge of the Microsoft Office suite; proven ability in team work; good interpersonal, verbal and written communication skills; and ability to plan and prioritise tasks and consistently meet deadlines while working under pressure.
DUTIES
:
The successful candidate will be required to: Take full responsibility for the management of the Directorate. Develop institutional policy and legislation relating to local government, and monitor and support its implementation. Develop legislation impacting on local public administration, and co-ordinate the Department’s activities in the creation of a single public service. Develop policy and implement legislation on the remuneration for members of municipal councils. Co-ordinate the Department’s activities and intervention strategies with respect to providing support to the former cross-boundary municipalities. Conduct regular assessments and evaluation of the implementation of local government legislation and related systems and propose legislative refinements to existing local government legislation/prescripts/guidelines. Monitor, assess and report on the impact of any other legislation impacting on local government systems and administration. Work closely with Project Consolidate and other flagship projects initiated by government. Promote integration of the activities of the Directorate with other programmes of the dplg. Initiate and undertake research on a wide range of issues affecting local government. Network with stakeholders and build partnerships with key role-players. Manage the resources of the Directorate and develop and implement the business plan for the Directorate. Respond to and manage the / letters / draft responses to Parliamentary questions and other external correspondence /queries /etc. Undertake the appointment and management of service providers. Prepare reports / memoranda / submissions for internal as well as external stakeholders. Prepare annual budget and MTEF submissions. Attend various meetings and provide meaningful input. Travel frequently.

ENQUIRIES
:
Mr M Peter, Tel: (012) 334-4915/4953

ANNEXURE K
DEPARTMENT OF SCIENCE AND TECHNOLOGY

APPLICATIONS
:
Please forward your applications to the General Manager: Human Resource, Private Bag X894, Pretoria, 0001

NOTE
:
Applications are invited from all race groups. It is the responsibility of applicants with foreign qualifications to have such verified by SAQA. Applications must be submitted on a Z83, obtainable from any Public Service department, and should be accompanied by a comprehensive CV (including two contactable referees) and recently certified copies of educational qualifications. Applications received after the closing date will not be considered. Please note that correspondence will be limited to short-listed candidates only. Therefore, if you do not receive any correspondence from this office within the next three (3) months, please consider your application to be unsuccessful.

OTHER POSTS

POST 08/62
:
DEPUTY DIRECTOR: AFRICAN COOPERATION


(1 Year Contract Post)

SALARY
:
All-inclusive salary package: R289 635 per annum

CENTRE
:
Pretoria (Scientia Campus)

REQUIREMENTS
:
Applicants must be in possession of at least a three-year qualification in Science, Engineering or Technology, Science and Technology Policy, Science Education, International Relations, African Politics or other related fields.  Applicants must also have experience in policy formulation and a good understanding of scientific research. Excellent communication (listening, written and verbal) skills and computer literacy are also important requirements for this job.  The applicants must be able to demonstrate the ability to think strategically, exercise influence and diplomatic savvy in international forums.

DUTIES
:
The successful candidate will: manage South Africa’s day to day participation in bilateral and multilateral science and technology initiatives, particularly in the context of SADC; coordinate between the Department of Science and Technology and the relevant desks within the Department of Foreign Affairs; coordinate with other government departments and research institutions on African science and technology cooperation; advise the ministry, top management and relevant units within the Department of activities and initiatives concerning African cooperation.

ENQUIRIES
:
Ms L Lusenga (012) 843 6374

FOR ATTENTION
:
David Plaatjie.

CLOSING DATE
:
16 March 2007

POST 08/63
:
SENIOR SECURITY OFFICER
SALARY
:
R122 841 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Grade 12 or equivalent qualification. In–depth knowledge of security and risk management, investigations, emergency, contingency planning and Minimum Security Standards (MISS). Experience in physical security and access control of vehicle and people. Experience in security administration. Excellent written and verbal communication skills. Excellent interpersonal skills. Valid driver’s license. Ability to work under pressure.  Computer literacy. Good management skills.  Ability to work without supervision.

DUTIES
:
Key Performance Areas: Assist the Deputy Manager in the development and implementation of security policy for the DST. Ensure effective administration of DST security through supervision of physical and electronic security. Assist in the evaluation and reviewing of all physical security measures. Identify security risk and threats, as well as vulnerability in the Department capacity to counter these. Manage the control room. Monitor and investigate security breaches. Liaise regularly with security agencies such as SAPS.

ENQUIRIES
:
Mr G K Seokane, tel (012) 843 6676

CLOSING DATE
:
10 March 2007

ANNEXURE L
DEPARTMENT OF TRADE AND INDUSTRY

We are an affirmative action employer. Preference will be given candidates whose appointment will enhance representivity

APPLICATIONS
:
Forward your application, quoting the relevant Reference number, to: The Registry Office Department of Trade and Industry, Private Bag X84, Pretoria 0001. Alternatively, e mail your application to recruitment@thedti.gov.za
FOR ATTENTION
:
Central Recruitment Office

CLOSING DATE
:
02 March 2007

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

OTHER POST

POST 08/64
:
ASSISTANT DIRECTOR: DIRECTORATE: FINANCIAL ACCOUNTING REF. GSSSD / FIN ACC 021)

SALARY
:
R183 084 per annum All inclusive remuneration package : R 248 013.92 per annum
CENTRE
:
Pretoria

REQUIREMENTS
:
[Appropriate three year degree or equivalent qualification in accounting. 3 Year applicable experience in supervision. Proven experience in project management and performance management. Extensive knowledge and working experience regarding standardised financial management systems, such as BAS and Vulindlela. Computer literacy in terms of MS software, such as MS Word, MS Excel, MS PowerPoint, GroupWise and MS Project. Extensive knowledge of transfers to Public Entities and the compliance documents. Extensive knowledge of incentive scheme administration. Extensive knowledge of the PFMA and the Treasury Regulations. Excellent communication skills, both written and verbal. Good interpersonal skills Insert]

DUTIES
:
[Facilitate and oversee the performance of system controller functions i.r.o BAS. Facilitate availability and deployment of the Vulindlela MIS. Facilitate the successful processing of interface and operations of associated system applications. People management and development of sub ordinates. Financial management input regarding financial planning and policies. Business and project planning i.r.o business plan and management of business unit. Management of general accounting activities such as reconciliations and clearance of suspense accounts. Financial reporting such as operational, performance and financial reports inclusive of related annual report inputs. Management of the payment of transfers and subsidies. Management of the debt operations and the administration of the loss control functions, such as the recording of all losses. Management of the recording and follow up of all expenditure exceptions, such as unauthorised expenditure, irregular expenditure and fruitless and wasteful expenditure. Insert]

ENQUIRIES
:
F Britz, Tel no. : 012 394 1898

ANNEXURE M

THE PRESIDENCY

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

FOR ATTENTION
:
Mr Dumisani Mabunda, tel 012 300 5600

CLOSING DATE
:
16 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 POSTS

POST 08/65
:
GRAPHIC DESIGNER (ASSISTANT MANAGER: INTERNAL COMMUNICATIONS)


Unit: Communication

SALARY
:
R146 685 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Candidates need to be in possession of a relevant tertiary qualification and have experience in an appropriate field; Self motivated, creative, highly productive, team player; Excellent conceptual and design skills; high-level skills in graphic design software.; Apple Mac literate; applications must include a disc with a short portfolio of work in PDF format. 

DUTIES
:
Participate in the development and implementation of the general communication strategy for The Presidency; oversee the design, development and distribution of communication products for The Presidency such as The Presidency Annual Report, newsletters, internal publications, internet, intranet, reports, brochures and pamphlets etc; Assist with the collation of internal communication material. 

POST 08/66
:
MULTIMEDIA OFFICIAL (COMMUNICATION OFFICER)


Unit: Communication

SALARY
:
R122 841 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Candidates need to be in possession of a relevant tertiary qualification and have experience in a Multimedia environment; Audio editing, video editing, CD and DVD creation and duplication, scanning, digital video camera operation, digital still camera operation, digital image creation, editing software, good interpersonal skills; applications must include a disc with a short portfolio of work in a flash presentation in .exe format.

DUTIES
:
The successful candidate will support the communications unit in preparing various media formats for use in publication, development of visual and audio presentation and publication material, assist in the coordination of communications and public awareness campaigns, utilise multimedia editing equipment and software, provide support for the development and production of media publications such as The Presidency Annual Report, newsletters, internal publications, internet, intranet, reports, brochures and pamphlets; assist with the planning of communications and public awareness campaigns; distribute publications and handle public requests for publications. 

POST 08/67
:
GRAPHIC DESIGNER (COMMUNICATION OFFICER)


Unit: Communication

SALARY
:
R122 841 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Candidates need to be in possession of a relevant tertiary qualification and have experience in an appropriate field; Self motivated, creative, highly productive, team player; Excellent conceptual and design skills; proficiency in graphic design software.; Apple Mac literate; applications must include a disc with a short portfolio of work in PDF format. Short listed candidates may be asked to do a practical test.

DUTIES
:
Participate in the development and implementation of the general communication strategy for The Presidency; oversee the design, development and distribution of communication products for The Presidency such as The Presidency Annual Report, newsletters, internal publications, internet, intranet, reports, brochures and pamphlets etc; Assist with the collation of internal communication material. 

POST 08/68
:
SENIOR SECRETARY: GRADE IV


Unit: Private Office of the President 


SALARY
:
R98 916 per annum.

CENTRE
:
Pretoria

REQUIREMENTS
:
The candidate needs to be in possession of Post School Secretarial Diploma  plus : language skills and ability to communicate well people from different levels and from different background, good telephone etiquette, intermediate to advanced knowledge of word processing, spreadsheet and presentation packages and other relevant software utilized in the Department, sound organisational skills, good people skills, good grooming and presentation skills, good aptitude to work with computers, ability to act with tact and discretion autonomously, availability and willingness to accompany the manager on official business, high level of reliability  

DUTIES
:
Provide a secretarial/ receptionist support service to the manager, provide advanced an advanced clerical support service to the manager (a) and or component, supports the manager with the administration of the budget, remains up to date with regard to the applicable prescripts/ policies, and procedures applicable to his/ her work terrain to ensure efficient and effective support to managers 

ENQUIRIES
:
Rebecca Sedibe (012 300 5588)
POST 08/69
:
SENIOR SECRETARY: INTERNAL COMMUNICATION


Unit: Communication Services

SALARY
:
R79 407 per annum.

CENTRE
:
Pretoria

REQUIREMENTS
:
The candidate needs to be in possession of Post School Secretarial Diploma  plus : language skills and ability to communicate well people from different levels and from different background, good telephone etiquette, intermediate to advanced knowledge of word processing, spreadsheet and presentation packages and other relevant software utilized in the Department, sound organisational skills, good people skills, good grooming and presentation skills, good aptitude to work with computers, ability to act with tact and discretion autonomously, availability and willingness to accompany the manager on official business, high level of reliability  

DUTIES
:
Provide a secretarial/ receptionist support service to the manager, provide advanced an advanced clerical support service to the manager (a) and or component, supports the manager with the administration of the budget, remains up to date with regard to the applicable prescripts/ policies, and procedures applicable to his/ her work terrain to ensure efficient and effective support to managers 

POST 08/70
:
SENIOR SECRETARY: SPOKESPERSON TO THE PRESIDENT


Unit: Communication Branch

SALARY
:
R79 407 per annum.

CENTRE
:
Pretoria

REQUIREMENTS
:
The candidate needs to be in possession of Post School Secretarial Diploma  plus : language skills and ability to communicate well people from different levels and from different background, good telephone etiquette, intermediate to advanced knowledge of word processing, spreadsheet and presentation packages and other relevant software utilized in the Department, sound organisational skills, good people skills, good grooming and presentation skills, good aptitude to work with computers, ability to act with tact and discretion autonomously, availability and willingness to accompany the manager on official business, high level of reliability  

DUTIES
:
Provide a secretarial/ receptionist support service to the manager, provide advanced an advanced clerical support service to the manager (a) and or component, supports the manager with the administration of the budget, remains up to date with regard to the applicable prescripts/ policies, and procedures applicable to his/ her work terrain to ensure efficient and effective support to managers 

ENQUIRIES
:
Kedibone Mashiane (012 300 5585)
ANNEXURE N
DEPARTMENT OF WATER AFFAIRS AND FORESTRY

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

CLOSING DATE
:
16 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 08/71
:
ASSISTANT DIRECTOR:  RECRUITMENT AND SELECTION

SALARY
:
R183 084 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Bachelors Degree or equivalent qualification plus relevant experience in the field of human resource management.  Knowledge of HR prescripts and procedures.  Competencies needed:  Policy development and implementation skills.  Excellent written, verbal, and liaison skills.  Planning and organizing skills.  Problem solving skills.  Advanced computer literacy (Ms Excel and Ms Word).  Supervisory skills.  Ability to analyse and interpret HR policies and prescripts.  Attributes:  Assertiveness.  Self driven.  Creative and innovative.  Ability to work under pressure and to cope with a high workload.  Ability to work independently and as part of a team.  

DUTIES
:
Key Performance Areas: Manage recruitment and selection in compliance with the HR and Employment Equity plans as well as other relevant legislation.  Improve, develop, implement and monitor relevant HR policies, practices and procedures.  Render an advisory service to employees in the Department.  Supervise subordinates and quality assure their work.  Assist with the development, implementation, monitoring and reviewing of the Department’s Employment Equity Plan.  Coordinate the whole recruitment process.  Take part in the internal process.  Oversee administrative arrangements for the recruitment process.  Assist managers in drafting adverts  

ENQUIRIES
:
Ms M Mofokeng, Tel (012) 336 7265.

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

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

POST 08/72
:
WATER PLANT SUPERINTENDANT
SALARY
:
R64 143 per annum 

CENTRE
:
Usutu River (Heyshope) (73038/80133/01)

REQUIREMENTS
:
A Grade 12 or equivalent qualification.  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 the 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, development in service training, organize OHS Act training on an ongoing basis.  Responsible for Management and supervision of subordinates, investigate possible unlawful water works in the area.  Prepare firebreaks during winter, do routine dam safety inspections as well as flood 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 RE Van Heerden, Tel (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 08/73
:
ARTISAN (A  GROUP ELECTRICAL) (2 POSTS)

SALARY
:
R 64 143 per annum 

CENTRE
:
Usutu River (Gauteng Region) (36390/80101/04 & 07)

REQUIREMENTS
:
A Grade 12 or equivalent qualification.  Appropriate apprenticeship trade certificate.  Certificate with relevant experience in trade.  Valid code 08 drivers’ licence.  Good communication skills, both verbal and written.

DUTIES
:
Key Performance Areas: Operate and maintain all electrical equipment and machinery. High voltage fault finding.  Electrical maintenance on pump stations and dams equipment.  Perform quality control on all contract workers.  Personnel management.  Must have knowledge on transformation.

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.

POST 08/74
:
SENIOR ADMINISTRATION CLERK GRADE I (PROVISIONING)
SALARY
:
R54 222  per annum 

CENTRE
:
Usutu River (Gauteng Region) (730380/80148/02)

REQUIREMENTS
:
A Grade 12 or equivalent qualification, Computer literacy, Knowledge of SCM policies, Practices and procedures.  Knowledge of PFMA and filing system.  Knowledge and use of SAP system is recommended.  Conscientious and work-orientated worker.

DUTIES
:
Key Performance Areas: Prepare and process documents for payments.  Perform routine clerical duties and process supply chain management information.  Manage logistic requirements for the Usutu River Scheme.  Request / provide information when dealing directly with clients.  Execute the organising, storing and retrieving of information.  Assist when tasked by direct supervisor in the section.

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

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

FOR ATTENTION
:
Mr T E Ravele.

ANNEXURE O

PROVINCIAL ADMINISTRATION: GAUTENG

DEPARTMENT OF ECONOMIC DEVELOPMENT

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

CLOSING DATE
:
12 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 08/75
:
INSPECTOR (70040299)


Directorate: Liquor Affairs

SALARY
:
R146 685 per annum (plus benefits)

CENTRE
:
Johannesburg 

REQUIREMENTS
:
Law Degree and experience in conducting investigations. Customer service skills, report writing, problem solving, knowledge of the Liquor Act will be an added advantage, presentation and good customer relation skills.

DUTIES
:
Conduct pre and post inspections Investigate Liquor queries. Monitor and enforce Compliance to the Liquor Act. Enforce orders of the Board. Compile reports and make presentations to the Board. Issue compliance and non compliance notices.

ENQUIRIES
:
Lungile Vilakazi

DEPARTMENT OF EDUCATION

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

CLOSING DATE
:
12 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.

MANAGEMENT ECHELON

POST 08/76
:
CHIEF DIRECTOR: HRD PLANNING, MONITORING AND REVIEW REF NO 70040218



Branch: Human Resource Planning Development Agency ( HRPDA)

SALARY
:
An all inclusive remuneration package of R591, 510 p.a. (The package can, within applicable rules, be structured according to the individual’s needs)

CENTRE
:
Head Office- Johannesburg

REQUIREMENTS
:
Must have a recognized (SAQA) post graduate tertiary qualification Be in possession of a valid South African drivers licence. Be proficient in the use of word processing and spreadsheet programmes. Be able to compile, edit and deliver various reports and presentations. Be able to speak to, communicate and consult with various interest groups. A minimum of 10 years in management role. Experience in project management in the field of economic Development, HR Management and strategic Development will be an added advantage. Knowledge A good knowledge and understanding of ASGISA, JIPSA, GCR and GDS would be imperative to contextualize and promote the mandate of the HRPDA.



