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DATE OF ISSUE: 09 MARCH 2007

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

PUBLIC SERVICE VACANCY CIRCULAR NO 10 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 10 APRIL 2007
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ANNEXURE A
DEPARTMENT OF CORRECTIONAL SERVICES

The Department of Correctional Services in an Equal Opportunity Affirmative Action Employer to enhance the Department Equity Targets, an indication of race, gender and disability status is required.

APPLICATIONS
:
Applications must be sent to the relevant addresses as indicated: National Head Office:  Post Advertisement Section, Department of Correctional Services, Private Bag x136, Pretoria, 0001 (Ms Malotane M J:  012 307 2540)



Free State/Northern Cape Region:  Head Recruitment, Private Bag X20530, Bloemfontein, 9300 (Ms Mholo J:  051 404 0268/051 4040270)


Eastern Cape Region:  Head Recruitment, Private Bag X9013, East London, 5200 (Mr Stuurman N L:  043 706 7923)



Gauteng Region:  Head Recruitment, Gauteng, Private Bag X393, Pretoria, 0001 (Ms Botha J:  012 420 0192)



Limpopo/Mpumalanga/North West Region, Private Bag X142, Pretoria, 0001:  (Mr Lucas W S:  012 323 4818)



Western Cape Region:  Head Recruitment, Private Bag X01, Edgemead, 7404:  (Ms Sanders M:  021 550 6059)



Kwazulu/Natal Region:  Head Recruitment, Private Bag X9126, Pietermaritzburg, 3200 (Ms Nel A J:  033 355 7372)
CLOSING DATE
:
15 March 2007

NOTE
:
Application should be accompanied by a Z83 form/internal application form, certified copies of ID, qualifications and CV.  No e-mail and/or faxed application forms will be accepted.  If you have not been contacted within three (3) months after the closing date of this advertisement, please accept that your application was unsuccessful.  Communication will be restricted to shortlisted candidates only.

OTHER POSTS

POST 10/01
:
DEPUTY DIRECTOR: HEAD OF COLLEGES (KROONSTAD AND ZONDER-WATER)



Directorate:  Core Curriculum (2 Posts)

SALARY
:
R291 774 per annum

CENTRE
:
National Head Office (Pretoria)

REQUIREMENTS
:
Recognized three year degree/diploma and/or experience in the field of human resource development or education training and development.  Valid driver’s license.  Sound experience in middle management.  Knowledge of skills development and related policies, legislation, strategies and programmes.  Knowledge of DCS policies, legislation and strategy.  Understanding of basic accounting systems, policies and legislation of government.  Ability to develop training or learning programmes.  Computer literate.  Facilitation, project management, communication, marketing, report writing, database management, generic management, analytical and negotiation skills.  Envisaged for this key position is a person who has personal attributes such as assertiveness, decisiveness, customer service orientation, tolerance, initiative, honesty and integrity.

DUTIES
:
Manage the provision of basic training in line with Correction Science Learnership to newly appointed officials.  Give the strategic direction at the college to all divisions in line with HRD policies.  Ensure management of human, financial and physical resources.  Liaise with the different stakeholders.  Management of personnel and finances.

ENQUIRIES
:
Ms Malotane M J (012 3072540):  National Head Office

POST 10/02
:
DEPUTY DIRECTOR: LEGAL ADMINISTRATION OFFICER



Directorate:  Legal Services (2 Posts)

SALARY
:
R291 774 per annum

CENTRE
:
National Head Office (Pretoria)

REQUIREMENTS
:
A recognized LLB degree with experience in a legal administration environment.  An admitted attorney/advocate will be recommended. Valid driver’s license is essential.  Excellent verbal and written communication skills. Good negotiation and conflict resolution skills.  Computer literate.  Service rendering and credibility.

DUTIES
:
The incumbent will administer legal advice to DCS. Initiation of policy amendments in DCS.  Drafting of memoranda on policy amendments.  Drafting of legislation/legal documents.  The receiving of request from functionaries for legal assistance.  Furnishing of legal advice to personnel.  Providing of legal training.  Administrating of claims against the DCS.  Handling of arbitrations and labour related issues.  Administration of motion applications on the application of policy in the management areas.  Maintenance of legal libraries.  Planning of activities.  Management of personnel and finance.  Do legal research and legal education.  Representation of DCS on various forums.

ENQUIRIES
:
Ms Malotane M J (012 3072540):  National Head Office

POST 10/03
:
DEPUTY DIRECTOR: AREA COORDINATOR: CORRECTIONS


Limpopo/Mpumalanga/North West Region



Free State/Northern Cape Region



Kwazulu/Natal Region 



Western Cape Region

SALARY
:
R291 774 per annum

CENTRE
:
Limpopo/Mpumalanga/North West Region (Rooigrond)


 
Free State/Northern Cape Region (Upington)



KwaZulu/Natal Region (Ncome)



Western Cape Region (Goodwood)

REQUIREMENTS
:
Recognized three year degree/diploma and/or experience of offender administration.  Valid driver’s license.  Top secret security classification, analytical ability, good communication skills and ability to plan/organize.  Good communication skills.

DUTIES
:
Management of security and classified information.  Promotion of security awareness.  Investigation of incidents.  Management of facilities.  Management of infrastructure for security service.  Ensure service level standards for the accommodation of inmates.  Logistical administration.  Responsible for the facilities and equipment.  Personnel administration.  Allocation of clerical staff, merit assessment, disciplinary action and personnel development.  Counselling of staff.  Financial administration.  Budget of funds and accountability for expenditure.

ENQUIRIES
:
Mr Lucas W S (012 323 4818):  Limpopo/Mpumalanga/North West Region



Ms Mholo J (051 404 0268/051 4040270):  Free State/Northern Cape Region


Ms Nel A J  (033 355 7372):  KwaZulu/Natal Region


Ms Sanders M (021 550 6059):  Western Cape Region
POST 10/04
:
DEPUTY DIRECTOR: REGIONAL COORDINATOR: HIV/AIDS


Kwazulu/Natal Region



Limpopo/Mpumalanga/North West Region



Eastern Cape Region

SALARY
:
R291 774 per annum

CENTRE
:
KwaZulu/Natal Region (Regional Office)



Limpopo/Mpumalanga/North West Region (Regional Office)



Eastern Cape Region (Regional Office)

REQUIREMENTS
:
Recognized three years degree/diploma in Social Sciences, Health or equivalent qualification, with relevant experience in HIV and AIDS programme management.  Certificates in HIV and AIDS related issues will be an added advantage.  Valid driver’s license. Computer literate. Experience in financial management and management related functions.  Good communication and writing skills.  Be willing to travel extensively.  Monitoring and evaluation.  Programme design, development and coordination.  Project management.  Liaison, networking and capacity building/training skills.

DUTIES
:
Monitor and evaluate the implementation of comprehensive HIV and AIDS programmes and services for offenders at the management area and correctional centre level.  Monitor and evaluate the implementation of relevant HIV and AIDS policies and procedures.  Provide statistical data and other relevant information as well as reports to management in the region.  Monitor the donor funded HIV and AIDS activities and programmes for offenders at management area and correctional centre level.  Liaise with internal and external stake holders at correctional centre, management and regional level.  Manage resources.

ENQUIRIES
:
Ms Nel A J  (033 355 7372):  KwaZulu/Natal Region


Mr Lucas W S (012 323 4818):  Limpopo/Mpumalanga/North West Region


Mr Stuurman N L (043 706 7923):  Eastern Cape Region

POST 10/05
:
DEPUTY DIRECTOR: HEAD CORRECTIONAL CENTRE


Gauteng Region 

SALARY
:
R291 774 per annum

CENTRE
:
Gauteng Region (Krugersdorp)

REQUIREMENTS
:
Recognized three year degree/diploma and/or extensive, relevant experience.

DUTIES
:
The management of operational support, corrections, staff support, human resource and budget programmes.  Work with the prediction of future criminal offending behaviour.  Formulate policies.