Post Dicription The post entails the development, approval and implementation of a macro plan that will identify and manage the Gauteng Province’s skills requirements in the short and medium term. The outcome of this plan will be the timeous and adequate supply of a suitable qualified population that will ensure sustainability in the growing Provincial and South African economies to promote the development, monitoring and review of the HRD Strategy. Critical to this plan is a thorough analysis and understanding of the economic trends and opportunities that that will influence the Province’s economic growth. The incumbent must be in a position to communicate and interact with all sectors of the Provincial business, education and political communities.

DUTIES
:
Co-ordinate the generation of value for GPG wide HRD intellectual and knowledge based assets. The management and co-ordination of HRD in the province with all sectors including Business, Government Departments and HEI’s. HR knowledge management, research and development. Managing, monitoring and evaluation of HRD strategy implementation. HR Information Management. The management, development and co-ordination of policy for GHRDS. Management of talent identification and Development in the public service.

ENQUIRIES
:
AD. Padayachee Tel (011) 355-0123

NOTE
:
The successful candidate will be required to sign a Performance Agreement in line with expectations of the Public Service SMS Echelon. The successful candidate must also be prepared to undergo a process of security clearance before permanent appointment. Applicants may, as a step in the recruitment process, be subject to competency assessment testing and personal profile assessment. New appointments will be made on 12 calendar months probation. 3 year Performance Based contract – renewable.

POST 08/77
:
DIRECTOR: HRD PROGRAMME AND STAKEHOLDER MANAGEMENT REF NO. 70040219



Branch: Human Resource Planning Development Agency (HRPDA)

SALARY
:
An all inclusive remuneration package of R502 725 p.a. (The package can, within applicable rules, be structured according to the individual’s needs)

CENTRE
:
Johannesburg

REQUIREMENTS
:
Must have a recognized (SAQA) post graduate tertiary qualification. Be in possession of a valid South African drivers licence. Be proficient in the use of word processing and spreadsheet programmes. Be able to compile, edit and deliver various reports and presentations. Be able to speak to, communicate and consult with various interest groups. Skills Data management, analytical and project management skills. People management and financial management skills. Sound communication, report writing as well as problem solving skills. Conflict and situational analysis skills. Knowledge A good knowledge and understanding of ASGISA, JIPSA, GCR and GDS would be imperative to contextualize and promote the mandate of the HRPDA. 

DUTIES
:
Co-ordinate the development and training of all GPG Employees. To co-ordinate the implementation of HR special projects, programmes and campaigns. Co-ordinate the implementation of objectives/ programmes of the Gauteng HRD strategy. Manage, monitor and evaluate the implementation of the programmes in line with GHRDS. Monitor, review and evaluate HRD practices in the Province. Represent the Department in high level committees. To manage and co-ordinate stakeholder relationships. Management of talent identification and development of public service. post discription: the post entails the development of all GPG employees to ensure the implementation of programmes in line with the Gauteng HRD Strategy. The outcome of this plan is to ensure effective co-ordination, monitoring and implementation of the HRD Programmes and stakeholder relationships involving Government, corporate sector and Higher Education Institutions. Critical to this plan is a good analysis and understanding of the Human Resource Development indices used nationally and globally

ENQUIRIES
:
AD. Padayachee Tel (011) 355-0123

NOTE
:
The successful candidate will be required to sign a Performance Agreement in line with expectations of the Public Service SMS Echelon. The successful candidate must also be prepared to undergo a process of security clearance before permanent appointment. Applicants may, as a step in the recruitment process, be subject to competency assessment testing and personal profile assessment. New appointments will be made on 12 calendar months probation. 3 Year Performance Based Contract-renewable

DEPARTMENT OF HEALTH

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

OTHER POSTS

POST 08/78
:
SENIOR SPECIALIST: RADIOLOGY REF NO: 70040547
SALARY
:
R 339 825 – 394 554 per annum (inclusive packages)

CENTRE
:
Chris Hani Baragwanath Hospital

REQUIREMENTS
:
Registration with the Health Professional Council of South Africa as a Specialist in Diagnostic Radiology. Should have three years experience post specialization of which 18 months should have been spend in the interventional unit. Interventional skills essential (should be able to perform stents, embolisation PTC’s and related radiology functions). Must have management training skills.

DUTIES
:
Responsible for all aspects of service delivery in Diagnostic Angiography Department. Manage and train the Registrar’s and Junior specialists. Be in charge of Diagnostic Angiography and interventional unit in the department. Submit reports to the clinical head – Radiology.

ENQUIRIES
:
Dr. A. Badjwa Tel: (011) 933 –8411

CLOSING DATE
:
13 March 2007

POST 08/79
:
MIDDLE MANAGER (SENIOR CLINICAL EXECUTIVE) REF NO: 70040548

SALARY
:
R 339 825 – 394 554 per annum (inclusive packages)

CENTRE
:
Chris Hani Baragwanath Hospital

REQUIREMENTS
:
Registration with HPCSA as a medical practitioner. Experience as a health manager will be to your advantage. Strong leadership skills. Financial management and change management skills. Candidate to be prepared to work in surgical transformation project as well as any other hospital division.   

DUTIES
:
The incumbent will oversee the surgical support division. Manage clinical services to ensure quality of care. Resource management in line with operational plan. Will be responsible for the clinical audit. Manage change. Support transformation process in the institution. Will report to the Clinical Director.

ENQUIRIES
:
Dr. R Billa Tel: (011) 933 –8145

CLOSING DATE
:
13 March 2007

POST 08/80
:
PRINCIPAL MEDICAL OFFICER REF NO: 70040588



Directorate: HAST
SALARY
:
R286 203 – R 332 298 per annum (All Inclusive Remuneration Package)

CENTRE
:
East Rand TB Hospital

REQUIREMENTS
:
Registration with South African Health Professions Council as Medical Practitioner. Appropriate experience gained after registration. At least three years experience in Primary Health Care.

DUTIES
:
Clinical management of patients in a Community Health Care. In service training and development of Health Professionals. Assist with termination of pregnancy procedures 0-12 weeks when necessary. Forensic examination of sexual abuse cases, assaults and drivers under the influence of alcohol. Assistance with grant applications. Comprehensive care and management of HIV/AIDS. Supervision of other medical officers. Participation in projects/ research.

ENQUIRIES
:
Ms M Diale Tel (011) 816 1005

CLOSING DATE
:
12 March 2007

POST 08/81
:
MIDDLE MANAGER (CLINICAL EXECUTIVE) REF NO: 70040549
SALARY
:
R286 203 – 332 298 per annum (inclusive packages)

CENTRE
:
Chris Hani Baragwanath Hospital

REQUIREMENTS
:
Registration with HPCSA as a medical practitioner. Experience as a health manager will be an advantage. Strong leadership skills. Finance management and change management skills. Candidate to be prepared to work in Allied Health Division or any other general management support/ function.    

DUTIES
:
The incumbent will oversee the clinical divisions. Manage clinical services to ensure quality of care. Resource management in line with operational plan. Will be responsible for clinical audits. Manage change and support transformation process in the institution. Will report to the Senior Clinical Executive in charge of clinical support division.  

ENQUIRIES
:
Dr. R. Billa Tel: (011) 933 – 8145

CLOSING DATE
:
13 March 2007

POST 08/82
:
SPECIALIST (INTERNAL MEDICINE) REFERENCE NO: 70040526
SALARY
:
R289 635 per annum (all inclusive remuneration package)

CENTRE
:
Kalafong Hospital 

REQUIREMENTS
:
MBcHB plus M.Med(Int) or FCP (SA), Registration as a Specialist Physician with the HPCSA, Full C.V with 2 recent references to be supplied. 

DUTIES
:
Service delivery : General in-(ward) and out patient, as well as special clinic duties, including after hour ward rounds. Training and teaching of pre and postgraduate students, including full participation in lectures and training programmes, as well as consultative services to other Departments to be provided. Full participation in research projects of the Departments, Working as part of a team a necessity.

ENQUIRIES
:
Prof. J.H Retief. Tel No: (012) 373-1014

CLOSING DATE
:
12 March 2007

POST 08/83
:
DEPUTY DIRECTOR: EMERGENCY CARE SERVICES (COURSE CO-ORDINATOR) REF NO: 70037947



Directorate: Staff Development and Training

SALARY
:
R286 203 per annum (All inclusive package). 

CENTRE 
:
Lebone College of Emergency Care, Pretoria 

REQUIREMENTS
:
National diploma AET/EMC or higher qualifications in EMC with a minimum of 2 years post qualification experience. Qualification as assessor, facilitator, mentor and / or moderator is advantageous.  Current registration with the Health Professions Council of South Africa (HPCSA) Training and management experience will be advantageous. Computer literacy in MS Word, Excel and Power Point is essential. Valid code 08 drivers licence with PDP.

DUTIES
:
Understand and work within the EMS Education, Training and Development environment of South Africa. Understand the Legislation, Regulations and policy framework governing EMS Education and Training e.g. SAQA Act, Skills Development Act, Employment Equity Act, Further Education and Training Act and other key legislation. Ensure that all aspects of the course is aligned with HPCSA Regulations. Operations Management: Co-ordination of all theoretical and practical components of the course. Management of the quality assurance of all aspects of the course. Liaison and communication with various stakeholders of the College, including HPCSA and Local Government and Co-ordination of experiential learning phase of the courses. Must be willing to work with learners on road shifts and inspect / oversee learners on hospital and road practical phase. Be able to manage formative and summative assessments of learners efficiently and effectively. Ensure all equipment and learning aids are aligned to HPCSA Regulations and sound educational practices. Provide reports to the Principal when required. Must be willing and able to participate in research at the College. Human Resource Management: Management of all College staff involved on the course. Good communication and leadership skills. Responsible for performance management and development of sub-ordinates. Must be familiar with Legislation & Regulations governing Human Resources in the Public Service. Finance Management: Must be familiar with the Public Finance Management Act, Treasury Regulations. Should have knowledge of appropriate management of assets used for course.  

ENQUIRIES
:
Dr. M.K. Naidoo Tel No: (012) 373-1800

FOR ATTENTION
:
Mr. Bradley Ramrock

CLOSING DATE
:
16 March 2007 

POST 08/84
:
EMERGENCY CARE PRACTITIONER (ADVANCED) REF: 70040441



Directorate: Staff Development and Training

SALARY
:
R183 084per annum (plus benefits).

CENTRE
:
Lebone College of Emergency Care, Pretoria

REQUIREMENTS
:
National diploma AET/EMC or higher qualification in EMC with a minimum of one year post experience.  Qualification as assessor, facilitator, mentor and / moderator is advantageous. Current registration with the Health Professions Council of South Africa (HPCSA). Training experience is recommended. Computer literacy in MS Word, Excel, and Power Point is essential. Valid code 08 drivers licence with PDP.

DUTIES
:
Involvement in all aspects of Education, Training and Development on the courses at the College, including facilitation, assessment, mentorship and moderation. Participation in road shifts during the practical phases of the course. Ensure that all aspects of the course is aligned to relevant Legislation, Regulations and Policies. Participation in the formative and summative assessment processes. Any other duties as may be required from time by the Principal.

ENQUIRIES
:
Dr. M.K. Naidoo Tel No: (012) 373-1800

FOR ATTENTION
:
Mr. Bradley Ramrock

CLOSING DATE
:
16 March 2007 

POST 08/85
:
REGISTRAR (INTERNAL MEDICINE) REFERENCE NO:  70040527
SALARY
:
R183 084 per annum (plus benefits)


CENTRE
:
Kalafong Hospital 

REQUIREMENTS
:
Full registration with the HPCSA as a general practitioner with M.B.Ch.B degree, Completion of internship, as well as Community Service, Include full CV with previous experience.

DUTIES
:
The post will be based at kalafong, but rotation to other Academic Hospitals in the complex will take place to ensure exposure to super speciality units not available at the hospital. Full participation in all activities required from the post, including patient ward care, outpatient clinics, academic discussions and research. Teamwork is essential, Include full CV with previous experience.

ENQUIRIES
:
Prof. J.H Retief. Tel No: (012) 373-1014

CLOSING DATE
:
12 March 2007

POST 08/86
:
REGISTRAR (ORTHOPAEDIC) REFERENCE NO:  70040528

SALARY
:
R183 084 per annum (plus benefits)


CENTRE
:
Kalafong Hospital 

REQUIREMENTS
:
Current registration as a Medical Practitioner with HPCSA and must be post Community Service. Registrars will be rotated through related departments at various hospitals.

DUTIES
:
Render a comprehensive Clinical Service to patients in the department, Responsible for all forms of Orthopaedic Trauma, including multiple trauma, Partake in pre and post graduate training, Partake in research programmes.

ENQUIRIES
:
Dr.N.S Motsitsi Tel No: (012) 373-1011

CLOSING DATE
:
12 March 2007

POST 08/87
:
PRINCIPAL PHARMACIST REF 70040277
SALARY
:
R160 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
:
02 March 2007
POST 08/88
:
MEDICAL OFFICER IN PAEDIATRICS REF 70040514


Directorate: Paediatrics.

SALARY
:
R146 685 per annum (plus benefits). 

CENTRE 
:
Pretoria Academic Hospital 

REQUIREMENTS
:
MBChB qualification. Registration as a medical practitioner for independent practice. Training in advanced paediatrics life support will be a recommendation.

DUTIES
:
Candidate will deliver patient care and service including after hours and night duty overtime work as allocated by the Head of Department.

ENQUIRIES
:
Prof D.F. Wittenberg Tel No: (012) 354-5277

FOR ATTENTION
:
Mr. Bradley Ramrock

CLOSING DATE
:
16 March 2007 

POST 08/89
:
MEDICAL OFFICER (2POSTS) REFERENCE NO:  70040529
SALARY
:
R146 685 per annum (plus benefits)


CENTRE
:
Kalafong Hospital 

REQUIREMENTS
:
MBCHB, Registered with HPCSA as a Medical Practitioner. Recommendation: A.L.S Certificate e.g ALS or ACLS. 

DUTIES
:
To provide care to patients in the Orthopaedic Department of Kalafong Hospital.

ENQUIRIES
:
Dr.N.S Motsitsi Tel No: (012) 373-1011

CLOSING DATE
:
12 March 2007

POST 08/90
:
MEDICAL OFFICER – INTERNAL MEDICINE (2POSTS) REFERENCE NO:  70040530

SALARY
:
R146 685 per annum (plus benefits)


CENTRE
:
Kalafong Hospital 

REQUIREMENTS
:
Registration Professional Council as a Medical Practitioner, Demonstrated Interest in internal Medicine will be advantage.

DUTIES
:
Willingness and capacity to work hard under different circumstances, Responsible for diverse management of patients both in hospital and in out patients, After hours duties to delivered according to rotation system, Render regular attendance of academic activities and meetings necessary, Assistance under graduate teaching.

ENQUIRIES
:
Prof. J.H Retief. Tel No: (012) 373-1014

CLOSING DATE
:
12 March 2007

POST 08/91
:
MEDICAL OFFICER REF 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
:
02 March 2007

POST 08/92
:
SENIOR PHARMACIST REF NO: 70040583


Directorate: HAST
SALARY
:
R134 349 – R 142 617 per annum (plus benefits)

CENTRE
:
Eat Rand TB Hospital

REQUIREMENTS
:
Registration with the South African Pharmacy Council (SAPC) as a pharmacist. Relevant experience in a similar position (Pharmacy Management) and a valid code 08 (or equivalent) driver’s license. Recommendations: Knowledge of policies and regulations to pharmacy. Computer literacy. Experience in Drug Supply Management will be an advantage. 

DUTIES
:
Manage the hospital pharmacy. Supervise staff including pharmacist‘s assistants and admin clerk. Initiative, support and manage HIV clinic and patients on HAART. Control medicine budget and expenditure. Assist with the development and implementation of comprehensive treatment plan for TB/HIV positive patients within the referral are. Technical support to ART team in the hospital. Attend drugs and therapeutics meetings to promote quality of care in ARV/TB. Support and ensure integration of TB/HIV services at operational level. Implementation of departmental policies, protocols, procedures, standard operating procedures (SOPs), etc.

ENQUIRIES
:
Ms M Diale Tel (011) 816 1005

CLOSING DATE
:
12 March 2007

POST 08/93
:
CHIEF PROFESSIONAL NURSE BRONKHORSTPRUIT CLINIC REF NO: 70040278 

SALARY
:
R122 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
:
02 March 2007

POST 08/94
:
PROFESSIONAL NURSE: SOCIAL SCIENCE AND PSYCHIATRIC TUTOR (5 POSTS) REF 70040502
SALARY
:
R122 841 – 142 617 per annum (plus benefits)
CENTRE
:
Chris Hani Baragwanath Nursing College
REQUIREMENTS
:
Registered with SANC as a general Nurse and Midwife. Diploma/ Degree in Psychiatric Nursing Science. Diploma/ Degree in Nursing Education. Minimum of three years appropriate experience in Psychiatric Nursing Unit. Code 08 driver’s license. Computer literate. Must be able to work under pressure.
DUTIES
:
Plan and manage academic programs. Employment of a variety of teaching strategies to teach required outcomes. Policy development. Student’s evaluation (theoretical and practical). Subject-specific academic support. Develop, review and evaluate curricula. Implementation of PMS& D for students where applicable. Participate in and encourage research. Accompany learners in clinical areas. (General, Psychiatry, Community and Midwifery). Management of students matters, including student leaves as well as student contracts. Liaison with clinical facilities as well as students employing institutions. Continue education in Nursing Education in own subject field.
ENQUIRIES
:
Mrs. E. Radebe Tel: (011) 983 – 3000/ 3007
CLOSING DATE
:
13 March 2007
POST 08/95
:
DIETITIAN REF NO: 70040589



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

CENTRE
:
East Rand TB Hospital

REQUIREMENTS
:
Current registration with Health Professions Council of SA. Recommendations: Knowledge of Nutrition Management through the life cycle as well as knowledge on nutrition for people with HIV/AIDS and TB, skill in nutrition assessment and research methods. Knowledge in monitoring and evaluation of the programme. Good training and communication skills, knowledge of integrated nutrition programme.  

DUTIES
:
Nutrition counseling and support for HIV/AIDS/TB. Emphasis on nutrition assessment, recording and interpretation of assessment. Ensure that the site has adequate supplies of supplements. Monitor and evaluate implementation of the programme. Work as part of a team in the implementation of the HIV/AIDS/STI/TB. Comprehensive care programme. Manage patients diagnosed with HIV/AIDS/STI/TB according to national and provincial guidelines and according to the stages. Provide technical support to the team. Provide in-service training to other staff.

ENQUIRIES
:
Ms M Diale Tel (011) 816 1005

CLOSING DATE
:
12 March 2007

POST 08/96
:
PROFESSIONAL NURSE: CLINICAL NURSING SCIENCE AND HEALTH  ASSESSMENT TREATMENT CARE TUTOR (4 POSTS) REF 70040503
SALARY
:
R122 841 – 142 617 per annum (plus benefits)
CENTRE
:
Chris Hani Baragwanath Nursing College
REQUIREMENTS
:
Registered with SANC as a general Nurse and Midwife. Diploma/ Degree in Clinical Nursing Science, Health Assessment, Treatment and Care. Diploma/ Degree in Nursing Education. Minimum of three years appropriate experience in Clinical Nursing, Health Assessment, Treatment and Care. Code 08 driver’s license. Computer literate. Must be able to work under pressure.   
DUTIES
:
Plan and manage academic programs. Employment of a variety of teaching strategies to teach required outcomes. Policy development. Student’s evaluation (theoretical and practical). Subject-specific academic support. Develop, review and evaluate curricula. Implementation of PMS& D for  students where applicable. Participate in and encourage research. Accompany learners in clinical areas (General, Psychiatry, Community and Midwifery). Management of students matters, including student leaves as well as student contracts. Liaison with clinical facilities as well as students employing institutions. Continue education in Nursing Education in own subject field. 
ENQUIRIES
:
Mrs. D.M. Matereko Tel: (011) 983 – 3043/ 3000
CLOSING DATE
:
13 March 2007
POST 08/97
:
PROFESSIONAL NURSE: GENERAL NURSING SCIENCE TUTOR (2 POSTS) REF 70040504
SALARY
:
R122 841 – 142 617 per annum (plus benefits)
CENTRE
:
Chris Hani Baragwanath Nursing College
REQUIREMENTS
:
Registered with SANC as a general Nurse and Midwife. Diplomas/ Degree in General Nursing Science. Diploma/ Degree in Nursing Education. Minimum of three years appropriate experience as a General Nurse. Code 08 driver’s license. Computer literate. Must be able to work under pressure.
DUTIES
:
Plan and manage academic programs. Employment of a variety of teaching strategies to teach required outcomes. Policy development. Student’s evaluation (theoretical and practical). Subject-specific academic support. Develop, review and evaluate curricula. Implementation of PMS& D for students where applicable. Participate in and encourage research. Accompany learners in clinical areas (General, Psychiatry, Community and Midwifery). Management of students matters, including student leaves as well as student contracts. Liaison with clinical facilities as well as students employing institutions. Continue education in Nursing Education in own subject field.  
ENQUIRIES
:
Mrs. J.M. Joka Tel: (011) 9383 – 3000/ 3043
CLOSING DATE
:
13 March 2007
POST 08/98
:
PROFESSIONAL NURSE: TRAUMA AND EMERGENCY TUTOR REF 70040505
SALARY
:
R122 841 – 142 617 per annum (plus benefits)
CENTRE
:
Chris Hani Baragwanath Nursing College, Stationed at Johannesburg College of Education Campus in Park town
REQUIREMENTS
:
Registration with SANC as a general Nurse and Midwife. Diploma/ Degree in Trauma and Emergency or Critical Care Nursing. Diploma/ Degree in Nursing Education. Minimum of three years appropriate experience in Trauma or Casualty Unit, with a track record of transferability of skills to the post applied for. Code 08 driver’s license. Computer literate. Must be able to work under pressure.  
DUTIES
:
Plan and manage academic programs. Employment of a variety of teaching strategies to teach required outcomes. Policy development. Student’s evaluation (theoretical and practical). Subject-specific academic support. Develop, review and evaluate curricula. Implementation of PMS& D for students where applicable. Participate in and encourage research. Accompany learners in clinical areas. Management of students matters, including student leaves as well as student contracts. Liaison with clinical facilities as well as students employing institutions. Continue education in Nursing Education in own subject field.
ENQUIRIES
: 
Ms. A. Young Tel: (011) 645 - 9918
CLOSING DATE
:
13 March 2007
POST 08/99
:
PROFESSIONAL NURSE: MIDWIFERY TUTOR (2 POSTS) REF 70040506
SALARY
:
R122 841 – 142 617 per annum (plus benefits)
CENTRE
:
Chris Hani Baragwanath Nursing College
REQUIREMENTS
:
Registered with SANC as a general Nurse and Midwife. Diploma/ Degree in Advanced Midwifery and Neonatal nursing. Diploma/ Degree in Nursing Education. Minimum of three years appropriate experience as a Midwife, with a track record of transferability of skills to the post applied for. Code 08 driver’s license. Computer literate. Must be able to work under pressure.
DUTIES
:
Plan and manage academic programs. Employment of a variety of teaching strategies to teach required outcomes. Policy development. Student’s evaluation (theoretical and practical). Subject-specific academic support. Develop, review and evaluate curricula. Implementation of PMS& D for students where applicable. Participate in and encourage research. Accompany learners in clinical areas (General, Psychiatry, Community and Midwifery). Management of students matters, including student leaves as well as student contracts. Liaison with clinical facilities as well as students employing institutions. Continue education in Nursing Education in own subject field.  
ENQUIRIES
:
Mrs. P. Khemese Tel: (011) 983 – 3000/ 3047
CLOSING DATE
:
13 March 2007
POST 08/100
:
CHIEF PROFESSIONAL NURSE (PROJECT MANAGER) REF NO: 70040584



Directorate: HAST
SALARY
:
R122 841 – R142 617 per annum (plus benefits)

CENTRE
:
East Rand TB Hospital

REQUIREMENTS
:
Current registration with South African Nursing Council as a Professional Nurse. Recommendations: Extensive experience in nursing. Knowledgeable in HIV/AIDS/ STI/ TB related programme and policy framework. Extensive project management experience. Excellent data management skills and good communication. Ability to work under pressure.

DUTIES
:
Ensure efficient co-ordinations of the ART site and its referral networks. Drive the implementation of HIV/AIDS/STI/TB activities and programme. Collaborate with management and ART team. Ensure adherence to national and provincial policies and guidelines. Ensure collection, documentation and compilation of reliable data in ART site.  Compile monthly reports of the ART programme. Participate in HAST provincial team. Monitor and report on budgets and expenditure for the programme. Identify and meet patient’s needs from admissions to discharge in ART site. Ensure sustenance of ART programme. Supervise and co-ordinate activities of lay counselors in VCT. Prepare and assist individual/group of diagnostic / procedure, promote and maintain healthy environment in which the physical/ mental health of patients and staff are accommodated. Provide health education to patients and relatives, assist with orientation, in service training of colleagues, plan and ensure adequate use of personnel, adherence to procedure concerning equipment maintenance.

ENQUIRIES
:
Ms M Diale Tel (011) 816 1005 

CLOSING DATE
:
12 March 2007

POST 08/101
:
PROFESSIONAL NURSE: OPERATING THEATRE TUTOR REF 70040507
SALARY
:
R 122 841 – 142 617 per annum (plus benefits)
CENTRE
:
Chris Hani Baragwanath Nursing College, Stationed at Johannesburg College of Education Campus in Par town
REQUIREMENTS
:
Registered with SANC as a general Nurse and Midwife. Diploma/ Degree in Operating Theatre Technique. Diploma/ Degree in Nursing Education. Minimum of three years appropriate experience in an Operating Theatre, with a track record of transferability of skills to the post applied for. Code 08 driver’s license. Computer literate. Must be able to work under pressure.
DUTIES
:
Plan and manage academic programs. Employment of a variety of teaching strategies to teach required outcomes. Policy development. Student’s evaluation (theoretical and practical). Subject-specific academic support. Develop, review and evaluate curricula. Implementation of PMS& D for students where applicable. Participate in and encourage research. Accompany learners in clinical areas. Management of students matters, including student leaves as well as student contracts. Liaison with clinical facilities as well as students employing institutions. Continue education in Nursing Education in own subject field 
ENQUIRIES
:
Ms. A. Young Tel: (011) 645 - 9918
CLOSING DATE
:
13 March 2007
POST 08/102
:
PROFESSIONAL NURSE: STUDENT COUNCILOR REF 70040508
SALARY
:
R 122 841 – 142 617 per annum (plus benefits)
CENTRE
:
Chris Hani Baragwanath Nursing College
REQUIREMENTS
:
Registered with SANC as a general Nurse and Midwife. Diploma/ Degree in Psychiatric Nursing Science. Diploma/ Degree in Nursing Education. Minimum of three years appropriate experience as a Tutor. Code 08 driver’s license. Computer literate. Must be able to work under pressure.   
DUTIES
:
Conduct individual and group counseling to students at college site and clinical areas (Hospital). Marketing of the counseling service for better utilization. Assist in student selection activities. Assist in orientation of newly appointed students (first year students). Conduct classroom presentation as part of student development in order to improve academic performance. Prepare periodic reports on student’s performance as necessary or required. Assist in the activities of the Student Representative Council (SRC). Assist in college committees. Directs and maintains various activities designed to achieve and sustain a high level of student’s moral.
ENQUIRIES
:
Mrs. R.M. Ramahlafi Tel: (011) 983 – 3000/ 3008
CLOSING DATE
:
13 March 2007
POST 08/103
:
CHIEF PROFESSIONAL NURSE (5 POSTS) NIGHT SUPERVISORS REF 70040513

SALARY
:
R 122 841 per annum (plus benefits)

CENTRE
:
Heidelberg Hospital

REQUIREMENTS
:
Registration with the SANC as general nurse and midwifery.  Experience in health service management and computer literacy.  Ability to implement and manage change.  Good interpersonal relations, written and verbal communication skills. Shift work and night duty.

DUTIES
:
Manage patient care, nursing personnel and other multi-disciplinary teams. Monitor supplies and equipment. Ensuring personnel development and in-service training. Compile, verify midnight statistic and report writing.  Performance management.

ENQUIRIES
:
Ms.L.Bodibe Tel (016) 341 1287
FOR ATTENTION
:
Mr Bradely Ramrock
CLOSING DATE
:
09 March 2007

POST 08/104
:
MEDICAL NATURAL SCIENTIST REF 70040293


Directorate: Reproductive Biology

SALARY
:
R 98 916 per annum (plus benefits). 

CENTRE 
:
Pretoria Academic Hospital 

REQUIREMENTS
:
BSc Hons Biology Sciences. Registration with the HPCSA while in-training / training required. Research Oriented, willing to study further. Excellent Communication (verbal and written) and computer skills. Analytical and problem solving abilities. Experience in a Lab. Code 08 driver’s licence.

DUTIES
:
To partake in assisted reproduction (AR) techniques for efficient and effective laboratory service. Administer relevant documents, presentations, and manage deadlines. Assist and partake in research projects and technology development. Partake in after hours standby duties (weekends). 

ENQUIRIES
:
Dr. C. Huyser Tel No: (012) 354-2067

FOR ATTENTION
:
Mr. Bradley Ramrock

CLOSING DATE
:
09 March 2007 

POST 08/105
:
FOOD SERVICE MANAGER REF 70040320


Directorate: Food Service

SALARY
:
R 98 916 per annum (plus benefits).

CENTRE
:
Heidelberg Hospital 

REQUIREMENTS
:
National diploma in Food service management or food and beverage management. Managerial and good communication skills. Work effectively within a team and ability to motivate staff. Must be creative. Catering and computer skills. 

DUTIES
:
Control and supervision food service supervisors and production staff. Planning of menus and recipes for different diets. Ordering from suppliers and effective stock control. Planning of food budget and control of expenditure. Implementation of guidelines and procedures. In-service training of staff. Evaluation and discipline of staff. Management of assets and appliances. Compiling and submitting of monthly statistics. 

ENQUIRIES
:
Dr. E.K. Pavlova Tel No: (016) 341-1209

FOR ATTENTION
:
Mr. Bradley Ramrock

CLOSING DATE
:
09 March 2007 

POST 08/106
:
COMMUNITY LIAISON OFFICER REF NO: 70040590



Directorate: HAST
SALARY
:
R 98 916 – R114 843 per annum (plus benefits)

CENTRE
:
East Rand TB Hospital

REQUIREMENTS
:
Diploma in Health Promotion or equivalent qualification. Experience in Health Promotion field. Knowledge of Health Promoting Schools program and Healthy lifestyles. Valid driver’s license. Liaison skills.

DUTIES
:
Responsible for health Promoting Schools initiative in Ekurhuleni Heath District and according to health Promotion strategies. Monitor identification of HPS at sub-districts. Work in partnership with Education Department and other relevant stakeholders. Facilitate meetings and workshops. Report writing.

ENQUIRIES
:
Ms P.S. Molepo (011) 876 1825

CLOSING DATE
:
12 March 2007

POST 08/107
:
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
:
02 March 2007
POST 08/108
:
ADMINISTRATIVE OFFICER (SECURITY) REF NO: 70040405


Directorate: Admin

SALARY
:
R98 916 per annum (plus benefits)

CENTRE
:
Sterkfontein Hospital

REQUIREMENTS
:
A recognized Bachelor degree/ diploma / equivalent qualification and extensive experience in security and technical security aspects. Computer literacy, good interpersonal relations, communication and management skills and the ability to work under pressure and tight deadlines will be of essence. A valid driver’s licence will be required.

DUTIES
:
To assist the CEO to facilitate, coordinate, monitor, advice and render technical security and security administration. To implement a risk and threat management policy and system for the hospital regarding security and communication systems. Monitor and comply with physical communications, information and document security policies and procedures. Run security awareness programmes in the hospital and advice management about security implication of management decisions. Monitor the extent of adherence/ compliance to the security policy and measures which include ensuring that officials with access to sensitive information are vetted. Liaise with SAPS. Effective security key control and access control etc.

ENQUIRIES
:
Dr. K.A. Mustafa Tel (011) 951 8257

FOR ATTENTION
:
Bradley Ramrock

CLOSING DATE
:
28 February 2007

POST 08/109
:
KEYBOARD OPERATING CLERK REF 70040509
SALARY
:
R79 407 – 92 183 per annum (plus benefits)
CENTRE
:
Chris Hani Baragwanath Nursing College, Situated at Wits Education Campus (formerly JCE), Park town
REQUIREMENTS
:
Grade10, 12 or equivalent and recognition of prior learning. Organizing, computer literate and typing. Basic interpersonal relations. Ability to perform routine tasks. Problem solving. Data capturing and admin procedures. 
DUTIES
:
receiving and recording, typing work, including keeping proper records in a typing register, keeping a typing file and regular updating of same. Typing and processing of information. Typing of letters, correspondence and reports. Typing of declarations, completion and certificates. Typing of examinations and examination memoranda. Ensure confidentiality of all documents. Typing of student learning materials, including student’s lists, test schedules, allocation lists, curriculum notes, test and examination results, test reports and minutes. Management of a personnel information system including, departmental diary, liaison and communication, taking messages, reporting procedures and communicating effectively. Giving routine information to the public when necessary. Management of stationery cupboard and booking of equipment.    
ENQUIRIES
: 
Mrs. M. Neveling Tel: (011) 9383 – 3006
CLOSING DATE
:
13 March 2007
POST 08/110
:
SECRETARY REFERENCE NO:  70040531
SALARY
:
R79 407 per annum (plus benefits)


CENTRE
:
Kalafong Hospital 

REQUIREMENTS
:
Grade 12 or equivalent qualification, secretarial and administrative experience, Computer Literacy in Microsoft Word, Excel and PowerPoint and experience as secretary. Recommendation: Good communication skills, secretarial skills, Knowledge of asset control.

DUTIES
:
Keeping of diary, typing of letter, articles for publication call list, 60 wpm typing speech dicta phone typing etc, Making photocopies forms and faxing of letters and forms, Ordering of stationery from the University and Hospital, Reporting of faulty equipment in department to works department . Writing an order for repairing, following up. Electronic mail, send and receive emails. Liaising with hospital and record leave forms, parking discs etc, Keeping record of CPD points for paediatrics meetings, Printing of Certificates at the end of the year, Filing of scan films and retrieval, typing articles for faculty day at University of Pretoria. Do bookings with University of Pretoria Continuing Education Private Doctors attending Sonar course. Send brochures and follow up payment. Assist with research project. Getting quotations and writing orders for equipment and repairs from firms. Filing of all copies of work. Organizing  functions. Managing and filing the X-RAY museum.

ENQUIRIES
:
Dr. IEA van der Werke (012) 318-6556

CLOSING DATE
:
12 March 2007

POST 08/111
:
SENIOR STAFF NURSE (5 POSTS) REF 70040296


Directorate: Nursing

SALARY
:
R 66 087 per annum (plus benefits).

CENTRE 
:
Charles Hurwitz (Santa TB) Hospital 

REQUIREMENTS
:
Grade 10-12 or equivalent qualification with extensive experience. Minimum of 5 years experience in nursing. Registration with SANC as a senior enrolled Nursing Assistant. Knowledge and experience in TB, HIV AIDS treatment care and support. Good communication and interpersonal skills. Commitment and dedication including team spirit.  