ENQUIRIES
:
Ms Botha J (012 420 0192): Gauteng Region

POST 10/06
:
DEPUTY DIRECTOR: AREA COORDINATOR: CORPORATE SERVICES


Western Cape Region

SALARY
:
R291 774 per annum

CENTRE
:
Western Cape Region (Breede Rivier)

REQUIREMENTS
:
Recognized three year degree or diploma in Human Resource Management and/or extensive management experience. Sound knowledge of Human Resource and related matters.  Strategic capability, analytical and negotiation skills.  Knowledge of the disciplinary procedures and code of all relevant legislations.  Knowledge of PFMA.

DUTIES
:
The incumbent will be accountable for managing human resources provisioning, utilization, development, special programmes (EAP, HIV/AIDS, Equity) and employee relations in the management area.

ENQUIRIES
:
Ms Sanders M (021 550 6059) – Western Cape Region

POST 10/07
:
DEPUTY DIRECTOR: COORDINATOR: SECURITY


Eastern Cape Region

SALARY
:
R291 774 per annum

CENTRE
:
Eastern Cape Region (Regional Office)

REQUIREMENTS
:
Recognized three year degree/diploma in Corrections Management or Criminology/Penology and/or relevant experience.  Valid drivers’ license.  Communication, negotiation, presentation and evaluation skills.  Security experience (minimum 5 years in security environment).  Computer literate.

DUTIES
:
The incumbent will be responsible for the development and maintenance of a computerized data-base regarding security information and the evaluation of security risks and trends.  The compilation of security analysis reports to Management.  Responsible for the development and maintenance of policy, procedures and security evaluation systems/security audits with regard to the different pillars of security which include amongst others, security procedures, information security and security information generated by security systems.  Will also be responsible to ensure that uniform norms and standards are applied by staff working in security control rooms, the creation and interpretation of management in formation reports, the development of reporting lines and procedures to ensure that relevant information created by the system is reported to management.  Ensure the confidentiality of data and information created by the integrated security system.

ENQUIRIES
:
Mr Stuurman N L (043 706 7923):  Eastern Cape Region

POST 10/08
:
DEPUTY DIRECTOR: REGIONAL COORDINATOR: PERFORMANCE MANAGEMENT AND MONITORING



Kwazulu/Natal Region

SALARY
:
R291 774 per annum

CENTRE
:
KwaZulu/Natal Region (Regional Office)

REQUIREMENTS
:
Recognized three year degree or diploma in Human Resource Management/Human Sciences and/or relevant experience.  Applicants must be computer literate and in possession of a valid drivers license.  Knowledge of relevant policy frame work.  Ability to communicate effectively.  Presentation and networking skills.

DUTIES
:
Coordination of the implementation of policy with regard to performance management systems and assessment procedures.  Facilitate training and/or seminars/workshops to management areas and/or their delegates.  Provision of advice/clarity on departmental policies on the performance assessment processes. Facilitate the performance assessment cycles of DCS Employees (Levels 3-12).  Assist with liaison/discussions with employee organizations,  To effectively coordinate performance ratings (merit lists) to employees of the Region per respective year under review.

ENQUIRIES
:
Ms Nel A J  (033 355 7372):  Kwazulu/Natal Region

POST 10/09

DEPUTY DIRECTOR: POLICY COORDINATOR


:
Limpopo/Mpumalanga/North West Region
SALARY
:
R291 774 per annum

CENTRE
:
Limpopo/Mpumalanga/North West (Regional Office)

REQUIREMENTS
:
Recognized three year degree/diploma and/or relevant experience.  Computer literate.  Valid drivers’ license.  Knowledge and understanding of policy and legislation.  Knowledge of Public Service Act and Regulations.  Project management skills.  Computer literate (MS Word, PowerPoint, Excel, MS project) Good communication skills.  Analytical and decision making skills.  Knowledge of public finance and supply chain management.  Networking/liaison with stakeholders.  Presentation skills.  Knowledge of policy implementation processes and methods.  Report writing.  Problem solving skills.  

DUTIES
:
Provide advice and support to management and operational staff with regard to strategic planning, operation planning and control.  Coordinate research.  Initiate and coordinate processes to develop a climate for the operationalization of changes.  Development, facilitation, coordination and maintenance of departments’ strategic planning processes.  Coordination and maintenance of departments’ operational planning process.  Monitoring and control of deliverables within agreed objectives.  Management of processes of compliance.  Facilitate and coordinate availability of policies.  Provide support to the region in the development of policies.  Coordinate compliance with departmental policy procedures.  
ENQUIRIES
:
Mr Lucas W S (012 323 4818): Limpopo/Mpumalanga/North West Region

POST 10/10
:
DEPUTY DIRECTOR: AREA COORDINATOR: DEVELOPMENT AND CARE


Limpopo/Mpumalanga/North West Region 

SALARY
:
R291 774 per annum 

CENTRE
:
Limpopo/Mpumalanga/North West Region (Barberton)

REQUIREMENTS
:
Recognized three year degree/diploma or equivalent qualification in Social Science.  Previous experience in social work services.  Envisaged for this key position is a person with the ability to develop strategies, gather and analyze information.  Work individually and in a team, with good interpersonal relations skills, creativity, and the ability to work under extreme pressure and to resolve problems.  Professional registration.  Strategic capability.  Leadership.  Ability to  motivate and train others.  Negotiation, networking, analytical, communication, dynamism and professional skills.  Ability to plan and organize. Computer literate. Thorough knowledge of programme management.

DUTIES
:
The incumbent will: ensure effective medical care of prisoners in the management area.  Coordination of the policy on health care in the management area.  Quality assessment of health care.  Quality assessment of hygiene conditions.  Ensuring of adherence to nutritional and hygienic standards in the management area.  Quality assessment of nutritional services.  Management of service level standards for nutritional of personnel at DCS mess facilities.  Management of service  level standards for hygienic conditions.  Managing of social work services in the management area.  Ensuring service level standard of social work services.  Managing education and training in the management area.  Ensuring of serviced level standard for education and training.  Managing spiritual care services.  Quality assessment of spiritual care services to offenders.  Management of agriculture.  Quality assessment of agricultural services.  Management production of workshops.  Management of funds.  Budgeting of fund activities.  Management of personnel.

ENQUIRIES
:
Mr Lucas W S (012 323 4818):  Limpopo/Mpumalanga/North West Region

POST 10/11
:
DEPUTY DIRECTOR:  AREA COORDINATOR:  FINANCE


Western Cape Region (3 Posts)



Kwazulu/Natal Region



Limpopo/Mpumalanga/North West Region 

SALARY
:
R291 774 per annum

CENTRE
:
Western Cape Region (Brandvlei, Breede Rivier, Voorberg)



KwaZulu/Natal Region (Glencoe)



Limpopo/Mpumalanga/North West Region (Rustenburg)

REQUIREMENTS
:
Recognized degree/diploma in Accounting or Financial Management with proven management experience. Proven knowledge of the public finance management act and treasury regulations, relating to financial management and accounting.  Procurement & public finance administration on management level.  Excellent verbal and written communication skills, strong leadership qualities, initiative and drive.

DUTIES
:
The Department requires the services of a person with extensive knowledge of, exposure to and experience in the financial and procurement management environment to exercise control in this regard.  The candidate must assist the Area Commissioner in the execution of his duties in terms of the Public Finance Management Act (PFMA). This includes performing the duties of Chief Financial Officer by ensuring optimal utilization of resources, support with regard to the management of budgets within the framework of relevant legal directives and regulations, performing budget control and ensuring enforcement of financial discipline.  Performing responsibilities for logistics and procurement management.

ENQUIRIES
:
Ms Sanders M (021 550 6017):  Western Cape Region



Ms Nel A J  (033 355 7372):  Kwazulu/Natal Region


Mr Lucas W S (012 323 4818):  Limpopo/Mpumalanga/North West Region
POST 10/12
:
DEPUTY DIRECTOR: COORDINATOR SOCIAL RE-INTEGRATION



Limpopo/Mpumalanga/North West Region 

SALARY
:
R291 774 per annum

CENTRE
:
Limpopo/Mpumalanga/North West Region (Regional Office)

REQUIREMENTS
:
Recognized three year degree/diploma in Corrections Management and/or relevant experience.  Valid drivers’ license.  Communication, negotiation, presentation and evaluation skills.  Orientation in DCS, financial training and training in community corrections.  Computer literate.