DUTIES
:
Render quality nursing care within the scope of practice. Health education to patients and perform administration tasks. Adherence to policies and good management of resources. Be prepared to work 24 hours service on a rotation.

ENQUIRIES
:
Ms. M. Mokobane Tel No: (011) 938-8070

FOR ATTENTION
:
Mr. Bradley Ramrock

CLOSING DATE
:
09 March 2007 

POST 08/112
:
SECRETARY REF NO: 70040294


Directorate: Orthopaedics

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

CENTRE 
:
Pretoria Academic Hospital 

REQUIREMENTS
:
Grade 12 or equivalent qualification. Excellent interpersonal and organisational skills. Good written and verbal communication skills. Office administration and coordination. Dictaphone typing. Computer literacy: Ms Word, Excel Powerpoint, Internet and E-mail. 

DUTIES
:
All administration of HOD’s office. Diary management and coordination of office activities, typing of Documents and presentations. Management of all incoming and outgoing correspondence. Management of all students programs, organize exams and be responsible for students marks. Key person between HOD, consultants and registrars. Answering and screening of all telephone calls and taking minutes at meetings.

ENQUIRIES
:
Dr. E.V. Neluheni Tel No: (012) 354-6528

FOR ATTENTION
:
Mr. Bradley Ramrock

CLOSING DATE
:
09 March 2007 

POST 08/113
:
SECRETARY REF NO: 70040280


Directorate: Tshwane / Metsweding Region

SALARY
:
R 64 143 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
:
02 March 2007
POST 08/114
:
ADMINISTRATION CLERK REF 70040298


Directorate: Administration

SALARY
:
R 55 863 per annum (plus benefits).

CENTRE
:
Charles Hurwitz (Santa TB) Hospital 

REQUIREMENTS
:
Grade 10-12 or equivalent qualification with extensive experience. Knowledge of Compiling medical report will be an added advantage. Recommendations: Previous experience of working in the medical field as receptionist / secretary. Excellent communication (verbal and written) skills. Computer literate (Ms Word).

DUTIES
:
Keep a database of patient information. Variety of administration duties. Admission, discharge, registration and classification of patients.

ENQUIRIES
:
Mr. M. Groenewald Tel No: (011) 938-8070

FOR ATTENTION
:
Mr. Bradley Ramrock

CLOSING DATE
:
09 March 2007 

POST 08/115
:
ADMIN CLERK (RETHABISENG) REF 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
:
02 March 2007
POST 08/116
:
SENIOR ADMINISTRATION CLERK (HR) REF NO:  70040512
SALARY
:
R 54 222 per annum (plus benefits)

CENTRE
:
Heidelberg Hospital

REQUIREMENTS
:
Grade 12 certificate, computer literacy and knowledge of Human Resources. 

DUTIES
:
Manage personnel information and statistics. Leave management, co-ordinate training and data capturing. Attend to personnel queries and assist with audits.

ENQUIRIES
:
Ms.L.F. Van Der Linde Tel (016) 341 1286

CLOSING DATE
:
09 March 2007

POST 08/117
:
ADMINISTRATION CLERK REF NO: 70040510
SALARY
:
R46 200 – 53 640 per annum (plus benefits)
CENTRE
:
Chris Hani Baragwanath Nursing College, Situated at Wits Education Campus (formerly JCE)
REQUIREMENTS
:
Grade 10,12 or equivalent and recognition of prior learning. Organizing. Computer literate and typing. Basic interpersonal relations. Ability to perform routine tasks. Problem solving. Data capturing and admin procedures. 
DUTIES
:
Basic administrative tasks that include: filing, keeping records provide work related information. Guide and advice clients on less complicated routine enquiries, plan and organize work 
ENQUIRIES
:
Mrs. M. Neveling Tel: (011) 983 – 3006
CLOSING DATE
:
13 March 2007
POST 08/118
:
ENROLLED NURSING ASSISTANT (4 POSTS) REF 70040536
SALARY
:
R 46 200 per annum (plus benefits)

CENTRE
:
Laudium CHC and Stanza Bopape Clinics (Region C)

REQUIREMENTS
:
Registration with SANC as a Nursing Assistant.  Matric certificate, experience in district health service will be a recommendation and candidates from Pretoria area will get preference.

DUTIES
:
Assist in rendering a primary comprehensive Primary Health Care Service. Total patients care in the clinic, community and out reach services from the clinics. Assist, diagnose, prescribe, educate, advise patients and refer if necessary. Collect, compile data and rotate through all service points if required. Willingness to render 24 hour service and implement clinic objectives.

ENQUIRIES
:
Ms.I. Sibulela Tel (012) 303 9195

CLOSING DATE
:
09 March 2007

POST 08/119
:
CLEANER L1 REF 70040511
SALARY
:
R 40 227 – 44 883 per annum (plus benefits)
CENTRE
:
Chris Hani Baragwanath Nursing College
REQUIREMENTS
:
Minimum qualification (ABET). Good verbal and written communication skills. Ability to work under pressure. 
DUTIES
:
Perform cleaning service of routine by utilizing a variety of cleaning aids. Be prepared to clean floors, kitchen, washing of windows and do other cleaning tasks including washing of cars. The execution of tasks placed mainly under direct supervision and requires minimal training. Be prepared to rotate within the scope of work.
ENQUIRIES
:
Ms. M. Neveling Tel: (011) 983 - 3006
CLOSING DATE
:
13 March 2007
POST 08/120
:
CLEANER: RETHABISENG (X1), ZITHOBNI (X1) REF 70040284


Directorate: Tshwane / Metsweding Region

SALARY
:
R40 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
:
02 March 2007
OFFICE OF THE PREMIER

APPLICATIONS
:
Gauteng Shared Service Centre, 77 Fox Street Johannesburg or posted to Private Bag X 114, Marshalltown 2107 or contact the GSSC Call Centre on Tel No: (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 08/121
:
CHIEF DIRECTOR:STATE LAW ADVICE REF 70040359


Chief Directorate: State Law Advice

SALARY
:
R 591 510 per annum ( all inclusive remuneration package)

CENTRE
:
Johannesburg

REQUIREMENTS
:
An LLb Degree or equivalent Qualification in Law plus admission as an Attorney or Advocate, with postgraduate experience in a legal practice or legal department in the private or public sector and a proven experience in a leadership or managerial position in a legal environment. Proven knowledge and experience of the following  are required: Constitutional Law, Administrative Law, Interpretation of the Statutes, Knowledge of public Finance Management Act and procurement of goods and services, and general public sector legislation. The following skills are required: Exceptional written and verbal communication skills, well developed legal writing and legislative drafting skills, innovative problem solving skills, analytical skills, conflict resolution, negotiation and interpersonal skills, computer literacy, ability to work under pressure, ability to work independently and as part of a team, self assertion under pressure, adaptability, confidence, accuracy with an eye for detail, compliant and a self-starter.

DUTIES
:
The successful candidate will be responsible for the overall management and strategic leadership of the Chief Directorate to ensure that it functions effectively and efficiently within the Office of the Premier. Rendering strategic Legal advice to the Premier, members of the executive council, Heads of Departments and senior officials within Gauteng Provincial Government, as well as administrative issues with legal implications. Responsible for co-ordination within the Province of formulation, drafting, editing and certifying of new provincial legislation, or proposed amendments thereto, commenting on new provincial or amended national legislation. Negotiation, drafting and editing of contracts, coordinating and managing litigation matters. Ensure compliance by the Department to national legislation and legal requirements. As head of the Unit, prepare and control the budget, assess personnel performance and develop human resources, participate in strategic planning of the Office of the Premier.

ENQUIRIES
:
Adv. Geert Kuit Tel (011) 355 6107 

CLOSING DATE
:
5 March 2007

NOTE
:
Appointment subject to the signing of performance agreement, The Successful candidate will be required to submit to a security clearance check. Position linked to the Political term of the office of the Premier

OTHER POST

POST 08/122
:
DEPUTY DIRECTOR: STATE LAW ADVICE REF. 700340516


Chief Directorate: State Law Advice

SALARY
:
R289 635 per annum (all inclusive remuneration package) 

CENTRE
:
Johannesburg

REQUIREMENTS
:
LLB degree and/or equivalent qualification in law, and must be admitted to practice as an advocate or attorney, or qualify to be admitted as such plus appropriate experience of three years in a legal environment. Creative and innovative legal thinking, problem solving and ability to apply legal theory to facts. Excellent writing and communication skills. Computer literacy (Word, Excel and Power Point). The proven ability to work independently and without constant supervisor, yet function as part of a team when required. The ability to withstand criticism of work and openness to adapting works. Resilience and preparedness to deal with administration. Experience aptitude and liking for legislative drafting. Energetic, hard working professional person with integrity. The following will be recommendation: Constitutional and Administrative Law experience.

DUTIES
:
Responsible for drafting and final editing of legislation, as well as work with the GPG on the preparation of Bills. Certifying of Bills before submission to the Legislature. Amending of Bills in line with decisions of the Legislature. Furnish legal opinions to all Provincial Departments, especially where possible conflict of laws and uncertainties exist with regard to interpretation. Drafting, certification and interpretation of subordinate legislation. Assist the Office of the Premier in the drafting of agreements and management of litigation to ensure the protection of the interests of the Province.

ENQUIRIES
:
Adv. G. Kuit Telephone no: (011) 355- 6107

CLOSING DATE
:
12 March 2007

NOTE
:
Appointment subject to the signing of a performance agreement. The successful candidate will be required to submit to a security clearance check.
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 Tel No: (011) 355-2222

FOR ATTENTION
:
Ms Ann Jooste

CLOSING DATE
:
05 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 POSTS

POST 08/123
:
DEPUTy Director -MONITORING and Evaluation REF 70040261

SALARY
:
R289 635 per annum (plus benefits)

CENTRE
:
Head Office Johannesburg:
REQUIREMENTS
:
Degree in the field of Economics preferably specialisation in Welfare Economics. Studies in Monitoring and Evaluation and Research. Costing of programmes, project management, extensive computer skills in MS Word, Excel etc. Coordination, analytical and research skills. Experience in the establishment and maintenance of data base. Drivers licence.

DUTIES
:
Economic evaluation and analysis of programmes. Development of strategies in resource constraint environments and in challenges of inequity. Development of monitoring and evaluation systems for all programmes including HIV/AIDS, sustainable livelihood and youth development programmes. Development of Indicators for all programmes. Experience in the establishment and maintenance of combined reporting systems on multi-disciplinary projects/ being implemented simultaneously. Tracking of development programmes/projects against planned indicators and targets. Experience in  NGO co-ordination management. Monitoring the implementation of the outputs of the Business Plans of NPO’s including HIV/AIDS, Sustainable Livelihood and youth development programmes. Evaluate the impact of funding to inform continued funding and relevance of programmes. Monitor the implementation of the policy on Financial Awards to Service Providers. Monitor the service level agreements. Monitor the outputs of the transformation charter. Ensure standards and norms are met Strengthen and capacitate the regional staff  to effectively monitor and evaluate NPO’s service delivery.

ENQUIRIES
:
Ms S Raman at (011) 355-7788 

POST 08/124
:
Assistant Director-Financing (Partnerships and Financing) REF NO:70040263

SALARY
:
R 146 685 per annum (plus benefits)

CENTRE
:
Head Office, Johannesburg

REQUIREMENTS
:
A BCom Degree (Accounting) or equivalent qualification and appropriate  experience. Experience in Auditing and Accounting will be an added advantage. Skills Needed: Leadership, personnel management, excellent written & verbal communication and analytical skills. Good Knowledge of basic accounting system (BAS), cash flow management, costing procedures and budget compilation.  Sound knowledge of relevant Policies and Legislation, which include the Public Finance Management Act (PFMA) and Treasury Regulations. Computer literacy and the ability work under pressure. A valid driver’s licence. 

DUTIES
:
Assist in the management and facilitation of transfer payments to Non-Governmental Organisations (NGOs). Develop and maintain effective internal controls, standard operating procedures and policies within the Directorate in accordance with the PFMA and all relevant finance legislations. Support the Deputy Director in compiling the multi-term budget in line with the Strategic Plan of the Department.  Provide financial management training to Regional Offices and identified NGOs in pursuit of enhancing their institutional capacity. Manage and develop staff.

ENQUIRIES
:
 Ms Shirley Raman (011) 355-7785


POST 08/125
:
ASSISTANT DIRECTORS (8 POSTS)
SALARY
:
R146 685 per annum (plus benefits)

CENTRE
:
West Rand(1 post)-70040326



Jhb Metro (2 post)-70040327



North Rand (2 posts)-70040328



Ekurhuleni (2 posts)-70040330 



Sedibeng (1 post)-7004 0329

REQUIREMENTS
:
B.Com Accounting or equivalent qualification and appropriate experience. Skills Needed: Sound knowledge of government policies including Public Finance Management Act (PFMA), Treasury Regulations and Basic Accounting Systems (BAS).Good knowledge of cash flow management, costing procedures and budget compilation. Computer literacy with advanced knowledge of excel. Leadership, excellent  written and verbal communication and analytical skills. Ability to work under pressure. Good interpersonal relations, communication and management skills. Drivers License. 

DUTIES
:
Analysis of financial statements of NPO’s to inform funding of NPO’s Monitoring compliance of PFMA requirements by NPO’s. Preparation of financial reports. Evaluate the costing of programmes by NPO’s. Provide training to NPO’s on financial management. Assist with project/programme audits at NPO’s. Serve on the panels that assess Business Plans to inform relevant costing of programmes. Analyse the cash flow reports from NPO’s. Work closely with the Deputy Director, Finance in the Partnership Directorate and the monitoring and evaluation unit at Head Office 

ENQUIRIES
:
Ms Shirley Raman (011) 355-7785

POST 08/126
:
ASSISTANT DIRECTOR-RESEARCH (Partnerships and Financing) REF 70040265

SALARY
:
R 146 685 per annum (plus benefits)

CENTRE
:
Head Office Johannesburg

REQUIREMENTS
:
Appropriate Degree and or relevant experience. Must have research skills and experience in all aspects of research. Drivers license. 

DUTIES
:
Undertake research that will quantify existing service utilization. Undertake situational analysis. To undertake action oriented research to improve planning. To identify gap analysis in services to inform the budget process. Linking of services to needs. NPO co-ordination management.

ENQUIRIES
:
Ms Shirley Raman (011) 355-7785
POST 08/127
:
ASSISTANT DIRECTOR (PROCUREMENT) REF.NO:70040551
SALARY
:
R146 685 per annum (plus benefits)
CENTRE
:
Head Office, Johannesburg
REQUIREMENTS
:
An appropriate recognized Bachelor’s degree or equivalent qualification in Finance, Supply Chain or Public Management. Well conversant with legislation regulating Financial and Procurement Management Environment. Analytic and financial skills. Good interpersonal relations. Communication skills. Organizing, planning and problem solving Skills. Computer literacy. Valid Drivers Licence. 

DUTIES
:
Report Writing. Assist end-users in drafting of specifications. Arrange for advertisement of tenders. Assist Bid Evaluation Committees in the evaluation of Tenders. Liase with GSSC on all procurement related matters. Process application for price increases. Monitor procurement of goods and  services as well as payment of suppliers and service providers. Ensure compliance to all procurement related legislation. Supervise staff within the Procurement Unit. Contract Management.

ENQUIRIES
:
Mr. Khwezi Finini (011) 355 7740 

POST 08/128
:
Assistant Director (Financial Administration) REF 70040215

SALARY
:
R146 685 per annum (plus benefits)

CENTRE
:
Head Office, Johannesburg 

REQUIREMENTS
:
Applicants must have completed Grade 12 and be in possession of either an appropriate Bachelor `s degree or equivalent qualification or extensive experience in financial control environment. Skills needed: Leadership skills, management skills, good interpersonal skills, excellent written and verbal communications skills, analytical skills, computer literacy and sound knowledge of Basic Accounting System. Good knowledge of Public Finance Management Act and the National Treasury Regulations. Creative, motivated, self-driven, results orientated and have initiative .Ability to work independently and as a team member as well as under pressure.

DUTIES
:
Maintain sound financial reporting in accordance to the PFMA, Treasury Regulation and Generally Accepted Accounting Practice through the following: Prepare financial statement as well as developing accounting policies in accordance with GRAP. Develop and implement financial related policies and improve systems of internal control in compliance with departmental policies, PFMA, Treasury Regulation as well as related rules and regulations governing public sector environment. Process financial transactions including cleaning of suspense account as well as related accounts. Maintain accounting records . Attend to audit queries. Supervise the reconciliation of the business system with Basic Accounting System (BAS). Prepare the budget inputs in terms of the Medium Term Expenditure Framework Model. Implement and maintain the performance management system. General supervision, management and training of subordinates.

ENQUIRIES 
:
Mr. MC Llale (011) 355 7676

POST 08/129
:
Assistant Director-Monitoring and Evaluation (Partnerships and Financing) REF NO: 70040266

SALARY
:
R146 685 per annum (plus benefits)

CENTRE
:
Head Office, Johannesburg
REQUIREMENTS
:
Degree in the field of Economics or equivalent qualification. Studies/courses in monitoring and evaluation and research be an added advantage.Skills: project management, extensive computer skills in Ms Word, Excel etc. Analytical and research skills,

DUTIES
:
Establishment of monitoring and evaluation systems for programmes, information management, report writing and project management. Oversee the designing and implementation of Monitoring and evaluation systems for NGO’s including HIV/Aids, sustainable Livelihood (poverty Alleviation) and youth development programmes. Assist with project audits, baseline studies, monthly, quarterly reports. Assist with planning, implementation and monitoring of capacity Building Programmes for the Regional staff. Tracking of development projects/programs against planned indicators and targets. Ensure equitable distribution of resources in the Province with regard to NPO service delivery. Work closely with the community development workers, researcher and Deputy Directors in identifying needs and gaps in service delivery. Establish together with regional staff the relevance and impact of programmes. 

ENQUIRIES
:
Ms Shirley Raman Tell no: (011)  355-7785

POST 08/130
:
Senior Administrative Officer (2 POSTS) (Partnerships and Financing) REF NO:70040262

SALARY
:
R122 841 per annum (plus benefits)

CENTRE
:
Head Office, Johannesburg

REQUIREMENTS
:
A BCOM Degree (Accounting) or equivalent qualification and appropriate experience. Experience in Auditing and Accounting will be an added advantage. Sound knowledge of cash flow management. Costing procedures and Budget compilation. Knowledge Governing Government Transport, Procurement, Sound knowledge, understanding and interpretation of relevant policies and legislation, which include the PFMA Act and Treasury Regulations. Good interpersonal skills, communication skills and managerial Skills. Computer literacy and the ability to work under pressure. A valid driver’s licence.

DUTIES
:
Assist in ensuring that sound financial management and control principles are established and maintained in relation to transfer payments to Non-Governmental Organisations (NGOs). Support the Manager with implementation of the PFMA Act. Compile financial reports as required. Support Management in compiling multi-term budget in line with the Strategic Plan of the Department. Ensure credibility of data with read to budget, expenditure and projections. Analyse annual financial statement submitted by Non-Governmental  Organizations. Work Closely with Partnership Directorate. Provide financial management training to Regional Offices and identified NGO’s . Train, support and supervise subordinates. 

ENQUIRIES
:
Ms Shirley Raman (011) 355-7785

POST 08/131
:
Senior Administrative Officer-MONITORING and Evaluation (3 posts) (Partnerships and Financing) REF NO: 70040267

SALARY
:
R 122 841 per annum (plus benefits)

CENTRE
:
Head Office, Johannesburg: Partnerships and Financing

REQUIRIEMENTS
:
Appropriate Degree and or relevant experience. Must have monitoring and evaluation skills. Must be able to work in a team. Computer literate especially MS word and Excel. Drivers license will be an added advantage.

DUTIES
:
Provide training to the regional staff on the monitoring and evaluation tools, policies etc. Assist in the development of  programme indicators. Tracking of programmes/services against planned indicators for NPO’s including HIV/AIDS, Sustainable livelihood and Youth Development programme. Monitor Service Level Agreement. Assist in the monitoring of the implementation of the Policy on Financial awards to Service Providers. Experience in NGO co-ordination management. Maintain appropriate data bases. Work closely with staff of the Unit to plan, implement and monitor capacity building programmes for regional staff. Provide guidance to staff on Business Plan Panels. Write monthly and Quarterly reports.

ENQUIRIES
:
Ms Shirley Raman (011) 355-7785


POST 08/132
:
SENIOR ADMINISTRATIVE OFFICER REF 70040264

SALARY
:
R 122 841 per annum (plus benefits)

CENTRE
:
Ikhaya Tini Voster 

REQUIREMENTS
:
Applicants must be in a possession of an appropriate Bachelor’s degree or equivalent qualification with minimum relevant extensive experience preferably in a financial environment. Leadership, management abilities and knowledge of BAS.  Thorough knowledge of the manual on financial planning and budgeting system of the state. Good knowledge of the Public Finance Management Act and the National Treasury regulations; computer literacy, analytical skills. Excellent written and verbal communication skills. Good interpersonal relations and influencing abilities. Creative, motivated, self-driven, results orientated and have initiative. Ability to work independently and as part of a team. Skills Needed: Leadership skills, management skills, good interpersonal skills, good written and verbal communications skills, analytical skills, computer literacy and sound knowledge of Basic Accounting System. Good knowledge of the Public Finance Management Act and the National Treasury Regulations. Be Creative, motivated, self- driven, results orientated and have initiatives. Ability to work independently and as a team member as well as under pressure.

DUTIES
:
Assist in the preparation of financial statements in accordance with Generally Recognised Accounting Practice. Develop and implement financial related policies and improve systems of internal control in compliance with departmental policies, PFMA, Treasury Regulation as well as related rules and regulations governing public sector environment. Process financial transactions including clearing of suspense account as well as related accounts. Maintain accurate accounting records.Control, monitor and reconcile expenditure and receipts. Attend to audit queries. Implement and maintain the performance management system. Management and training of subordinates. Supervision of Procurement and Finance services

ENQUIRIES
:
Mr. GP Wiggins (011) 734 2144

POST 08/133
:
Senior Administrative OFFICERS (MONITORING and Evaluation) 

SALARY
:
R122 841 per annum (plus benefits)

CENTRE
:
West Rand (7 posts)-70040331 Jhb Metro (12 posts)-70040332 North Rand (12 posts)-70040333 Ekurhuleni Region (12 posts)-70040334 Sedibeng Region (07Post)-70040335

REQUIREMENTS
:
Appropriate degree in the Social Sciences and or development with relevant experience. Computer literate in MS word, excel etc. Studies/Courses in monitoring and evaluation of development programmes will be an added  advantage. Drivers licence. .Experience in monitoring and evaluation of programmes/services.

DUTIES
:
Implementation of the monitoring and evaluation tools. Implement and monitor capacity building programmes for NPO’s especially new and emerging NPO’s. Tracking of programmes/services against planned indicators and targets. Assist with project audits, baseline studies, monthly and quarterly reports. Experience in NGO coordination management. Ensure effective utilization of resources. Work closely with the Monitoring and Evaluation Unit at Head Office to evaluate the impact of funding to inform continued funding and relevance of programmes. Monitor the implementation of the outputs in the Business Plans of the NPO’s including HIV/AIDS, sustainable livelihood (poverty alleviation) and youth development programmes. Monitoring service level agreements. Maintain reporting systems on intersectoral funding. Facilitate the development of new NPO’s/CBO’s in under-serviced areas Implementing the Policy on Financial Awards to Service Providers including the Transformation imperatives.

ENQUIRIES
:
Ms Shirley Raman (011) 355-7785

POST 08/134
:
SENIOR SOCIAL WORKER REF.NO: 70040557
SALARY
:
R122 841 per annum (plus benefits)
CENTRE
:
Johannesburg Head Office
REQUIREMENTS
:
An appropriate Bachelor’ Diploma/Degree in Social Work and a minimum of (5) years experience. Registration with the South African Council for Social Services Professions. Valid Drivers’ License. 
DUTIES
:
Formulate, co-ordinate and maintain policy procedures and guidelines. Develop, coordinate and monitor early childhood programs and programs for children living and working on the streets. Facilitate all functions pertaining to early childhood development and children living and working on the streets. Registration of ECD centres and shelters for children living and working on the streets. Training and capacity building of Regional offices and service providers. Monitoring and evaluation of services rendered by Regional offices, Places of Safety and NGO’s. determine research needs and trends. Budgetary and administrative processes. Promote Departmental Transformation Policy. Knowledge and the ability to interpret and implement the Child Care Act No. 74 of 1983 as amended Act No. 96 of 96, the Financial Awards to service providers and the following programs, will serve as an added advantage: Foster Care Child Abuse Residential Care

ENQUIRIES
:
Ms. B Letebele / Ms. F Du Preez (011) 355 7849 /43

POST 08/135
:
Community Development Officers (8 Posts) REF NO:70040269

SALARY
:
R122 841 per annum(plus benefits)

CENTRE
:
Head Office, Johannesburg

REQUIREMENTS
:
An appropriate recognised Bachelors degree or equivalent qualification. Understanding of Social Development Sector. Knowledge of public policies and legislation which include PFMA and regulations. Valid driver’s license. Ability to maintain good interpersonal relations and work independently. Good interpersonal skills and presentation skills. 

DUTIES
:
To ensure that Service Plans of NGOs are in line with the strategic objective of  the Department and evaluate progress thereof. To provide support; training and guidance to the staff at regional offices. Co-ordinate and facilitate capacity building of new and emerging organisations. Conduct needs assessment of the NPO sector. Verification of beneficiaries and trends analysis. mapping of NPO’s services. Ensure that services provided by NPO’s are integrated. To respond to Ministerial enquiries internal and external. Ensure that the PFMA requirements are met by the NPO’s. Provide support to the Assistant Director and the Deputy Director. Manage the ransformation of the NPO Sector through the Regional office.

ENQUIRIES
:
Ms Shirley Raman (011) 355-7788

POST 08/136
:
SENIOR ADMINISTRATIVE OFFICER (FINANCIAL ADMINISTRATION) REF NO: 70040216
SALARY
:
R122 841 per annum (plus benefits)

CENTRE
:
Johannesburg Head Office

REQUIREMENTS
:
Applicants must have completed Grade12 and be in possession of either BCom degree or National Diploma in finance. Skills Needed:Leadership skills, management skills, good interpersonal skills, good written and verbal communications skills, analytical skills, computer literacy and sound knowledge of Basic Accounting System. Good knowledge of the Public Finance Management Act and the National Treasury Regulations.  Be Creative, motivated, self-driven, results orientated and have initiatives. Ability to work independently and as a team member as well as under pressure.

DUTIES
:
Assist in the preparation of financial statements in accordance with Generally Recognized Accounting Practice. Develop and implement financial related policies and improve systems of internal control in compliance with departmental policies, PFMA, Treasury Regulation as well as related rules and regulations governing public sector environment. Process financial transactions including clearing of suspense account as well as related accounts. Maintain accurate accounting records. Control, monitor and reconcile expenditure and receipts. Attend to audit queries. Implement and maintain the performance management system. General supervision, management and training of subordinates. 

ENQUIRIES
:
Mr MC Llale (011) 355-7676
POST 08/137
:
Administrative Officer (Partnerships and Financing) REF 70040260
SALARY
:
R 98 916 per annum(plus benefits)

CENTRE
:
Head Office, Johannesburg

REQUIREMENTS
:
A National Diploma in Accounting or equivalent qualification or extensive experience in  the field of financial administration. Sound knowledge and understanding of  relevant Policies and Legislation, which include the Public Finance  Management Act (PFMA) and Treasury Regulations. Good Interpersonal and Communication Skills. Computer literacy and the ability to work under Pressure.  A valid driver’s license. 

DUTIES
:
Assist in managing and facilitating the transfer payments to Non-Governmental Organisations (NGOs). Monitor compliance of PFMA Act requirements at Head Office and Regional Office. Support Management in compiling multi-term budget in line with the Strategic Plan of the Department. Collate and validate the financial data that informs the budget, expenditure and projections. Assist in analyzing annual financial statements submitted by NGOs. Provide training on financial templates/forms such claim forms to Regional Offices and funded NGOs. Train, support and supervise subordinates.

ENQUIRIES
:
Ms Shirley Raman (011) 355-7785


POST 08/138
:
Information Officer
SALARY
:
R98 916 per annum (plus benefits)

CENTRE
:
West Rand (3 posts)-70040336 Jhb Metro (6 posts)-70040337 North Rand (6 posts)-70040338 Ekurhuleni (6 posts)-70040339 Sedibeng (3 posts) - 70040340 Head Office (2 posts)-70040341

REQUIREMENTS
:
Appropriate diploma, or relevant experience. Advanced computer skills especially excel. Good interpersonal and Communication Skills. A valid driver’s licence 

DUTIES
:
Developing and maintaining a central data base of all NPO’s, programmes and any relevant information. Collate and analyse data to inform decision making. Monitor trends of service users (beneficiaries) in NPO’s to inform budgeting. Assist in the mapping of services. Program Design. Work closely with the Assistant Director, Finance and the monitoring and evaluation team. Ensure updated and credible information related to NGO’s is posted to the Department’s website. Promote the effective use of information. Provide training on relevant tools. Facilitate learning and information sharing through meetings, workshops and conferences.

ENQUIRIES
:
Ms Shirley Raman at 011-355 7788

POST 08/139
:
SECRETARY TO THE DIRECTOR PROCUREMENT REF.NO: 70040555

SALARY
:
R79 407 per annum (plus benefits)
CENTRE
:
Head Office, Johannesburg
REQUIREMENTS
:
Senior Certificate. Secretarial / Office Admin or Management Diploma with relevant experience. Experience of the Procurement and Financial Management Environment. Communication skills (Written and Verbal). Good interpersonal relations. Financial Management Skills. Analytic Skills. Time  and conflict management skills.
DUTIES
:
General Administrative support and management of the office. Minute’s taking/filling/order stationery. Office administrative support to the Director and members of the team. Manage and organize the diary and prioritise meetings. Confirming appointments and reminding the director of engagement. Arrangement of transport and accommodation. Attend to correspondence on behalf of the Director. Assist the Director by sourcing the relevant information (searches internet, newspapers, and relevant magazines for relevant information.
ENQUIRIES
:
Mr. Khwezi Finini (011) 355 7978

POST 08/140
:
ADMINISTRATION CLERK (HUMANR RESOURCE) REF.NO: 70040553

SALARY
:
R64 143 per annum (plus benefits)
CENTRE
:
Johannesburg Metro Region
REQUIREMENTS
:
Senior Certificate or equivalent qualifications. Knowledge of the PERSAL system, Public Service Act, Public Service Regulations, PSCBC resolutions regarding service benefits and HR practices will be an added advantage. Good communications skills (written and verbal) and computer skills are essential. An ability to work under pressure and display innovative thinking. A valid driver’s license is an added advantage.
DUTIES
:
The duties attached to this post will be normal HR practices, which will include inter alia: Recruitment and selection, appointments, transfers, termination of service, promotions, translations in rank, salary adjustments, personnel movements and conditions of services. Monitoring of attendance registers. 
ENQUIRIES
:
Ms. J Msiza (011) 374-1624

POST 08/141
:
ADMINISTRATION CLERK: FINANCE REF.NO:70040552
SALARY
:
R64 143 per annum (plus benefits)
CENTRE
:
Johannesburg Metro Region 
REQUIREMENTS
:
Relevant educational qualification or Grade 12 or Equivalent. Knowledge of Public Finance Systems, Computer literacy –Ms Excel and Ms Word will be an added advantage. Numeric Abilities. Good communication skills (verbal & written). Ability to work under pressure. The ability to effectively use spreadsheets and word processing computer Programs.

DUTIES
:
Responsible for control accounts procedures. Processing sundry payments and the reconciliation thereof. Drawing of financial reports and the reporting thereof. Monthly Reporting of financial matters in compliance with the PFMA. Ensure collation of financial templates for management reporting. Follow up with Head Office/GSSC with accounts payable and provide timeous feedback. Overall rendering of Financial administration support to the Region. 

ENQUIRIES
:
P Themeli 011 374 1613

POST 08/142
:
ADMINISTRATION CLERK (TRANSPORT) REF.NO:70040558
SALARY
:
R 64 143 per annum (plus benefits)
CENTRE
:
Johannesburg Metro Region
REQUIREMENTS
:
Matric /Grade 12 with relevant experience with in the Transport Unit. Knowledge of the Transport Policies guiding the use of Government –owned Transport and Subsidised Motor Transport will be an added advantage. Computer Literacy in BAS, MS Excel, MS Word. Must be numerate able to calculate performance of vehicle fleet within Region. Excellent planning and organisational skills. A valid driver’s licence is a must. ELS will be an added advantage. A practical computer and ELS test will form part of the interview process.

DUTIES
:
Must be able to issue vehicles on ELS. Ensure that controlling measures currently in place for the control over losses Government Vehicles are maintained. Ensure that controls of accidents are monitored on a monthly basis for Government Vehicles and Subsidised vehicles. Responsible for the managing of the subsidised motor transport functions, including balancing of log sheets, arrangements for Subsidised motor committee meeting, taking of minutes, finalisation of applications and training with regards to Subsidised Vehicles (Scheme A, Scheme B). Assist with transport functions, balancing of log sheets, inspection reports, and maintenance of vehicles. Submit monthly statistic reports on Transport. Submit progress report on transport to transport manager.

ENQUIRIES
:
Mrs. Sandra Fynn (011) 374 -1803

POST 08/143
:
Administration Clerk (20 Posts)
SALARY
:
R 64 143 per annum (plus benefits)

CENTRE
:
West Rand (2 posts)-70040270 Jhb Metro  (4 posts)-70040271 Ekurhuleni (4 posts)-70040272 Sedibeng (2 posts)-70040273 North Rand  (4 posts)-70040274 Head Office (4 posts)-70040275

REQUIREMENTS
:
Senior certificate, or equivalent qualifications plus appropriate experience. Sound knowledge of governments polices including PFMA. Good communication skills (written and verbal).Reception/ Good  telephone and interpersonal skills. Computer literate in Microsoft Office (word and Excel). Knowledge of Finance and Human Resource will be an added advantage. Be able to adhere to confidentiality.

DUTIES
:
Maintain a data base of all: i) NPO’s ii) Programmes iii) Relevant information relating to NPO’s, Poverty Alleviation, HIV/AIDS and Youth Development programmes and legislation. Work closely with information officer. Write basic reports Liaise with NPO’s to update information. Perform administrative tasks in accordance with the regulatory framework and guidelines relating to general office functions.

ENQUIRIES
:
Ms Shirley Raman (011) 355-7785


POST 08/144
:
Administrative Clerk (Partnerships and Financing) REF NO: 70040268
SALARY
:
R64 143 per annum (plus benefits)

CENTRE
:
Head Office, Johannesburg

REQUIREMENTS
:
Senior Certificate or equivalent education qualification. Knowledge of, PFMA and Treasury Regulations. Basic Numeric abilities and accuracy. Good computer and office organizational skills. Good interpersonal relations and communication skills both verbally and written. Ability to work under pressure. 