DUTIES
:
Coordination of the policy in respect of the following: monitoring offenders, management of parole supervision projects, monitoring of parolees,  assessment of potential cases,  admission/release of cases and development programs for persons serving community based sentences.  Evaluation and coordination of after care policy inputs to Head Office.  Marketing of after care in the region.  Quality assessment of after care services in the region.  Identification of administrative errors in community corrections.  Management of data integrity.  Ensuring the correctness of inputs into community corrections information systems.  Management of after care infrastructure.  Identify requirements for infrastructural improvements to community corrections facilities in the region.  Planning of activities.  Management of personnel and finances.

ENQUIRIES
:
Mr Lucas W S (012 323 4818):  Limpopo/Mpumalanga/North West Region
POST 10/13
:
DEPUTY DIRECTOR: COORDINATOR CARE SERVICES


Limpopo/Mpumalanga/North West Region

SALARY
:
R291 774 per annum

CENTRE
:
Limpopo/Mpumalanga/North West Region (Regional Office)

REQUIREMENTS
:
Recognized three year degree/diploma in Corrections Management or Criminology/Penology and /or relevant experience.  Valid drivers’ license.  Communication, negotiation, presentation and evaluation skills.  Security experience (minimum 5 years in security environment).  Computer literate.

DUTIES
:
Coordination of the policy in the following policy aspects: Self development programs for inmates and implementation of education policy.  Quality assessment of development services.  Monitoring of performance in education programmes.  Drawing up of strategies.  Evaluation of services level standards.  Ensuring service level standards for development by undertaking research, evaluating results and investigating complaints/representations.  Rendering advice to interest parties.  Planning and organizing of activities by undertaking of short, medium and long term planning.  Rendering of advice to area commissioners.  Ensuring adherence to the strategic objectives.  Management of infrastructure for development. Identify requirements for infrastructural improvements.  Communicate to improve infrastructural requirements.  Investigate requirements.

ENQUIRIES
:
Mr Lucas W S (012 323 4818):  Limpopo/Mpumalanga/North West Region
POST 10/14
:
DEPUTY DIRECTOR: COORDINATOR: FACILITIES AND SECURITY



Western Cape Region

SALARY
:
R291 774 per annum

CENTRE
:
Western Cape Region (Regional Office)

REQUIREMENTS
:
Recognized three year degree/diploma and experience of offender administration. Valid driver’s license.  Analytical ability, good communication skills and ability to plan/organize.  Sound communication skills.

DUTIES
:
Implementation of the policy to relevant role-players.  Supervision of access control prison grounds. Supervision of the manning of watch towers.  Supervision of escort of prisoners to courts, doctors, hospital etc.  Quality assessment of security services.  Ensuring of standards of physical security in the Management Area.  Ensuring security in the storage of information/documents and warrants. Management of security in the Management Area.  Management of emergency support team.  Management of infrastructure for security service.  Communication with interest groups.  Ensuring of service levels for accommodation of inmates.  Ensuring the separation of high risk offenders.

ENQUIRIES
:
Ms Sanders M (021 550 6017):  Western Cape Region
POST 10/15
:
ASSISTANT DIRECTOR:  INSPECTORATE


Directorate:  Inspection Services (7 Posts)



NB:  This post is a re-advertisement, candidates who previously applied do not need to re-apply as their application will still be considered.

SALARY
:
R183 084 per annum

CENTRE
:
National Head Office (Pretoria)

REQUIREMENTS
:
Recognized three year degree or diploma and/or relevant experience in correctional services or public service environment.  Good verbal and written communication skills.  Decision making and problem solving skills.  Coordination and analytical skills.  Good interpersonal relations.  Sound knowledge of Public Service and policies.  Objectivity.  Computer literate.  Valid driver’s license.

DUTIES
:
Assist in the planning and compilation of the annual inspection programme.  Assist in the evaluation and identification of critical/risk areas that must form part of the inspection programme.  Determine compliance with relevant legislation, policies and procedures through conducting inspections.  Establish the causes for non-compliance and make recommendations for the rectification of deviations from policy.  Determine the extent to which internal control measures are effective in the prevention of deviations from policies and procedures.  Submit reports on inspection findings to enable management to make informed decisions.  Assist institutions that are being inspected with the correct interpretation of policy.  Determine whether the theoretical policy framework is reconcilable with the practical operations.  Assist in the development and maintenance of inspection tools.  Assist with the proper management of finances and other resources allocated to the inspectorate section.

ENQUIRIES
:
Ms Malotane M J (012 3072540):  National Head Office

POST 10/16

ASSISTANT DIRECTOR: MANAGER HEALTH SERVICES



Limpopo/Mpumalanga/North West Region (2 Posts)

SALARY
:
R146 685 - R177 198 per annum

CENTRE
:
Limpopo, Mpumalanga, North West Region (Bethal, Thohoyandou)
REQUIREMENTS
:
Registration with the South African Nursing Council as a registered nurse.  Diploma or comprehensive diploma.  Primary Health Care qualification will be a strong recommendation.  Relevant experience.  Sound communication skills.  Resource management, analytical, observant and leadership skills

DUTIES
:
Manage the provision of comprehensive primary health care within a prison environment.  Co-ordinate with both internal and external role players in providing health care services.  Manage resources (human, finances, equipment and information).  Ensure and monitor compliance to relevant legislation, policies and procedures.

ENQUIRIES
:
Mr Lucas W S (012 323 4818):  Limpopo/Mpumalanga/North West Region

POST 10/17
:
ASSISTANT DIRECTOR:  SUPPLY CHAIN MANAGEMENT


Western Cape Region (6 Posts) 



Limpopo/Mpumalanga/North West Region (2 Posts)

SALARY
:
R146 685 per annum

CENTRE
:
Western Cape Region (Southern Cape [George], Drakenstein, Brandvlei, Allandale, Helderstroom, Goodwood)



Limpopo/Mpumalanga/North West Region (Rustenburg, Barberton)

REQUIREMENTS
:
Recognized three year degree/diploma with experience in government logistical system. Computer literate, knowledge of procurement processes and related prescriptions in government.  Managerial abilities.  Code 08 driver’s license.  Good communication skills.
DUTIES
:
The incumbent will:  Operationalize logistical policy in the management area. Manage stock, movable assets and PAS System.  Administrate tenders, undertake/manage logistical inspection and investigation.  Manage departmental transport, logistical infrastructure and consolidate returns.

ENQUIRIES
:
Ms Sanders M (021 550 6017):  Western Cape Region


Mr Lucas W S (012 323 4818):  Limpopo/Mpumalanga/North West Region

POST 10/18
:
ASSISTANT DIRECTOR: MANAGER: FINANCIAL AND MANAGEMENT ACCOUNTING 


Eastern Cape Region



Kwazulu/Natal Region

SALARY
:
R146 685 per annum

CENTRE
:
Eastern Cape Region (East London)



KwaZulu/Natal Region (Pietermaritzburg)

REQUIREMENTS
:
Recognized degree/diploma in Accounting or Financial Management with relevant management experience in government financial systems.  Good communication skills in English and one of the official languages.  Code 08 driver’s license.  Computer literate.  Dynamic and professional.  Able to plan and organize events properly.  Knowledge of the Public Finance Management Act, Treasury Regulations and BAS.  Project management.  Presentation skills.  Proven experience in a BAS environment.

DUTIES
:
The operationalization of financial accounting policy in the management area in accordance with current procedures.  Planning and execution of financial accounting inspection.  Undertaking of financial investigations.  Keep financial accounting system on standard.  Procedure recommendations to Head Office.  Compile training programmes.  Ensure effective control over the collection and allocation of all revenue.  Control over month end reports. Ensure financial data integrity on BAS.  HR Management.  Management of infrastructure for financial accounting. Execute the responsibilities of officials as stipulated in section 45 of the Public Finance Management Act

ENQUIRIES
:
Mr Stuurman N L (043 706 7923):  Eastern Cape Region



Ms Nel A J (033 355 7372):  KwaZulu/Natal Region
POST 10/19
:
ASSISTANT DIRECTOR:  HIV/AIDS


Western Cape Region

SALARY
:
R146 685 per annum

CENTRE
:
Western Cape Region (Voorberg)

REQUIREMENTS
:
Recognized three years degree/diploma in Social Sciences, Health or equivalent qualification, with relevant experience in HIV and AIDS programme management.  Certificates in HIV and AIDS related issues will be an added advantage.  Valid driver’s license. Computer literate. Experience in financial management. Experience in management related functions.  Good communication and writing skills.  Be willing to travel extensively. Policy formulation, monitoring and evaluation.  Programme design, development and coordination.  Project management.  Liaison, networking and capacity building/training skills.

DUTIES
:
Monitor and evaluate the implementation of comprehensive HIV and AIDS programmes and services for offenders at the management area and correctional centre level.  Monitor and evaluate the implementation of relevant HIV and AIDS policies and procedures.  Provide statistical data and other relevant information to the regional office as well as reports to management in the region.  Monitor the donor funded HIV and AIDS activities and programmes for offenders at a management area and correctional centre level.  Liaise with internal and external stake holders at correctional centre, management and regional level.  Manage resources to the position.

ENQUIRIES
:
Ms Sanders M (021 550 6017):  Western Cape Region
POST 10/20
:
ASSISTANT DIRECTOR:  MESSES AND CANTEENS


Directorate: Facilities Fund

SALARY
:
R146 685 per annum

CENTRE
:
National Head Office (Pretoria) 

REQUIREMENTS
:
Recognized three year degree/diploma and/or relevant experience.  Knowledge of the Companies Act and the PFMA. Computer literate, Good communication skills and ability to plan/organize.  Ability to collect, analyze and collate information in a meaningful way. report writing skills.

DUTIES
:
The incumbent will be responsible for ensuring that the policy and procedures governing clubs and canteens are fully implemented. The incumbent will be responsible for assisting clubs and canteens to improve their management practices nationally. Ensure that all clubs and canteens prepare annual financial statements for audit purposes. Assist clubs and canteens with their finances and administrative activities. The candidate must be able to verify the income, expenditure and investments of clubs. Conduct ongoing monitoring and evaluation activities for clubs and canteens. Manage people reporting and state funds in accordance with the provisions of the PFMA. The candidate must be able to liaise with internal and external stakeholders.

ENQUIRIES
:
Ms Malotane  M J (012 307 2540) – National Head Office
POST 10/21
:
ASSISTANT DIRECTOR: POLICY MAINTREAMING AND COORDINATION



Directorate: Gender

SALARY
:
R146 685 per annum

CENTRE
:
National Head Office (Pretoria) 

REQUIREMENTS 
:
Appropriate 3 year degree/diploma and/or relevant experience.  This position requires a seasoned gender expert with specific experience in working with organizations that deal with gender issues. The incumbent should be in possession of a formal tertiary qualification with gender/women studies. Computer literate and able to work under pressure.  Good interpersonal skills.  Knowledge of gender based analysis and planning and of policy formulation and monitoring.  Possess research and analytical skills.  Knowledge of the national gender policy and international and regional gender instruments.

DUTIES
:
The successful candidate will be expected to review departmental policies and programmes to ensure that they are aligned with the national gender policy. Identify policy indicators through research.  Conduct education programmes on policy.  Facilitate implementation process in the provinces.  Collate information on the implementation of the policy.  Develop and maintain a database of reviewed policies.  Represent the department in interdepartmental and external meetings.  Compile reports on progress regarding implementation of policies

ENQUIRIES
:
Ms Malotane  M J (012 307 2540) – National Head Office

POST 10/22
:
ASSISTANT DIRECTOR:  SCHEMES


Directorate:  Facilities Fund

SALARY
:
R146 685 per annum

CENTRE
:
National Head Office (Pretoria)

REQUIREMENTS  
:
A recognized three year degree/diploma or relevant qualification with majoring in Finance. Good knowledge of the PFMA. Computer literate. Good communication skills.  Ability to plan and produce financial reports.

DUTIES 
:
The candidate will be responsible for the managing and controlling of various funds within the Directorate for the benefit of the member; namely, facilities fund, widow and orphans funds, national sport funds and study loans. Control income, expenditure and investments of the fund with the approval of the board of trustees.  Manage personnel and state funds in accordance with applicable legislation and policies.  Liaise with internal and external stakeholders. Ensure that the policy governing the various funds is fully implemented.  Assist with the preparation of proper financial records and prepare financial statements for auditing at the end of each financial year.

ENQUIRIES
:
Ms  Malotane  M J (012 307 2540) : National Head Office

POST 10/23
:
ASSISTANT DIRECTOR:  SERVICE TERMINATION (POLICY)



Directorate:  Hr Admin And Utilization

SALARY
:
R146 685 per annum

CENTRE
:
National Head Office (Pretoria)

REQUIREMENTS
:
Recognized three year degree or diploma and/or relevant experience.  Good verbal and written communication, decision making, problem solving and analytical skills.  Coordination and good interpersonal relations.  Sound knowledge of Public Service and policies.  Objectivity.  Computer literate.  Valid driver’s license.

DUTIES
:
Attend to all policy related matters on service terminations.  Make submissions to the Commissioner regarding applications for early retirement.  Advise regional offices and management areas on various types of service termination.  Communicate new/amended policy on service termination to regions and management areas.  Report all known divorce cases which have an effect on pension benefits of officials to the National Treasury for endorsement.  Attend to logistical and financial needs to the directorate (chief user).  Attend to parliamentary questions regarding HR matters.  Attend to representations and prepare draft replies for either the Commissioner or the Minister.  Attend to the auditor-general queries.  

ENQUIRIES
:
Ms Malotane M J (012 3072540):  National Head Office

POST 10/24
:
ASSISTANT DIRECTOR: INSPECTION SERVICES



Eastern Cape Region (5 Posts)

SALARY
:
R146 685 per annum

CENTRE
:
Eastern Cape Region (Regional Office)

REQUIREMENTS
:
Recognized three year degree/diploma and/or relevant experience in a correctional service environment.  Knowledge of PFMA, Treasury Regulations, white paper on corrections, public service regulations, HRM, financial, logistical, transport procurement and asset management procedure manuals.

DUTIES
:
Planning and compilation of the annual inspection programme.  Evaluation and identification of the risk areas that must form part of the inspection programme. Determination of compliance with relevant legislation, policies and procedures through the conducting of inspections.  Establishment of the causes for non-compliance and making recommendations for the rectification of deviations from policy.  Determine the extent to which internal control measures are effective in the prevention of deviations from policies and procedures.  Submission of reports on inspection findings to enable management to make informed decisions.  Assisting institutions which are being inspected with the correct interpretation of policy.  Determination of whether the theoretical policy framework is reconcilable with the practical operations.  Assisting in the development and maintenance of inspection tools.  Assisting with the proper management of finances and other resources allocated to the inspectorate section.

ENQUIRIES
:
Mr Stuurman N L (043 706 7923):  Eastern Cape Region

POST 10/25
:
ASSISTANT DIRECTOR: ADMINISTRATIVE SECRETARY: DC COMMUNICATIONS



Chief Directorate:  Communications



NB:  This post is a re-advertisement, candidates who previously applied do not need to re-apply as their application will still be considered

SALARY
:
R146 685 per annum

CENTRE
:
National Head Office (Pretoria)

REQUIREMENTS 
:
A recognized three year degree/diploma and/or  extensive secretarial and supervisory experience.  Valid driver’s license.  Computer literate.  Thorough knowledge of the public finance management act and treasury regulations.  Planning, organizing and good communication skills.  Ability to operate general office equipment.  Analytical thinking, conflict management, listening  administrative and report writing skills.

DUTIES
:
Execution of general administrative functions.  Handling of correspondence.  Arrangement of internal/external meetings by sending out notices and drafting of agenda for meetings, where applicable.  Act as secretary for meetings.  Management of travelling arrangements i.e. facilitate purchase of air tickets, accommodation arrangements and travel programme, where necessary.  Manage a filing system on documentation.  Management of resources.