DUTIES
:
Perform administrative tasks in accordance with the regulatory framework and guidelines relating to general office functions. Attend to queries and perform other duties delegated by supervisor. Render administration support functions to the unit. Record movements of documents in accordance with guidelines and instructions. Assist in the procurement of goods and services in the unit. Develop and maintain effective internal controls. File documents in a way that is orderly and will enable easy access to information. Write basic letters and reports.

ENQUIRIES
:
Ms Shirley Raman (011) 355-7785


POST 08/145
:
ASSISTANT PROBATION OFFICER (6 POSTS) REF.NO:70040556

SALARY
:
R 54 222 per annum (plus benefits)
CENTRE
:
Johannesburg Metro Region
REQUIREMENTS
:
A Senior Certificate or equivalent qualifications. Good communication and interpersonal skills. Good report writing and record keeping skills. Good time-management and planning. A valid driver’s license. Knowledge of the legislative framework for probation services: SA Constitution, No. 108/96 (Section 28) Criminal Procedure Act, No.51/77 (Section 71(f), Probation Services Amendment Act, No.35/02 (Section 4A (2) (a).
DUTIES
:
Assist with the execution of the functions of the Probation Officer by assisting young people awaiting their first court appearance and facilitating Family Group Conferencing. Supervision and monitoring of children placed under home-based supervision and probational supervision. Exposing families to network of prevention and diversion programmes during service delivery. Attendance of mandate meetings.
ENQUIRIES
:
Ms. L Botha (011) 374-1858

Department of SportS, ARTS, Culture AND RECREATION

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

CLOSING DATE
:
09 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 08/146
:
Personnel Officer REF 70040609


Directorate: HR Management and Development

SALARY
:
R 98 916 per annum (Plus benefits) 

CENTRE
:
Johannesburg

REQUIREMENTS
:
The successful candidate should have a Grade 12 or equivalent qualification, at least 2-3 years experience of personnel administration in the public service environment, experience of working on the Persal system, knowledge and understanding of The relevant legislative and regulatory framework, communication and interpersonal skills, problem solving skills, computer skills, numeracy skills, ability to work under pressure and organising and planning.

DUTIES
:
Built operational efficiency and effectiveness on personnel administration support services through: Reporting on non- compliance to HRM delegations, procedures and legislative environment. Process personnel, service benefit administration and service terminations transactions within operational standards. Ensure correct implementation of transactions on Persal. Submit weekly and monthly reports on completed transactions. Ensure updates on HR legislations, circulars, Resolutions and agreements are studied and understood. Implement recruitment processes in the department. Ensure the Implementation projects when required

ENQUIRIES
:
Puleng Ratlabala Tel (011) 355-2633

ANNEXURE P
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 these posts. The candidature of person   whose appointment/promotion/transfer will promote representivity will receive preference.  An indication in this regard will facilitate the process of applications.

APPLICATIONS
:
Forward your application, 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 for the attention of Ms. S. Sithebe Applications may only be posted or hand-delivered to 1st Floor, 101 The Marine Building, 22 Gardiner Street, Durban.

CLOSING DATE
:
09 March 2007

NOTE
:
Location: The successful incumbents will be based in particular districts that each will be responsible for. Applicants should state the preferred district/s & submit separate application for each. All information submitted will be treated as confidential. The Department reserves the right to withhold the filling of the abovementioned post at anytime prior to an appointment being made. All applications must be submitted on Form Z83 obtainable from any Public Service department, and be accompanied by certified copies of qualifications, Identity Document, Driver’s Licence, 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). 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 person next to the post for further information. Due to the anticipation of the volume of applications we will receive in response to this advertisement, correspondence will be limited to short-listed candidates only. Should you not hear from us within two 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. 



Our core business is to unlock the Economic potential in the Province of Kwa-Zulu Natal. Become part of this Winning Province by joining our team! Applications are invited from suitably qualified and experienced persons for filling the following positions.
OTHER POSTS

POST 08/147
:
DEPUTY MANAGER: DEPUTY MANAGER/REGIONAL CO-ORDINATOR: CO-OPERATIVES (REF C2/07)

SALARY
:
R343 257 (inclusive package) p.a. The total salary package includes basic salary, State’s contribution to the Government Employees Pension Fund (13%), and a flexible portion. The members on this salary level has to structure their basic salary either at 76% (set1) or 70% (set2) of the total package)

CENTRE
:
Southern Region (Ethekwini Metro & Ugu)



Central Region (Umgungundlovu, Sisonke, Ilembe)



Midlands Region (Uthukela, Amajuba, Umzinyathi)

REQUIREMENTS
:
The minimum qualification required for this job is a recognised and relevant Bachelor’s Degree/ National Diploma preferably in Social Sciences, Economics, and/or Business Economics, plus a minimum of three years experience in development facilitation and project management, businesses and other income generation ventures; a valid drivers licence; and ability to communicate in Isizulu. Experience in any of KZN priority economic sectors will be an added advantage. Competencies needed: Knowledge  (Knowledge of the Public & Private Sectors (Knowledge and understanding of the regulatory framework for the Public Service e.g. PFMA, Treasury Regulations, Public Service Act & Regulations and other relevant statutory provisions (Broad Knowledge of management including finance, project management & human resources management ( Knowledge of economic, business development and employment creation challenges facing KZN. Skills ( Ability to operate computer; Communication; Planning & organising; analytical thinking; inter-personal relations, time management; diplomacy; development facilitation, business planning & project management; presentation & report writing and; ability to source, analyse and provide data & statistics in a dynamic, team oriented environment 

DUTIES
:
Key Responsibilities: he incumbent will be responsible for the following: - ( Manage the regional programmes for co-operatives (promote the advancement of sector-oriented co-operatives (Manage the department’s resources (human, material and financial resources) in the region (Establish and maintain linkages with a wide range of stakeholders for the provision of technical expertise, development and sustainability of co-operatives (Develop and analyse policies on co-operatives 

ENQUIRIES
:
MS S.D. Manzi TEL 033-8974525

POST 08/148
:
DEPUTY MANAGER/DISTRICT CO-ORDINATOR: CO-OPERATIVES AND SMME (REF C1/07)
SALARY
:
R289 635 (inclusive package) p.a. The total salary package includes basic salary, State’s contribution to the Government Employees Pension Fund (13%), and a flexible portion. The members on this salary level has to structure their basic salary either at 75% (set1) or 70% (set2) of the total package)

CENTRE
:
Ethekwini Metro – Durban (Umngeni Road)



Ugu District Municipality – Port Shepstone



Sisonke District Municipality – Ixopo



Zululand District Municipality – Ulundi



Umkhanyakude Distric Municipality – Jozini



Ilembe District Municipality – Stanger



Umgungundlovu Municipality – Pietermaritzburg



Amajuba District Municipality – Newcastle



Uthungulu District Municipality – Richardsbay



Umzinyathi District Municipality – Dundee

REQUIREMENTS
:
The minimum qualification required for this job is a recognised and relevant Bachelor’s Degree/ National Diploma preferably in Social Sciences, Economics, &/or business Economics, plus a minimum of three years experience in development facilitation and project management, businesses and other income generation ventures; a valid drivers licence; and ability to communicate in Isizulu. Experience in any of KZN priority economic sectors will be an added advantage. Competencies needed: Knowledge (Knowledge of the Public & Private Sectors (Knowledge and understanding of the regulatory framework for the Public Service e.g. PFMA, Treasury Regulations, Public Service Act & Regulations and other relevant statutory provisions (Broad Knowledge of management including finance, project management & human resources management ( Knowledge of economic, business development and employment creation challenges facing KZN. Skills ( Ability to operate computer; Communication; Planning & organising; analytical thinking; inter-personal relations, time management; diplomacy; development facilitation, business planning & project management; presentation & report writing and; ability to source, analyse and provide data & statistics in a dynamic, team oriented environment
DUTIES
:
Key Responsibilities: The incumbent will be responsible for the following:-  ( Facilitate the establishment of primary & secondary Co-operatives (Facilitate Co-operative’s entry into existing markets (Ensure the provision of financial support to Co-operatives (Ensure provision of continuous skills development to Co-operatives  (Develop and analyse policies on co-operatives ( Promote the advancement of sector-oriented Co-operatives ( Manage the department’s resources (human, material & financial resources) in the district. ( Provide business advice and co-ordinate activities relating to promotion and development of co-operatives and SMME’s Uthukela District Municipality – Ladysmith

POSAT 08/149
:
ASSISTANT MANAGER: 
HR INFO & POLICY DEVELOPMENT  (RefD2/07)

SALARY
:
R183 084 per annum
REQUIREMENTS
:
An appropriate Bachelors degree/diploma in Human Resource Management/Public Admin or related field or equivalent qualification and/or senior certificate coupled with extensive practical work experience or competencies in Human Resource policy development. Competencies required: Thorough knowledge of policy development and understanding of the Public Service, Legislations, and regulatory framework, broad knowledge in the field of Human Resource Information Systems, ability to interpret and apply policies in particular the Public Service Regulations. Computer skills, report writing and presentation skills, facilitation skills, prepared to work in a team, ability to communicate at all levels, interpersonal, analytical problem solving, decision making, project management.

DUTIES
:
Key Responsibilities: The incumbent will be required to: (Analyse information pertaining to organizational structure and establishment, personnel restructuring, HR planning, manpower audit, Personnel Information Services and placement/job assignment (Develop and formulate departmental HR policies (Determine and integrate needs concerning personnel structuring (Design programmes aimed at fulfilling the organizational needs 

ENQUIRIES
:
Mr Logan Naidu Tel (031) 310 5301

POST 08/150
:
EXECUTIVE ASSISTANT/ ASSISTANT MANAGER: OFFICE OF THE HEAD OF DEPARTMENT  (REF D1/07)

SALARY
:
R146 685 per annum

REQUIREMENTS
:
The candidate should have a 3-year Bachelors degree/National Diploma in Public Management and Administration or equivalent, coupled with a proven track record of practical experience as Personal Assistant at an executive level. Competencies Required: SKILLS: 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 work irregular hours. The incumbent should have integrity and discretion in dealing with confidential matters.  In addition; applicants should have extensive experience in communication and report writing and, general knowledge of provincial and national economic issues and the implications for economic development. knowledge: The candidate should be a highly motivated team player with working knowledge of financial management and administration, Treasury regulations, the Public Finance Management Act, as well as relevant government policies and directives. 

DUTIES
:
key responsibilities: The incumbent will be required to: (Ensure the effective management of the Head of Department’s office ( Channel all enquiries received and addressed to the Head of Department, which include the implementation and management of systems to co-ordinate the flow of correspondence between the office of the Head of Department, the Minister, the Chief Financial Officer and all the Chief Directorates ( Effectively manage and co-ordinate the functions and resources, including physical resources allocated to the office of The Head of Department (Assist in the drafting of legislation, regulations, orders and instructions as instructed by the Head of Department (Assist the Head of Department in ensuring that the decisions and actions of the Head of Department (as Accounting Officer) are in compliance with the PFMA, Treasury Regulations and other relevant legislation, policies and notes (Assist the Head of Department in terms of research and preparation of documents, positions and perspectives relating to relevant government management structures to which the Head of Department is required to participate (Assist the Head of Department and the Department with the development of business plans for processes and projects from time to time as appropriate 

ENQUIRIES
:
MS. C. Coetzee TEL (031) 310 5300

DEPARTMENT OF TRANSPORT

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

APPLICATIONS
:
Forward your application, quoting the relevant reference number to: Head: Transport, Human Resource Management Directorate, Private Bag X 9043, Pietermaritzburg, 3200

CLOSING DATE
:
09 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 POSTS

POST 08/151
:
DEPUTY MANAGER: MEDIA LIAISON (REF. NO. P18/2007
SALARY
:
R289 635 per annum 

CENTRE
:
Head Office, Pietermaritzburg

REQUIREMENTS
:
*An appropriate recognized Degree / National Diploma in Communication / Media Relations / Journalism / Marketing plus, *A minimum of 3 years appropriate experience in the Communication / Media Relations / Journalism / Marketing field plus, Possession of a valid driver’s licence (minimum Code B ). Knowledge, skills, training and competencies required:  *Understanding of Public Service and Departmental policies. Research, analysis, objective and development processes, project management and financial management.  *Broad and in – depth knowledge of managing media liaison.  *Media Liaison operations. *Planning and organizing ability.  *Computer literacy.  *Clear conceptual understanding of transformation (change management) and Affirmative Action.  *Ability to communicate at all levels to ensure effective flow of information across the board.  *Skills in the interpretation and application of policy, research and compilation of data.  *Research, policy formulation and managerial skills.  *Problem solving and analytical thinking skills.  *Strategic planning and co – ordination skills.  *Computer skills.  *Team building skills.  *Excellent communication (verbal and written) and networking skills.  *Project management skills.  *Presentation and facilitation skills.  *Motivation and negotiation skills.  *The ideal candidate should be an innovative thinker who is receptive to ideas and suggestions, reliable, creative, have honesty and integrity and able to work with accuracy.  *He / She should also demonstrate an interest in the provision of media liaison services, believe in openness and transparency, a total quality controller and a team leader.

DUTIES
:
Plan, develop and manage media liaison strategies.  *Develop and maintain good relationships at all levels.  *Manage the rendering of efficient and professional media liaison services within the Department as well as with all other relevant stakeholders.  *Research, develop and formulate media liaison plans on policies and programmes of the Department to ensure that clients are satisfied.  *Facilitation of linkages between Department, other National and Provincial Departments, Local Government, Legislature and the Public such as communities, business and other social partners through different media liaison exercises.  *Promotion of synergy and co – operation amongst the various directorates / components through media liaison initiatives.  *Application of sound management and co – ordination of the sub – directorate’s budget allocation, logistics and human resources including training of staff within the PFMA framework, the Public Service Regulations, Public Service Act, etc.  *Co – ordination of all media liaison services and exercises of the Department.
ENQUIRIES
:
Mr M Jubasi Tel. No. 033-3558040

FOR ATTENTION
:
Ms A Mncwabe

POST 08/152
:
ASSISTANT MANAGER: DESKTOP PUBLISHING SERVICES (REF. NO. P17/2007)

SALARY
:
R146 685 per annum 

CENTRE
:
Head Office, Pietermaritzburg

REQUIREMENTS
:
An appropriate recognised Bachelor’s Degree / National Diploma in the design, printing and publishing field plus;*A minimum of 3 years experience in the relevant field plus;*Possession of a valid driver’s licence (minimum code B). Knowledge, skills, training and competencies required: *Thorough knowledge of Desktop Publishing and Graphic Designing.  *Knowledge of computers (Both Apple Macintosh and PC) and relevant software (eg. Adobe in Design, Macromedia Freehand, Photoshop, Adobe Acrobat, etc.).  *Analytical and innovative thinking.  *Advanced Printing and Publishing knowledge and procedures.  *Understanding of the Public Finance Management Act and Treasury Regulations. *Ability to interpret and apply policies and procedures.  *Advanced operating skills in the use of computers and in training subordinates. *Good organization and planning. *Ability to interpret project briefs and ideas. *Good communication skills, both verbal and written. *Advanced technical skills.  *Creative thinking. *The ideal candidate should be courteous and respectful yet decisive. *Ability to confidently interact with seniors.  *Ability to communicate effectively. *Prompt, reliable and honest.  *He / She must also be a team player.

DUTIES
:
Manage the planning and execution of Desktop Publishing (DTP) and Graphic Design services for the Department.  *Preparation of the Internal and External publications and ensure adherence by service providers to contracts. *Editing the design and layout of Departmental communication. *Identifying, monitoring and evaluation of actual communication products and service providers within the marketplace. *Manage the resources within the component and keep abreast technological advances in DTP and Graphic Design.  *Provide support during displays and exhibitions at Departmental and Inter – Departmental functions by maintaining the Corporate Identity of the Department. 
ENQUIRIES
:
Mr S Mkhize Tel. No.: 033 – 355 8744

FOR ATTENTION
:
Ms A Mncwabe

POST 08/153
:
ASSISTANT MANAGER: COMMUNITY OUTREACH (REF NO. P 13/2007)
SALARY
:
R146 685 per annum

CENTRE
:
Head Office, Pietermaritzburg

REQUIREMENTS
:
An appropriate recognized Bachelor’s Degree / National Diploma or equivalent qualification, plus  *A minimum of 3 years appropriate experience, plus *A valid code B driver’s licence. Knowledge, Skills, Training And Competencies Required: *Knowledge of democratic management principles. *Knowledge of communities throughout the province. *Knowledge of IsiZulu. *Knowledge of public service regulations. *Ability to work through community structures. *Computer literacy. *Ability to facilitate and chair meetings. *Ability to co-ordinate work with other members of the Directorate.  *Ability to work with people at all levels. *The ideal candidate should be punctual, prompt, efficient and conscientious. *He / she should also have budgeting skills and will be required to work weekends, public holidays and after hours.

DUTIES
:
Assist with the establishment, training and maintenance of CRSC. *Assist with logistical arrangements for awareness days. *Assist with training of CRSC’s on budget procedures, the writing of business plans and first aid training. *Assist outreach manager in implementation of road safety projects within communities.  *Assist outreach manager to implement the Omela Ngasekhaya campaign.  *Assist with arrangements for church program, funeral and memorial services and assist communities with completion of Road Accident Fund material.