ENQUIRIES
:
Ms Malotane M J (012 3072540):  National Head Office

POST 10/26
:
ASSISTANT DIRECTOR:  HEAD CORRECTIONAL CENTRE


Eastern Cape Region



Kwazulu/Natal Region

SALARY
:
R146 685 per annum

CENTRE
:
Eastern Cape Region (East London)



KwaZulu/Natal Region (New Hanover)

REQUIREMENTS
:
Recognized three year degree/diploma and/or relevant experience.

DUTIES
:
The management of operational support, corrections, staff support, human resource and budget programmes.  Work with the prediction of future criminal offending behaviour. 

ENQUIRIES
:
Mr Stuurman N L (043 706 7923):  Eastern Cape Region


Ms Nel A J  (033 355 7372):  KwaZulu/Natal Region
POST 10/27
:
ASSISTANT DIRECTOR: CENTRE COORDINATOR: STAFF SUPPORT



Limpopo/Mpumalanga/North West Region (2 Posts)



Eastern Cape Region (2 Posts)

SALARY
:
R146 685 per annum

CENTRE
:
Limpopo/Mpumalanga/North West Region (Nelspruit, Bethal)



Eastern Cape Region (East London Med A, Kirkwood)

REQUIREMENTS 
:
Recognized three year degree/diploma and/or experience of offender administration.  Valid driver’s license.  Top secret security classification, Analytical ability.  Good communication skills, professionalism and ability to plan/organize.

DUTIES
:
Personnel Management:  Supervision of the work undertaken by the personnel clerk.  Act as labour relations officer for the prison identity.  Supervise the work undertaken by the registration clerk.  Act as information officer for the prison.  Logistical administration:  Responsible for the equipment used by the component.  Personnel administration:  Determining of duty register/leave arrangements.  Allocation of staff to specific duties.  Financial administration, budgeting of funds and being accountable for expenditure in terms of the component.  Merit assessment of staff.  Act as loss control officer for the prison.  Supervision of utility staff.

ENQUIRIES
:
Mr Lucas W S (012 323 4818):  Limpopo/Mpumalanga/North West Region


Mr Stuurman N L (043 706 7923):  Eastern Cape Region

POST 10/28
:
ASSISTANT DIRECTOR: MANAGER: HUMAN RESOURCE DEVELOPMENT



Gauteng Region



Limpopo/Mpumalanga/North West Region
SALARY
:
R146 685 per annum

CENTRE
:
Gauteng Region (Baviaanspoort)



Limpopo/Mpumalanga/North West Region (Barberton)

REQUIREMENTS 
:
Recognized three year degree/diploma in Human Resource Development or equivalent qualification in Social Science.  Registration with Professional Council and or relevant management experience.  

DUTIES
:
Facilitate and co-ordinate the development of human resources according to the needs of the DCS in the management area.  Ensure the implementation of human resources development policies.  Responsible for training programmes, self-development, training research and career planning.  Manage training, identify personnel for attending courses and transport arrangement.  Manage lecturers, examinations and in-service training programme.  Develop activities and infrastructural requirement for HR development.  Manage personnel and finance.  Develop community service programs.  Logistical administration.  Responsible for the facilities and equipment of the section.  Personnel administration.  Allocation of staff to specific duties.  Disciplinary action against offending staff.  Personnel development/counselling of staff.  Financial administration.  Budgeting of funds.

ENQUIRIES 
:
Ms Botha J (012 420 0192):  Gauteng Region



Mr Lucas W S (012 323 4818):  Limpopo/Mpumalanga/North West Region

POST 10/29
:
ASSISTANT DIRECTOR: MANAGER: FACILITIES AND SECURITY



Limpopo/Mpumalanga/North West Region



Western Cape Region



Kwazulu/Natal Region

SALARY
:
R146 685 per annum

CENTRE
:
Limpopo/Mpumalanga/North West Region (Klerksdorp)



Western Cape Region (Brandvlei)



KwaZulu/Natal Region (Empangeni)

REQUIREMENTS
:
Recognized three year degree/diploma and/or experience of offender administration.  Valid driver’s license.  Analytical ability, good communication skills and ability to plan/organize.  

DUTIES
:
Implementation of the policy to relevant role-players.  Supervision of access control prison grounds. Supervision of the manning of watch towers.  Supervision of escort of prisoners to courts, doctors, hospital etc.  Quality assessment of security services.  Ensuring of standards of physical security in the management area.  Ensuring security in the storage of information/documents and warrants. Management of security in the management area.  Management of emergency support team.  Management of infrastructure for security service.  Communication with interest groups.  Ensuring of service level standards for accommodation of inmates.  Ensuring the separation of high risk offenders.

ENQUIRIES 
:
Mr Lucas W S (012 323 4818):  Limpopo/Mpumalanga/North West Region



Ms Sanders M (021 550 6059) – Western Cape Region



Ms Nel A J  (033 355 7372):  KwaZulu/Natal Region

POST 10/30
:
ASSISTANT DIRECTOR: CENTER COORDINATOR:  OPERATIONAL SUPPORT



Eastern Cape Region (2 Posts) 



Western Cape Region 

SALARY
:
R146 685 per annum

CENTRE
:
Eastern Cape Region (St Albans, Kirkwood)



Western Cape Region (Worcester Male)

REQUIREMENTS
:
Recognized three year degree/diploma and/or relevant experience.  Valid driver’s license.  Dynamism, professionalism, ability to plan/organize. Good communication skills.

DUTIES 
:
Execution of control regarding the functions which include safe custody, physical care, treatment and community integration of offenders.  Execution of control regarding the establishment and rendering of security in the management areas.  Advice the Head Correctional Centre regarding policy directives.  Management of safe custody (internal and external security).  Management of development and care, asset maintenance and health care services. 

ENQUIRIES
:
Mr Stuurman N L (043 706 7923):  Eastern Cape Region



Ms Sanders M (021 550 6059) – Western Cape Region

POST 10/31
:
ASSISTANT DIRECTOR: CASE MANAGEMENT COMMITTEE


Eastern Cape Region 



Gauteng Region

SALARY
:
R146 685 per annum

CENTRE
:
Eastern Cape Region (Middledrift)



Gauteng Region (Johannesburg Med B)

REQUIREMENTS
:
Recognized three year degree or diploma and/or relevant experience.  Valid driver’s license.  Ability to plan/organize.  Good communication skills.

DUTIES
:
Assessment of offenders in terms of risks, security classification and the allocation for labour activities.  Management of the Offender Rehabilitation Path (ORP) which include the compilation of the offenders’ sentence plans and the implementation and the monitoring thereof.  Management of the activities of case assessment teams and case intervention teams in order to ensure the implementation of sentence plans.  Submission of reports to the Head of the Correctional Centre/Correctional Supervision and Parole Board for the consideration of the possible placement of an offender on parole/correctional supervision.  Management of the disciplinary procedures of offenders.  Management of the transfers of offenders to  and from other correctional centres.  Financial and logistical management of activities.
ENQUIRIES 
:
Mr Stuurman N L (043 706 7923):  Eastern Cape Region



Ms Botha J (012 420 0192):  Gauteng Region
 

POST 10/32
:
ASSISTANT DIRECTOR: CENTRE COORDINATOR:  CORRECTIONS



Eastern Cape Region (2 Posts)



Gauteng Region (3 Posts)

SALARY
:
R146 685 per annum

CENTRE
:
Eastern Cape Region (St Albans Maximum and Med A)



Gauteng Region (Zonderwater Med B, Pretoria Central, Baviaanspoort Max)

REQUIREMENTS
:
Recognized three year degree/diploma and/or experience of offender administration. Valid driver’s license.  Analytical ability, good communication skills and ability to plan and organize. 

DUTIES 
:
Management of case management administration.  Management of unit management in the correctional centre.  Management of centre administration regarding the admission and release of inmates.  Control over the movement of offenders and detainees in the correctional centre.  Effective utilization of available inmate accommodation.  Management of correctional programmes.  Personnel, logistical and financial management and administration.

ENQUIRIES
:
Mr Stuurman N L (043 706 7923):  Eastern Cape Region



Ms Botha J (012 420 0192):  Gauteng Region

POST 10/33
:
ASSISTANT DIRECTOR: DH CASE MANAGEMENT ADMINISTRATION



Gauteng Region 

SALARY
:
R146 685 per annum

CENTRE
:
Gauteng Region (Johannesburg Med A)

REQUIREMENTS
:
Recognized three year degree or diploma and/or relevant experience.  Valid driver’s license.  Ability to plan/organize.  Good communication skills.

DUTIES
:
Admission and release of prisoners.  Control of prisoner’s movement.  Administration of prisoner’s cash.  Maintenance of prisoner’s records.  Administration of fine/bail payments.  Administration of prison labour.  Maintenance of safe custody by personnel.
ENQUIRIES
:
Ms Botha J (012 420 0192):  Gauteng Region

POST 10/34
:
ASSISTANT DIRECTOR: MANAGER: SOCIAL WORK SERVICES


Gauteng Region (2 Posts)



Limpopo/Mpumalanga/North West Region



Eastern Cape Region



Western Cape Region (3 Posts)

SALARY
:
R146 685 - R177 198 per annum

CENTRE
:
Gauteng Region (Pretoria Central, Pretoria Comm Corr)



Limpopo/Mpumalanga/North West Region (Witbank)



Eastern Cape Region (St Albans)



Western Cape Region (Drakenstein, Brandvlei, Goodwood)

REQUIREMENTS 
:
BA Degree in Social Work.  Registration with the South African Council for Social Services.  Valid driver’s license. Conversant with acts, policies and legislation pertaining to social work practice. Ability to interpret policy/legislative matters and operate within the management area. Good communication, negotiation, conflict management and strategic management skills.  Ability to co-ordinate and collaborate with internal and external stakeholders

DUTIES
:
To provide needs based social work services to offenders through individual attention, group work, community work, research and social work administration.  Conducting individual assessments.  Marketing social work services.  Monitoring and evaluation of social work interventions.

ENQUIRIES
:
Ms Botha J (012 420 0192):  Gauteng Region



Mr Lucas W S (012 323 4818):  Limpopo/Mpumalanga/North West Region



Mr Stuurman N L (043 706 7923):  Eastern Cape Region



Ms Sanders M (021 550 6017):  Western Cape Region

POST 10/35
:
ASSISTANT DIRECTOR: HEAD SATELLITE: COMMUNITY CORRECTIONS



Gauteng Region 

SALARY
:
R146 685 per annum

CENTRE
:
Gauteng Region (Modderbee)

REQUIREMENTS
:
Recognized three year degree/diploma and/or relevant experience.  Valid driver’s license.

DUTIES 
:
Management of monitoring services.  Determining the conditions of house arrest and supervision for persons serving sentences in the community.  Participate in case review team for community corrections.  Management of programs.  Identification of community service programs.  Logistical administration.  Responsible for the facilities and equipment of the section.  Personnel administration.  Allocation of staff to specific duties.  Disciplinary action against offending staff.  Financial administration.  Budgeting for funds.

ENQUIRIES 
:
Ms Botha J (012 420 0192):  Gauteng Region

POST 10/36
:
ASSISTANT DIRECTOR:  MANAGER:  CORRECTIONS


Eastern Cape Region



Free State/Northern Cape Region



Kwazulu/Natal Region

SALARY
:
R146 685 per annum

CENTRE
:
Eastern Cape Region (Kirkwood)



Free State/Northern Cape Region (Grootvlei)



KwaZulu/Natal Region (Glencoe)

REQUIREMENTS 
:
Recognized three year degree/diploma and/or experience of offender administration.  Valid driver’s license.  Analytical ability, good communication skills and ability to plan and organize. 

DUTIES 
:
Management of case management administration.  Management of unit management in the area.  Management of case management administration regarding the admission and release of inmates.  Control over the movement of offenders and detainees in the area.  Effective utilization of available inmate accommodation.  Management of correctional programmes.  Personnel, logistical and financial management and administration.

ENQUIRIES 
:
Mr Stuurman N L (043 706 7923):  Eastern Cape Region



Ms Mholo J (051 404 0268/051 4040270):  Free State/Northern Cape Region



Ms Nel A J  (033 355 7372):  Kwazulu/Natal Region

POST 10/37
:
ASSISTANT DIRECTOR: HUMAN RESOURCE ADMINISTRATION


Free State/Northern Cape Region  



Limpopo/Mpumalanga/North West Region 

SALARY
:
R146 685 per annum

CENTRE
:
Free State/Northern Cape Region (Grootvlei)



Limpopo/Mpumalanga/North West Region (Barberton)

REQUIREMENTS 
:
Recognized three year degree/diploma in Human Resource Management and/or relevant experience. Dynamism, professionalism, ability to plan/organize and good communication skills

DUTIES 
:
Enhancing the coordination of the policy.  Administration of human resources. Technical preparation of documents.  Arrangement of meetings.  Undertaking of personnel administration.  Administration of finances. Administration of primary measurements
ENQUIRIES
:
Ms Mholo J (051 404 0268/051 4040270):  Free State/Northern Cape Region



Mr Lucas W S (012 323 4818): Limpopo/Mpumalanga/North West Region
POST 10/38
:
ASSISTANT DIRECTOR:  MANAGER:  SPECIAL PROGRAMS


Free State/Northern Cape Region



Eastern Cape Region

SALARY
:
R146 685 per annum

CENTRE
:
Free State/Northern Cape Region (Upington)



Eastern Cape Region (St Albans)

REQUIREMENTS 
:
Recognized three year degree/diploma and/or relevant experience.  Analytical ability.  Good communication skills and ability to plan/organize. 

DUTIES
:
Management of sport and recreational activities for personnel.  Management of mess.  Management of staff shop where applicable.  Submission of recommendations on the countering of maladministration.  Management of employee assistance programs. Maintain effective and confidentiality record keeping.  Management of clubs.  The distribution of funds allocated from the general support fund by the board of trustees for approved recreation projects.  The management of finances.  The management of personnel.  Rendering of advice to HR administration personnel on HR policy.  The identification of training requirements for HR administration personnel in the management area.  Performing of merit assessments of HR administration personnel.  Rendering of assistance to recruitment personnel.  Planning and organizing of activities, giving guidance to subordinates, controlling activities and motivating people.
ENQUIRIES
:
Ms Mholo J (051 404 0268/051 4040270):  Free State/Northern Cape Region



Mr Stuurman N L (043 706 7923):  Eastern Cape Region
POST 10/39
:
ASSISTANT DIRECTOR: HEAD: COMMUNITY CORRECTIONS


Eastern Cape Region



Western Cape Region

SALARY
:
R146 685 per annum

CENTRE
:
Eastern Cape Region (East London)



Western Cape Region (Pollsmoor (Mitchells Plain))

REQUIREMENTS
:
Recognized three year degree/diploma and/or relevant management experience.

DUTIES
:
Management of monitoring services.  Determining the conditions of house arrest and supervision of persons serving sentences in the community.  Participate in case review team for community corrections.  Management of programs.  Identification of community service programs.  Logistical administration.  Responsible for the facilities and equipment of the section.  Personnel administration.  Allocation of staff to specific duties.  Disciplinary action against offending staff.  Financial administration.  Budgeting for funds.

ENQUIRIES 
:
Mr Stuurman N L (043 706 7923):  Eastern Cape Region


Ms Sanders M (021 550 6017):  Western Cape Region
POST 10/40
:
ASSISTANT DIRECTOR:  LOGISTICS


Western Cape Region

SALARY
:
R146 685 per annum

CENTRE
:
Western Cape Region (Regional Office)

REQUIREMENTS
:
Recognized three year degree/diploma and relevant experience.  Computer literate.  Valid driver’s license. Experience in supply chain management related training will be an added advantage. Knowledge of PFMA and treasury regulations.  Knowledge of supply chain management framework and white paper on corrections.  Good knowledge of public service regulations, HRD policies/procedures and skills development Act, Act 97 of 1998.

DUTIES
:
Compiling and coordinating of logistics training plan.  Ensure infrastructure for operational training is available and maintained.  Formulation, development/maintenance of training material.  Management of all training activities.  Management of human resources.  Coordinate and provide training information and advice to management.  Estimation and management of the training budget for logistics.  Training in cooperation with regional offices and the directorate:  HR development.  Coordinate the activities of national and regional trainers.  Responsible for the submission of statistics on operation training to management, monitoring and reporting.  Evaluation of logistical training.