ENQUIRIES
:
Ms T P Mabaso Tel. No. 033-355 8866

FOR ATTENTION
:
Mr B Hornsby

POST 08/154
:
COMMUNICATION OFFICER (2 POSTS)
SALARY
:
R98 916 per annum
CENTRE
:
Head Office, Pietermaritzburg  (Ref. No. P 15/2007)

REQUIREMENTS
:
*An appropriate recognized Bachelor’s Degree / National Diploma in Communication / Public Relations / Marketing / Events Management; Plus *A minimum of 3 years’ appropriate experience in the Communications Science / Public Relations / Marketing /Events Management field; plus  *Possession of a valid driver’s licence (minimum Code B). Knowledge, Skills, Training And Competencies Required: * Good communication and interpersonal skills supported by knowledge of the Department of Transport and an understanding of current transport issues and government policies.  *Good knowledge of events management. *Proficiency in at least two official languages, of which IsiZulu will be an advantage. *Ability to manage electronic dissemination of information.  *Ability to work independently. *Good writing, Editing and verbal skills *Good interpersonal relations skills.  *The ideal candidate should be imaginative and creative and capable of imparting a sense of ownership and responsibility towards events management as a whole.
DUTIES
:
*Render assistance with the organisation and logistical arrangements of special events such as conferences, launches, functions, meetings and other gatherings. *Assist with researching, developing and formulating events management, strategies on policies and programmes of the Department to ensure that our clients are fully informed. *Assist with the facilitation of linkages between the KwaZulu-Natal Department of Transport, National and Provincial Departments, Legislature and the Public such as communities, business and other social partners through integrated and co-ordinated events management.  *Assist with the promotion of synergy and co-operation in events management through exchange of information amongst the various directorates / components within the Department. *Perform general administration duties and provide logistical and other communication support.

ENQUIRIES
:
Mr M Jubasi Tel: 033 – 355 8040

FOR ATTENTION
:
Mrs S M Nell

POST 08/155
:
SENIOR ADMINISTRATION CLERK: MANAGEMENT ADVISORY SERVICES (REF. NO. P16/2007)
SALARY
:
R64 143 per annum 

CENTRE
:
Head Office, Pietermaritzburg

REQUIREMENTS
:
A Senior Certificate. Knowledge, Skills, Training And Competencies Required: * Knowledge of legislation and general administrative procedures specifically relating to Public Service. * Knowledge of general office practice and administration. * Communication skills both written and verbal. * Computer literacy and the application of various office packages, including MS Access. * Organisation and planning skills. * Ability to interact with various roleplayers.  * The ideal candidate should have a demonstrated interest in job evaluation, work study and establishment control fields. * He/she should also have the ability to function independently and as part of a team and have honesty and integrity.

DUTIES
:
Assist officials with administrative duties relating to Job Evaluation matters.  * Maintain effective records of all information in an efficient and accurate manner, both manually and on computer. * Dissemination of all relevant information and legislation as required to all clients/ customers and act as a liaison officer. * Execute general office duties including typing, filing, management of documentation flow, arrange meetings, take minutes, telephone management etc.  * Perform secretarial and support services to the Departmental Job Evaluation Unit, Panel and the component

ENQUIRIES
:
Mr P Naidoo Tel. No.: 033 – 355 8022

FOR ATTENTION
:
Mr R Marillier

PROVINCIAL TREASURY

APPLICATIONS
:
Applications, quoting the correct reference number must be forwarded to: The Head of Department, Provincial Treasury, Directorate: Human Resource Management and Development, P.O. Box 3613, Pietermaritzburg, 3200

OTHER POSTS

POST 08/156
:
INFORMATION SYSTEMS SUPPORTER (2 POSTS) (REF. NO. 07/14)



Reporting to the Assistant Manager: General Information Systems, this position calls for a person who will offer support SEQ CHAPTER \h \r 1

 SEQ CHAPTER \h \r 1 and formal training on Business Information Systems to all users within specific Departments of the KwaZulu-Natal Provincial Administration. He/she will also be required to give feedback to the Financial Systems Trainer on user problems. 

SALARY
:
R122 841 per annum

CENTRE
:
Pietermaritzburg

REQUIREMENTS
:
Degree or  SEQ CHAPTER \h \r 1diploma in Information Systems or related field. A valid driver’s license.  SEQ CHAPTER \h \r 1

 SEQ CHAPTER \h \r 1 Preference will be given to candidates who have any of the following:   SEQ CHAPTER \h \r 1Experience within Financial Systems. Experience in any computerised systems support structure for Financial Systems. Pursuing further study or additional qualifications above first qualification and some experience in formal training. Knowledge, Skills and Competencies:   SEQ CHAPTER \h \r 1Problem solving.  SEQ CHAPTER \h \r 1Good verbal and written communication skills.  SEQ CHAPTER \h \r 1Self-disciplined and be able to work under pressure with minimum supervision.  SEQ CHAPTER \h \r 1Good inter-personal relations skills.  SEQ CHAPTER \h \r 1Knowledge of Financial Management Systems. Able to  SEQ CHAPTER \h \r 1use of Word processors and spreadsheets.  SEQ CHAPTER \h \r 1Knowledge of the Treasury Regulations and Public Finance Management Act.

DUTIES
:
 SEQ CHAPTER \h \r 1

 SEQ CHAPTER \h \r 1Provide general accounting and financial management advice and assistance to departments. Visit departments to support users in the effective use of financial systems and address system related issues. Provide formal and on the job functional training in all business areas affected by financial systems. Assist users to manage the problems experienced with the system and to escalate system issues to the appropriate contact centre. To serve as a conduit between the Maintenance & Technical support teams and the Province. Have an overall understanding of activities at the departments and to highlight risk areas during any financial system implementation. Understand how other systems utilized by the department impacts on the financial activities at the department. Systematically collect information about the user needs, problems and suggestions/workarounds and provide a report to Management, and systems training component. 

ENQUIRIES
:
Mr NB Mkhwanazi at 033-8974550

FOR ATTENTION
:
Ms NG Dubazane

CLOSING DATE
:
9 March 2007

NOTE
:
Preference will be given to African females and people with disabilities who meet the requirements.

POST 08/157
:
ASSISTANT MANAGER: GENERAL INFORMATION SYSTEMS(REF. NO. KZNPT 07/13)



Reporting to the Deputy Manager: General Information Systems the successful incumbent will be required to  SEQ CHAPTER \h \r 1

 SEQ CHAPTER \h \r 1co-ordinate, control and conduct training on Information Systems to all users within all Departments of the KwaZulu-Natal Provincial Administration. He/she will offer assistance and support to all KwaZulu-Natal government users on the use of the Information Systems, which the province is currently implementing.

SALARY
:
R146 685 per annum

CENTRE
:
Pietermaritzburg

REQUIREMENTS
:
This position calls for a person with a Diploma or Degree in Information Systems with at least two years experience in any computerized Financial or related information system environment.  SEQ CHAPTER \h \r 1

 SEQ CHAPTER \h \r 1 A driver’s license is also a requirement. Preference will be given to candidates who have any of the following:   SEQ CHAPTER \h \r 1Experience within Financial Systems or   Experience in any computerised systems support structure for Financial Systems or Financial Management or Asset Management, analyst/programming experience. Pursuing further study or additional qualifications above first qualification. Knowledge, Skills and competencies :  SEQ CHAPTER \h \r 1Knowledge of Financial Management Systems.  SEQ CHAPTER \h \r 1The use of Word processors and spreadsheets.  SEQ CHAPTER \h \r 1 Knowledge of the Treasury Regulations, Public Finance Management Act and Government’s Basic Accounting System (BAS). Problem solving.  SEQ CHAPTER \h \r 1Good verbal and written communication skills.  SEQ CHAPTER \h \r 1Self-disciplined and be able to work under pressure with minimum supervision.  SEQ CHAPTER \h \r 1Good inter-personal relations skills.

DUTIES
:
 SEQ CHAPTER \h \r 1

 SEQ CHAPTER \h \r 1Assist in managing the implementation and maintenance of computerized Information Systems throughout the KZN Province. Write computer application programs according to specification /user requirements. Ensure an effective and efficient service is provided to clients departments. Visit departments to support users in the effective use of financial systems and address system related issues. Understand how other systems utilized by the department’s impacts on the financial activities at the department Transversal Systems. Report on progress, maintenance and development of the various Information Systems. Provide formal and on the job functional training in all business areas affected by financial systems. Use collected information about the user needs, problems and suggestions/workarounds to provide better training. 

ENQUIRIES
:
Mr NB Mkhwanazi at 033-8974550

FOR ATTENTION
:
Ms NG Dubazane

CLOSING DATE
:
9 March 2007

NOTE
:
Preference will be given to African females and people with disabilities who meet the requirements.

POST 08/159
:
MANAGER: FINANCIAL MANAGEMENT (REF. NO. KZNPT 07/11)
SALARY
:
R502 725 per annum (all inclusive package). This includes basic salary (minimum of 60 % of total package), states contribution to the Government Employee Pension Fund (13 % of basic salary) and a flexible portion. The flexible portion of the package can be structured according to the individual’s personal needs. 

REQUIREMENTS
:
Honours in B.Com Accounting or Financial Management with articles completed. A qualification should be coupled with 5 years extensive experience in Financial Management and 3 years’ at management Level. Knowledge: Extensive experience in financial control, financial administration and managerial experience is a requirement. Knowledge of Risk Management, internal control, and budgeting is also a requirement. Knowledge of the Public Sector and in particular Public Financing will be added advantage, but is not a pre-requisite. Knowledge and an understanding of the new regulatory framework for the Public Service e.g. PFMA, Treasury Regulations, Public Service Regulations and relevant statutory provisions will be an advantage. Ability to communicate at  all levels: Provincial Departments, Senior Management , Private Sector Organization, Media, International Organizations and General  Public, Advanced computer skills in Ms office suite. Strategic planning and negotiating skills. Programme and project management. Report writing and presentation skills. Service Delivery innovation, change management, financial management, people management and empowerment skills.

DUTIES
:
The incumbent will: support the Accounting officer, the Minister and other Senior Managers of the Department through the provision of timely and accurate reports and advice on financial and other operational information necessary for strategic decision- making and for assessing the performance of the Department. Design and implement efficient and effective system of internal control including appropriate segregation of duties and preparation of fraud prevention plan. Maintain full proper accounts and records of the financial affairs of the department in accordance with any prescribed norms and standards. Efficiently and effectively manage expenditure, commitments, revenue collection, assets (including debtors and inventories), liabilities and cash flow. Provide a framework for the assessment of financial risks to which the department may be exposed as a result of its current operations and strategic plans , and for reporting of significant changes to risk expectations. Assist the Accounting Officer to comply with the provision of the Public Finance Management Act, 1999. Ensure that the Department complies with the National Treasury in terms of the Public Finance Management Act 1999. Advise the General Manager: Strategic Management on matters that have strategic and financial implications. Be responsible for mattes pertaining to financial discipline including financial management of such cases. Ensure that the Department adheres to any prescript or directive issued by National and Provincial Treasury regarding financial management. Be responsible for managing all resources (including Human Resources) located in the Chief Financial Office, and manage both personnel and Directorate’s performance. Undertake the timeous production of legislative reports including, Annual Financial Statements, Monthly Expenditure Reports, Budget Submissions, Adjustments, Estimates, etc. Attend to any ad-hoc tasks which may be issued by the Head of Department from time to time.

ENQUIRIES
:
Mr Bongani Shezi at (033) 8974463

FOR ATTENTION
:
Mr SE Mabaso

CLOSING DATE
:
9 March 2007

NOTE
:
In terms of Department Employment Equity Plan, preference will be given Black Woman candidate. Applications

ANNEXURE Q

PROVINCIAL ADMINISTRATION: NORTH WEST

DEPARTMENT OF SOCIAL DEVELOPMENT

The department of Social Development is an Equal Opportunity Employer.

APPLICATIONS
:
Applications should be forwarded to the Deputy Director General, Department of Social Development, Private bag x 6, Mmabatho, 2735. Attention Mr A. Ditlhokwe or can be hand-delivered to University Drive, Provident House, Mmabatho.

CLOSING DATE
:
09 March 2007

NOTE
:
appointment is subject to security vetting. Applications must be submitted on the amended Z83 form, obtainable from any Public Service Department or www.dpsa.gov.za and must be accompanied by a detailed CV and certified copies of qualifications. Applications with full particulars of training, qualifications, skills, competencies, knowledge and experience {on a separate sheet if necessary or a detailed CV}, should be forwarded to the Department. Candidates must indicate the post reference number on their applications. Candidates requiring additional information regarding an advertised post must direct their enquiries to the relevant person indicated in the advertisement. Applications should be forwarded in time since applications received after the closing date will be as a rule not be accepted. Faxed OR Emailed applications will not be accepted. Correspondence will be limited to short-listed candidates only.  If you do not hear from us within four months of the closing date, please regard your application as unsuccessful

OTHER POSTS

POST 08/159
:
ASSISTANT DIRECTOR: PERSONNEL SECURITY


Directorate: Miss

SALARY
:
R146 685 per annum

CENTRE
:
Mmabatho

REQUIRMENTS
:
Security Management Diploma/ Degree (or equivalent qualification), a valid code 8 license and extensive experience in Security Administration and Security Vetting. Competencies: Communication skills. Interpersonal skills. Computer literacy. Conflict Management and problem solving skills.

DUTIES
:
Conduct security vetting, investigations and information security audit, run a security awareness programme in the MEC. Draft Internal Security vetting Policy, based on the MISS document. Monitor the extent of adherence/ compliance of the security vetting policy and security measures (including that officials with access to sensitive information are vetted). Report to NIA all incidents suspected of security breaches and /or leakages of sensitive information for investigation. Ensure proper administration of vetting applications. Control and manage the personal security of the Office of the MEC. 

ENQUIRIES
:
Ms P Tsoene Tel: 018 3874295

ANNEXURE R

PROVINCIAL ADMINISTRATION: WESTERN CAPE

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. 

OTHER POSTS

POST 08/160
:
CHIEF PROFESSIONAL NURSE (COMMUNITY/HOME BASED CARE SERVICES) (TECHNICAL ASSISTANT) (3 MONTH CONTRACT POST).

SALARY
:
All inclusive salary package: R 159 693.30 per annum.

CENTRE
:
European Union: Partnership for the Delivery of Primary Health Care  Programmes (PDPHCP) in the Directorate: Metro District Health Services (Mitchell’s Plain Sub-district)

REQUIREMENTS
:
Registration with the South African Nursing Council as Professional Nurse plus relevant degrees/diploma. Extensive experience. Valid driver’s license Conversance in two of the three official languages of the Western Cape. recommendations: Relevant management experience in the community health services. Previous experience and knowledge of community /home based care services. Strong leadership, co-ordination and communication skills. Computer literacy.

DUTIES
:
Promote and facilitate the development of community / home based care services. Co-ordinate and monitor community/home based care services. Facilitate effective management and utilisation of physical and financial resources. Monitor and evaluate Non-profit organisations service delivery. Ensure the implementation of effective referral and support system. Ensure appropriate human resource development, including In-service training of community health care workers. Ensure an integrated approach to the delivery of community /home based care services. Promote inter-sectoral collaboration between all relevant role players Ensure monthly / quarterly submission of progress reports to the Regional Office.

ENQUIRIES
:
Ms E Sello, tel. no. (021) 460-9158 

APPLICATIONS
:
The Director: Metro District Health Services, Private Bag X7, Woodstock, 7915.

FOR ATTENTION
:
Mr G Barry

CLOSING DATE
:
16 March 2007

NOTE
:
This post will be additional to the establishment and is funded through the Partnership for the delivery of Primary Health Care Programme, which is a joint initiative between the Government of South Africa and the European Union (EU) as part of the European Programme for Reconstruction and Development. 

POST 08/161
:
PERSONNEL PRACTITIONER (HUMAN RESOURCE MANAGEMENT)
SALARY
:
R 98 916 per annum.

CENTRE
:
South Cape/Karoo Regional Office, George

REQUIREMENTS
:
Senior (or equivalent) Certificate. Extensive appropriate experience in Human Resource Administration. Knowledge and experience of PERSAL. Knowledge of legislation in the field of Human Resource Administration and policy documents i.e. relevant Acts, Regulations, Core’s, Collective Agreements, etc. In-depth knowledge of and experience in the Staff Performance Management System (SPMS). Knowledge of and experience in the recruitment and selection procedure. Recommendations: Computer literacy. Good communication, organisational and interpersonal skills. Ability to work under pressure and independently in a team.

DUTIES
:
Approve/authorise PERSAL transactions. Responsible for the effective application of the SPMS. Responsible for and handling of all aspects regarding the recruitment and selection procedure. Drafting of submissions and requests for creation of posts. Establishment control. Give training and information sessions / workshops.

ENQUIRIES
:
Mr JD Petersen, tel. no. (044) 803-2700. psvc(personnel practitioner – south cape regional office)/nc

APPLICATIONS
:
The Director: South Cape/Karoo Region, Private Bag X 6592, George, 6530.

FOR ATTENTION
:
Ms S Pienaar

CLOSING DATE
:
23 March 2007

DEPARTMENT OF LOCAL GOVERNMENT AND HOUSING
In accordance with the Employment Equity plan of the Department of Local Government and Housing it is the intention to achieve equity in the workplace with the filling of this post through the promotion of equal opportunities and fair employment.

APPLICATIONS
:
The Director: Human Resource Management and Administration, Private Bag X9083, Cape Town, 8000

FOR ATTENTION
:
Ms S Marthinus

CLOSING DATE
:
16 March 2007

NOTE
:
Applications must be submitted on form Z.83, obtainable from any Public Service Department and must be accompanied by a recent updated CV with three referee reports (not older than three months), certified copies of all qualifications and identity document.  Failure to submit the requested documents will result in the application not being considered.  Applicants’ educational qualifications will be verified.  It will be expected of candidates to be available for selection interviews on a date, time and place as determined by the Department.  The post number and name of the post must be indicated on your application.  No application will be considered without it.  No faxes, e-mail or late applications will be accepted.  Correspondence will be limited to short-listed candidates only.