ENQUIRIES 
:
Ms Sanders M (021 550 6017):  Western Cape Region
POST 10/41
:
ASSISTANT DIRECTOR: MANAGER: EDUCATION AND TRAINING


Western Cape Region (2 Posts)



Limpopo/Mpumalanga/North West Region

SALARY
:
R146 685 per annum

CENTRE
:
Western Cape Region (Brandvlei, Goodwood)



Limpopo/Mpumalanga/North West Region (Thohoyandou)

REQUIREMENTS
:
Applicants must be in possession of a recognized three-year degree/diploma or equivalent qualification in Social Science.  Registration with professional council and traceable relevant management experience.  The following competencies are required: Strategic capability, leadership, ability to motivate and train others, negotiation, analytical, communication, interpersonal and networking skills.

DUTIES
:
The incumbent will coordinate and manage the following:  Formal education, skills development, arts and culture, recreation, ABET, effective medical care and hygienic standards in the management area.

ENQUIRIES 
:
Ms Sanders M (021 550 6059):  Western Cape Region



Mr Lucas W S (012 323 4818): Limpopo/Mpumalanga/North West Region

POST 10/42
:
ASSISTANT DIRECTOR:  UTILIZATION


Western Cape Region

SALARY
:
R146 685 per annum

CENTRE
:
Western Cape Region (Pollsmoor)

REQUIREMENTS 
:
Recognized three year degree/diploma in human resource management and/or relevant experience in HR administration PERSAL experience. Computer literate.

DUTIES 
:
Management of policy on HR provisioning.  Management of recruitment objectives for entry level posts.  Management of promotional posts to DD level.  Management of bursaries.  Management of personnel information and transfers.  Management of workstudy.  Supervision of staff employed in the section at the management area office.  Identification of training needs. Rendering of advice to human resources administration personnel on HR policy. Controlling of activities and motivation of staff.

ENQUIRIES 
:
Ms Sanders M (021 550 6017):  Western Cape Region
POST 10/43
:
ASSISTANT DIRECTOR:  PROCUREMENT


Kwazulu/Natal Region

SALARY
:
R146 685 per annum

CENTRE
:
KwaZulu/Natal Region (Regional Office)

REQUIREMENTS
:
Recognized three year degree/diploma and relevant experience.  Knowledge of supply chain management legislation and related prescripts.  Knowledge of government procurement processes.  Good managerial skills.  Experience in the procurement field.  Good communication skills.  Computer literate.

DUTIES
:
Manage the administration of the procurement process with regard to capital equipment in a fair, equitable, transparent, competitive and cost-effective manner.  Manage that specifications and bid documents are in order prior to the invitation of bids.   Manage the advertisement of bids.  Manage the evaluation of bids and the submission of recommendation to the relevant bid adjudication committee.  Attend recommendation meetings at national treasury.  Attend SABS-meetings.  Liaise with external and internal clients.

ENQUIRIES 
:
Ms Nel A J  (033 355 7372):  KwaZulu/Natal Region
POST 10/44
:
SENIOR CORRECTIONAL OFFICER:  HUMAN RIGHTS


Directorate: Correction Administration

SALARY
:
R122 841 per annum

CENTRE
:
National Head Office (Pretoria)

REQUIREMENTS
:
Recognized three year degree/diploma or Std 10 with Correctional Services Administration Part III and/or relevant experience.  Knowledge of human rights.  Computer literate.  Excellent written and verbal communication skills.  

DUTIES
:
Develop, evaluate and review policies on human rights.  Assist with research regarding correctional issues.  Liaise with internal and external stakeholders with regard to human rights.  Financial management.  Analyze statistics.  Render administrative support in managing overcrowding.

ENQUIRIES 
:
Ms Malotane M J  (012 307 2540):  National Head Office
POST 10/45
:
SENIOR CORRECTIONAL OFFICER: ADMINISTRATION


Directorate: Internal Communication

SALARY
:
R122 841  per annum

CENTRE
:
National Head Office (Pretoria)

REQUIREMENTS
:
Recognized three year degree/diploma or Std 10 with Correctional Services Administration Part III and/or relevant experience.  Computer literate.  Excellent written and verbal communication skills.  Excellent use of english plus one or more of the other official languages (read, write and speak)

DUTIES
:
The incumbent will be responsible for the provision of comprehensive administrative support to the communications chief directorate including financial management,  Providing advisory and support to all directorates on matters of budgeting.  Assisting in media production and distribution on request inclusive of binding, packaging, postage, distribution and in getting feedback to advise on requisite improvements.  Developing and ensuring effective adherence of all to prescribed departmental and chief directorate filling system both in electronic and document forms incl.  Assist with the management of the central fund for departmental entertainment.

ENQUIRIES 
:
Ms Malotane M J  (012 307 2540):  National Head Office
POST 10/46
:
SENIOR PROVISIONING ADMINISTRATION OFFICER


Western Cape Region

SALARY
:
R122 841  per annum

CENTRE
:
Western Cape Region (Regional Office)

REQUIREMENTS
:
Recognized three year degree/diploma with relevant experience.  Computer literate and valid driver’s license.  Good communication skills.  Successful completion of the computerized PAS.  Sound interpersonal relations.  Knowledge of public finance management act, treasury regulations and provisioning administration system (PAS).

DUTIES
:
Inspection on the computerized PAS in the region.  Receive and evaluate complaints of users on PAS and make recommendations for possible solutions.  Assist with the management policy formulation.  Assist with ICN codification.  Management of the computerized PAS reports.

ENQUIRIES
:
Ms Sanders M (021 550 6059):  Western Cape Region
POST 10/47
:
SENIOR CORRECTIONAL OFFICER:  SECURITY 


Limpopo/Mpumalanga/North West Region



Gauteng Region



Western Cape Region (2 Posts)



Free State/N Cape Region 

SALARY
:
R122 841 per annum

CENTRE
:
Limpopo/Mpumalanga/North West Region (Bethal)



Gauteng Region (Modderbee)



Western Cape Region (Pollsmoor Med B, Pollsmoor Female)



Free State/N Cape Region (Groenpunt)

REQUIREMENTS
:
Recognized three year degree/diploma or Std 10 with Correctional Services Administration Part III and /or relevant experience.
DUTIES
:
Managing of security matters.  Responsible for the maintenance of existing security matters and the upgrading thereof.  Managing of finance. Implementation of departmental policy.  Advice management regarding security matters. Keep personnel up to date regarding security matters.

ENQUIRIES
:
Mr Lucas W S (012 323 4818):  Limpopo/Mpumalanga/North West Region



Ms Botha J (012 420 0192):  Gauteng Region



Ms Sanders M (021 550 6059):  Western Cape Region



Ms Mholo J (051 404 0268/051 4040270):  Free State/Northern Cape Region

POST 10/48
:
SENIOR CORRECTIONAL OFFICER: MANAGEMENT ASSISTANT:  HIV/AIDS PROGRAMS


Western Cape Region (7 Posts)



Limpopo/Mpumalanga/North West Region (4 Posts)

SALARY
:
R122 841 per annum

CENTRE
:
Western Cape Region (Breede Rivier, Brandvlei, Drakenstein, Goodwood, Malmesbury, Allandale, George)



Limpopo/Mpumalanga/North West Region (Bethal, Klerksdorp, Witbank, Thohoyandou)

REQUIREMENTS
:
Recognized three years degree/diploma in Social Sciences, health or equivalent qualification, with relevant experience in HIV and AIDS programme management.  Certificates in HIV and AIDS related issues will be an added advantage.  Valid driver’s license. Computer literate. Experience in financial management. Experience in management related functions.  Good communication and writing skills.  Be willing to travel extensively. Policy formulation, monitoring and evaluation.  Programme design, development and coordination.  Project management.  Liaison, networking and capacity building/training skills.