Three senior managerial positions are available in the Department of Local Government and Housing, Cape Town for those who would like to rise to an exciting challenge and are committed to strengthening local government for improved service delivery.  The following proven abilities will serve as strong recommendations: ( strategic leadership, management, communication (written and verbal), analytical and advanced project management skills ( the ability to develop partnerships, to provide vision, set organisational direction and to inspire others as part of a team to deliver on the organisational mandate ( a track record of leading change management initiatives and applying innovative thinking ( proficiency in financial and human resource management.

MANAGEMENT ECHELON

POST 08/162
:
DIRECTOR: MUNICIPAL SUPPORT AND CAPACITY BUILDING (REF NO L011/07)



Component Chief Directorate: Governance and Institutional Support

SALARY
:
All inclusive remuneration package: R502 725 per annum.  This is a flexible remuneration package, which includes a basic salary, 13th cheque, car allowance, medical assistance and pension fund contributions.  (This package can, within applicable rules, be structured according to the individual’s needs).

CENTRE
:
Cape Town
REQUIREMENTS
:
The formal qualification requirement for this post is an appropriate tertiary qualification (or equivalent qualification) plus extensive proven managerial experience.  The following will serve as recommendations: thorough knowledge of relevant municipal legislation • thorough knowledge of relevant municipal regulations • knowledge of municipal systems and structures • knowledge of the composition of communities and their functioning in the Western Cape • knowledge of existing service delivery levels in the Western Cape • thorough experience of community participation processes at municipalities in the Western Cape • indepth experience of the compilation and implementation of supporting and capacity building initiatives in municipalities • must have practical experience of implementing the Local Government Strategic Agenda of Hands-on Support to Municipalities.

DUTIES
:
The successful candidate will be responsible for the following duties: • monitor, facilitate and implement of municipal support and capacity building programmes, including the planning, implementation and coordination of training initiatives for municipal officials • Ensure coordination of programmes and projects with various key role-players internally as well as externally to the Province • project planning for identified programmes and projects • compile detailed project plans for identified programmes and projects • monitor the implementation of the identified programmes and projects per municipality • monitor the quality of implemented projects (quality control) • successful negotiations with internal as well as external role-players to secure funding for the identified programmes and projects • establish and co-ordinate of municipal steering committees to monitor the implementation of the project on a provincial level • manage the inter-governmental relations with regard to programmes and projects • monitor and support municipalities with the implementation of the Municipal Property Rating Act • oversee the management of human resources and performance management in the Directorate • manage the finances in the Directorate • participate in the strategic management of the Department.

ENQUIRIES
:
Mr F Jacobs at (021) 483-2859.

POST 08/163
:
DIRECTOR: COMMUNITY DEVELOPMENT AND PUBLIC PARTICIPATION (REF NO L012/07)



Component Chief Directorate: Governance and Institutional Support

SALARY
:
All inclusive remuneration package: R502 725 per annum.  This is a flexible remuneration package, which includes a basic salary, 13th cheque, car allowance, medical assistance and pension fund contributions.  (This package can, within applicable rules, be structured according to the individual’s needs).

CENTRE
:
Cape Town
REQUIREMENTS
:
The formal qualification requirement for this post is an appropriate tertiary qualification (or equivalent qualification) plus extensive proven managerial experience.  The following will serve as recommendations: thorough and extensive programme and project management experience at macro and micro level in the public sector • thorough knowledge and experience of community participation processes and dynamics at municipal level in the Western Cape • knowledge and understanding of the community development workers’ (CDW) programme and the transformation processes initiated in the local government sphere after 1994 • experience and understanding of the implementation and management of the learnership programme, as well as managing and facilitating multi-disciplined project teams • thorough knowledge of municipal legislation • thorough knowledge of relevant municipal regulations • knowledge of municipal systems and structures • knowledge of communities and their composition in the Western Cape • knowledge of the Provincial Ikapa Elihlumayo Strategies and its importance to the public participation programme.

DUTIES
:
The successful candidate will be responsible for the following duties: ( ensure the successful implementation of the Community Development Workers’ (CDW) programme in the Western Cape • manage the CDW Development Unit in the Department • manage and facilitate the development of a provincial policy framework for the programme in the Province (including the provincial and local spheres of government) • investigate and negotiate with internal, external and international roleplayers with regard to funding proposals to ensure the viability of the programme • establish, drive and co-ordinate the provincial task teams for the programme in order to monitor the implementation and co-ordination of the programme at provincial level • consult with identified communities/community structures and collect information in respect of service delivery and poverty • manage inter-governmental relations in order to enhance seamless government in respect of the programme • initiate, co-ordinate and manage an information system in respect of the leadership programme with regard to service delivery at local level • monitor and support municipalities with the establishment and functioning of their ward committees • ensure control and management of human resources and performance management in the Directorate • manage the finances of the Directorate • participate in the strategic management of the Department.

ENQUIRIES
:
Mr F Jacobs at (021) 483-2859.

POST 08/164
:
DIRECTOR: DISASTER MANAGEMENT AND FIRE BRIGADE SERVICES (REF NO L013/07)



Component Office of the Head of Department

SALARY
:
All inclusive remuneration package: R502 725 per annum.  This is a flexible remuneration package, which includes a basic salary, 13th cheque, car allowance, medical assistance and pension fund contributions.  (This package can, within applicable rules, be structured according to the individual’s needs).

CENTRE
:
Cape Town
REQUIREMENTS
:
The formal qualification requirement for this post is an appropriate B-degree/equivalent qualification plus extensive experience in a disaster management and fire brigade services environment. The following will serve as recommendations: ( ability to analyse, promote and facilitate the strategic implementation of disaster management and fire brigade services frameworks, policies and legislation within an understanding of the Province’s constitutional mandate, principles of disaster mitigation, preparedness, recovery and fire brigade services ( knowledge of the Disaster Management Act and principles of sustainable development, developmental local government and related government policies, Fire Brigade Services Act and functions of the category of authorised persons ( understanding of policy making process through to legislation and relationships with national and local governments, civil society and other stakeholders ( ability to liaise with stakeholders with respect to disaster management and fire brigade services and inter-governmental relations.

DUTIES
:
The successful candidate will be responsible for the following duties: ( co-ordinate the development and implementation of policies and strategies on disaster management and fire brigade services ( advise and support the Province on policies and strategies ( oversee the management of human resources and performance management in the Directorate ( manage the finances in the Directorate ( participate in the strategic management of the Department.

ENQUIRIES
:
Ms S Majiet at (021) 483-5235.

OTHER POSTS

POST 08/165
:
DEPUTY DIRECTOR: REGIONAL CO-ORDINATION (REF NO L014/07)


Component Directorate: Community Development and Public Participation

SALARY
:
All-inclusive flexible remuneration package of R289 635 per annum.

CENTRE
:
Cape Town
REQUIREMENTS
:
The formal qualification requirement for this post is an appropriate tertiary qualification plus proven managerial experience. The following will serve as recommendations: ( project and management experience at macro and micro level in the public sector ( experience of community participation processes and dynamics at municipal level in the Western Cape • knowledge and understanding of the community development workers programme and the transformation processes initiated post 1994 in the local government sphere ( experience and understanding of the implementation and management of a learnership programme, as well as the management and facilitation of multi-disciplinary project teams ( knowledge of relevant municipal legislation and regulations ( knowledge of municipal systems and structures ( knowledge of the composition of communities and their functioning in the Western Cape ( Management, communication (written and verbal), analytical and project management skills ( ability to inspire others as part of a team to deliver on the organisational mandate ( proficiency in financial and human resource management ( a valid drivers licence ( Willingness to travel  ( Computer literacy (MS Office).

DUTIES
:
The successful candidate will be responsible for the following duties: ( support the Director:  Community Development and Public Participation with the successful implementation of the Community Development Workers (CDW) programme in the Western Cape ( Manage, co-ordinate and integrate the work of regional co-ordinators and CDW programme across the province in order to ensure effective delivery of government services and programmes to the poor ( Ensure that information gathered through community consultative processes is integrated into CDW programme ( Initiate high level trouble shooting in order to unblock service delivery access ( Initiate, co-ordinate and manage the information system with regards to the CDW programme ( Draw lessons to inform best practice, evolve strategy, policy and systems ( Deputise for the Director as a delegated function ( Oversee the management of human resources and performance management in the Directorate ( Manage the finances in the sub-directorate.

ENQUIRIES
:
Mr H Magerman at (021) 483-2865.
POST 08/166
:
DEPUTY DIRECTOR: COUNCILLOR MATTERS AND INTERVENTIONS (REF NO L015/07)



Component Directorate: Legislation

SALARY
:
All-inclusive flexible remuneration package of R289 635 per annum.

CENTRE
:
Cape Town
REQUIREMENTS
:
The formal qualification requirement for this post is an appropriate B.degree (or equivalent qualification) with appropriate experience and knowledge of local government legislation. The following will serve as recommendations: ( knowledge of the Constitution and local government dispensation legislation ( knowledge of the purpose and functions of the department and the units within the directorates ( understanding of the socio-political environment and its dynamics ( analytical, interpersonal, motivational and conflict management skills ( leadership, innovative and strategic thinking skills ( project management skills and experience ( human resource and financial management experience ( good verbal and written communication skills in at least two of the official languages of the Western Cape Province ( ability to inspire others as part of a team to deliver on the organisational mandate ( a valid drivers licence ( willingness to travel  ( computer literacy (MS Office).

DUTIES
:
The successful candidate will be responsible for the following duties: ( councillor matters which include providing inputs concerning councillor remuneration, monitoring correct payment, affordability ( handle enquiries; interpreting the code of conduct for councillors; drafting correspondence and sanction recommendations ( co-ordinate and ensure legislative compliance during provincial interventions at municipalities which include:  evaluating of situation; appointing investigating team/commission of enquiry ( coordinating and managing investigative process; participating in and providing input on recovery and turn-around strategy and implement findings and recovery plans ( transactional land matters which include: handling applications from stakeholders and obtain inputs for decision-making; preparing recommendations on transactions for  approval  ( managing  allocated funds ( ensure supervision and development of personnel in the sub-directorate.
ENQUIRIES
:
Mr M Brewis at (021) 483-3113.
POST 08/167
:
DEPUTY DIRECTOR: LEGISLATION DEVELOPMENT (REF NO L016/07)


Component Directorate: Legislation

SALARY
:
All-inclusive flexible remuneration package of R289 635 per annum.

CENTRE
:
Cape Town
REQUIREMENTS
:
The formal qualification requirement for this post is an appropriate B.degree in Law plus extensive appropriate experience in a legislative environment. The following will serve as recommendations: ( knowledge of the Constitution and local government dispensation legislation ( experience in the drafting of legislation ( understanding of the socio-political environment and its dynamics ( analytical, interpersonal, motivational and conflict management skills ( leadership, innovative and strategic thinking skills ( project management skills and experience ( human resource and financial management experience ( good verbal and written communication skills in at least two of the official languages of the Western Cape Province ( ability to inspire others as part of a team to deliver on the organisational mandate ( a valid drivers licence ( willingness to travel  ( computer literacy (MS Office).

DUTIES
:
The successful candidate will be responsible for the following duties: ( development, rationalisation and revision of local government legislation which includes researching of potential legislation areas regarding local government, assessing applicability of existing legislation, setting of legislative priorities, preparing policy on which new legislation is to be based and the drafting of such legislation ( providing proactive advice on legislation which entails guiding and supporting municipalities with interpretation of legislation ( managing allocated financial resources for legislation development projects ( Ensure supervision and development of personnel in the sub-directorate.
ENQUIRIES
:
Mr M Brewis at (021) 483-3113.
POST 08/168
:
ASSISTANT DIRECTOR: LEGISLATION DEVELOPMENT (2 POSTS) (REF NO L017/07)



Component Directorate: Legislation

SALARY
:
R146 685 per annum
CENTRE
:
Cape Town
REQUIREMENTS
:
The formal qualification requirement for this post is an appropriate B.degree in Law plus experience in a legislative environment. The following will serve as recommendations: ( knowledge of local government legislation ( knowledge of the Constitution and local government dispensation legislation ( experience in the drafting of legislation ( understanding of the socio-political environment and its dynamics ( analytical, interpersonal, motivational and conflict management skills ( leadership, innovative and strategic thinking skills ( project management skills and experience ( human resource and financial management experience ( good verbal and written communication skills in at least two of the official languages of the Western Cape Province ( a valid drivers licence ( willingness to travel  ( computer literacy (MS Office).

DUTIES
:
The successful candidate will be responsible for the following duties: ( assist with development, rationalisation and revision of local government legislation which includes researching of potential legislation areas regarding local government, assessing applicability of existing legislation, setting of legislative priorities, preparing policy on which legislation is to be based, draft legislation ( providing proactive advice on legislation which entails guiding and supporting municipalities with interpretation of legislation ( managing allocated financial resources for legislation development.

ENQUIRIES
:
Mr M Brewis at (021) 483-3113.
DEPARTMENT OF THE PREMIER

In line with the Employment Equity Plan of the Department of the Premier, 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.

[image: image2.jpg]



APPLICATIONS
:
Applications must be completed on form Z83 (obtainable from any government department), accompanied by a comprehensive CV and addressed to: JobVest Response Handling E-mail address:rh3@adcorp.co.za Or fax to: 086 614 8632 Or mail to: PO Box 6617, Roggebaai, 8012

CLOSING DATE
:
16 March 2007

NOTE
:
Applications must be submitted on form Z83, obtainable from any Public Service Department and must be accompanied by • a recently updated, comprehensive CV • three referees’ contact details • certified copies of all qualifications • certified copy of identity document.  Failure to submit the requested documents will result in the application not being considered.  Educational qualifications will be verified. All appointments will be subject to the conclusion of an annually renewable Performance Agreement, in terms of which the persons appointed to these positions’ future incentives will be determined. He/she will be required to disclose his or her financial interest in accordance with the prescribed regulation and form. He/she must also be prepared to undergo a process of security clearance before permanent appointment.  Applicants may, as a step in the recruitment process, be subject to competency assessment testing.  New appointments will be made on 12 calendar months probation. It will be expected of candidates to be available for selection interviews on a date, time and place as determined by the Department. No late applications will be accepted or considered.  Please make provision for timeous delivery if applications are mailed. CV’s and other application documents will not be returned. Disabled persons are invited to apply. Candidates who took the Voluntary Severance Package (VSP) do not qualify for re-appointment within the Public Service.  The Department is under no obligation to fill a post after it has been advertised. The reference number and name of the post, together with an indication in which newspaper the advertisement appeared, must appear on your application form and CV. No application will be considered without it.

MANAGEMENT ECHELON

POST 08/169
:
CHIEF DIRECTOR: E-INNOVATION REF PREM / CEI 13


Job purpose: To strategically manage the Chief Directorate: e-Innovation.

SALARY
:
R591 510 per annum

REQUIREMENTS
:
The minimum qualification requirement for appointment is a post-graduate degree in a related / relevant discipline plus training in Management, IT and ICT fields of specialisation.  Candidates must have proven, extensive, appropriate management and leadership experience in an e – Government / e – Business / Information Communication and Technology enabling environment. To comply with the requirements of the post, the successful candidate must have the following competency profile: Knowledge: • expert knowledge of policy and strategy development and planning for implementation within a government environment • expert knowledge of information and communication technologies (ICT) as enabling tools for development / ICT training, systems and security / infrastructure and networks / business and systems analysis / architecture and frameworks • advanced knowledge of modern systems of governance and administration • knowledge of the latest advances in public management theory and practice • knowledge of the policies of the government of the day • knowledge of global, regional and local political, economic and social affairs impacting on the Provincial Government of the Western Cape             • knowledge of Constitutional, legal and institutional arrangements governing the South African public sector • knowledge of inter-governmental and international relations • knowledge of communication, media management, public relations, public participation and public education • knowledge of human resource management processes • knowledge of financial management processes.  Skills: • the skills required of a high level in-house advisor • proven extensive strategic management • business planning and design skills • performance measurement skills • strong conceptual and formulation skills • strong leadership skills with specific reference to the ability to display thought leadership in complex applications • budgetary skills • team building and strong interpersonal skills • excellent communication and negotiation skills (written and verbal) • outstanding planning, organising and people management skills • expert computer literacy skills.  Personal attributes: • a highly developed interpretive and conceptualisation / formulation ability • the ability to render advice and guidance in an objective yet dedicated manner • the ability to multi-task, deal with ambiguity and manage under rapidly changing and pressurised circumstances • the ability to persuade and influence • the ability to handle conflict • the ability to lead and direct teams of professionals and service providers.

DUTIES
:
The successful candidate as the Chief Director: e – Innovation and the Provincial Government Information Technology Officer (PGITO) will be responsible for the following key result areas: • overall management of and strategic planning for the Chief Directorate: e – Innovation • strategic and visionary leadership of the e – Innovation and ICT environment within the WCPG and representing the Provincial Administration in Government and other IT Forums • the promotion of e – Government and ICT as a key enabler in the transformation of the client business for better service delivery and economic development and as a strategic and effective management resource • compliance of the Chief Directorate with relevant legislation and prescripts • the motivation, training, guiding, discipline and performance management of staff within the Chief Directorate to achieve and maintain excellence in service delivery • sound budgetary, financial expenditure and asset management and procurement administration as the Sub-Programme Manager of the Chief Directorate, and for full and proper record keeping of the financial and management affairs of chief directorate • strategic management, guidance and advice in respect of the effective and efficient rendering of the following services: * ICT policy and strategy * ICT planning and development * transversal ICT infrastructure and applications operations • strategically manage the Chief Directorate: e-Innovation’s human, financial, physical information and statutory resources.

ENQUIRIES
:
Mr AM Mphela  ( (021) 483-5154
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