DUTIES
:
Monitor and evaluate the implementation of comprehensive HIV and AIDS programmes and services for offenders at the management area and correctional centre level.  Monitor and evaluate the implementation of relevant HIV and AIDS policies and procedures.  Provide statistical data and other relevant information to the regional office as well as reports to management in the region.  Monitor the donor funded HIV and AIDS activities and programmes for offenders at a management area and correctional centre level.  Liaise with internal and external stake holders at correctional centre, management and regional level.  Manage resources to the position.

ENQUIRIES 
:
Ms Sanders M (021 550 6017):  Western Cape Region


Mr Lucas W S (012 323 4818):  Limpopo/Mpumalanga/North West Region

POST 10/49
:
SENIOR CORRECTIONAL OFFICER:  UNIT MANAGEMENT



Limpopo/Mpumalanga/North West Region



Eastern Cape Region (2 Posts)



Gauteng Region (3 Posts)



Western Cape Region 



Kwazulu/Natal Region (4 Posts)
SALARY
:
R122 841 per annum

CENTRE
:
Limpopo/Mpumalanga/North West Region (Modimolle)



Eastern Cape Region (East London, Kirkwood)



Gauteng Region (Baviaanspoort Med , Johannesburg Med B (X2))



Western Cape Region (Pollsmoor Female)



KwaZulu/Natal Region (Ekuseni, Glencoe, Durban Female, Durban Med A)

REQUIREMENTS
:
Recognized three year degree/diploma or Std 10 with Correctional Services Administration Part III and/or relevant experience.  Knowledge of correctional centre environment.  

DUTIES
:
The implementation of unit management within the unit.  Ensure the training of staff pertaining to unit management principles.  Implementation of procedures to improve the level of communication between the different units, head of correctional centre, CMC and other role-players. Management of prisoner development staff (PDS).  Implementation of a structured day programme for the unit which includes the rostering of programmes in conjunction with the PDS.  Implementation of the three meals system as part of the structured day programme.  Ensure that case files are opened for all offenders and that sentence plans are compiled in conjunction with the CMC.  Structured day programmes must make provision for the content of sentence plans. Compilation of case notes and the recording thereof on the case files.  Assessment of offenders in conjunction with the CMC.  Registering of structural needs to enhance the implementation of unit management and management of financial, personnel and logistical related matters.

ENQUIRIES
:
Mr Lucas W S (012 323 4818):  Limpopo/Mpumalanga/North West Region


Mr Stuurman N L (043 706 7923):  Eastern Cape Region



Ms Botha J (012 420 0192):  Gauteng Region



Ms Nel A J  (033 355 7372):  KwaZulu/Natal Region


Ms Sanders M (021 550 6059):  Western Cape Region

POST 10/50
:
SENIOR CORRECTIONAL OFFICER: HUMAN RESOURCE DEVELOPMENT


Eastern Cape Region

SALARY
:
R122 841 per annum

CENTRE
:
Eastern Cape Region (East London)

REQUIREMENTS
:
Recognized three year degree/diploma in Human Resource Development or equivalent qualification in Social Science.  Registration with professional council and/or relevant management experience.  

DUTIES
:
Facilitate and co-ordinate the development of Human Resources according to the needs of the DCS in the management area.  Ensure the implementation of human resources development policies.  Responsible for training programmes, self-development, training research and career planning.  Manage training, identify personnel for attending courses and transport arrangement.  Manage lecturers, examinations and in-service training programme.  Develop activities and infrastructural requirement for HR development.  Manage personnel and finance.  Develop community service programs.  Logistical administration.  Responsible for the facilities and equipment of the section.  Personnel administration.  Allocation of staff to specific duties.  Disciplinary action against offending staff.  Personnel development/counselling of staff.  Financial administration.  Budgeting of funds.

ENQUIRIES
:
Mr Stuurman N L (043 706 7923):  Eastern Cape Region

POST 10/51
:
SENIOR CORRECTIONAL OFFICER:  CENTRE COORDINATOR:  STAFF SUPPORT



Limpopo/Mpumalanga/North West Region (2 Posts)



Eastern Cape Region 



Western Cape

SALARY
:
R122 841 per annum

CENTRE
:
Limpopo/Mpumalanga/North West Region (Modimolle, Standerton)



Eastern Cape Region (Port Elizabeth)



Western Cape Region (Voorberg Med B)

REQUIREMENTS
:
Recognized three year degree/diploma or Std 10 with Correctional Services Administration Part III and/or relevant experience.  
DUTIES
:
Personnel Management:  Supervision of the work undertaken by the personnel clerk.  Act as labour relations officer for the prison identity.  Supervise the work undertaken by the registration clerk.  Act as information officer for the prison.  Logistical administration:  Responsible for the equipment used by the component.  Personnel Administration:  Determining of duty register/leave arrangements.  Allocation of staff to specific duties.  Financial administration, budgeting of funds and being accountable for expenditure in terms of the component.  Merit assessment of staff.  Act as loss control officer for the prison.  Supervision of utility staff.

ENQUIRIES
:
Mr Lucas W S (012 323 4818):  Limpopo/Mpumalanga/North West Region


Mr Stuurman N L (043 706 7923):  Eastern Cape Region



Ms Sanders M (021 550 6017):  Western Cape Region
POST 10/52
:
SENIOR CORRECTIONAL OFFICER:  LEGAL SERVICES


Limpopo/Mpumalanga/North West Region (2 Posts)

SALARY
:
R122 841 per annum

CENTRE
:
Limpopo/Mpumalanga/North West Region (Rustenburg, Thohoyandou)

REQUIREMENTS
:
Recognized 4-year legal degree/equivalent legal qualifications.  Valid driver’s license.  Knowledge of legal research, legal drafting or other appropriate experience.  Creative legal thinking and problem-solving.  Computer literate.  Ability to work independently.  Knowledge of the correctional services environment.

DUTIES
:
Provide advice on legal matters within the region.  Do research on applicable legislation/case law.  Formulate legal opinions for submission.  Daft formal legal opinions in specific format for state attorney/state law advisor.  Act as an internal appeal channel.  Manage litigation to be dealt with, e.g. arbitrations, motions, civil claims and labour relations issues.  Furnish legal advice to top management.  Receive request from functionaries for legal assistance and provision thereof.  Provide legal training.  Handle legal administration.  Represent DCS on various forums.

ENQUIRIES 
:
Mr Lucas W S (012 328 4818):  Limpopo/Mpumalanga/North West Region

POST 10/53
:
SENIOR CORRECTIONAL OFFICER: DH CORRECTIONS AND CARE



Limpopo/Mpumalanga/North West Region (4 Posts)

SALARY
:
R122 841 per annum

CENTRE
:
Limpopo/Mpumalanga/North West Region (Makhado, Bethal, Mafikeng, Bethal Community Corrections)

REQUIREMENTS
:
Recognized three year degree/diploma in social work or psychological services. Professional registration with the Council for Social Workers or other body. Previous experience in social work/psychology.  The ability to plan and organize, good communication skills, computer literate and thorough knowledge of programme management.

DUTIES
:
Enhance the coordination of policy and quality assessment of services.  Ensuring of service level standards for social work services.  Planning of activities.  Management of infrastructure for social work services/psychological services/spiritual care and programme interventions.  Management of finances and personnel.

ENQUIRIES
:
Mr Lucas W S (012 323 4818):  Limpopo/Mpumalanga/North West Region
POST 10/54
:
SENIOR CORRECTIONAL OFFICER: HEAD SATELLITE:  COMMUNITY CORRECTIONS


Limpopo/Mpumalanga/North West Region (3 Posts)

SALARY
:
R122 841 per annum

CENTRE
:
Limpopo/Mpumalanga/North West Region (Ermelo, Bushbuck Ridge, Belfast)

REQUIREMENTS
:
Recognized three year degree/diploma or Std 10 with Correctional Services Administration Part III and/or relevant experience.
DUTIES
:
Management of monitoring services.  Determining the conditions of house arrest and supervision for persons serving sentences in the community.  Participate in case review team for community corrections.  Management of programs.  Identification of community service programs.  Logistical administration.  Responsible for the facilities and equipment of the section.  Personnel administration.  Allocation of staff to specific duties.  Disciplinary action against offending staff.  Financial administration.  Budgeting for funds.

ENQUIRIES
:
Mr Lucas W S (012 323 4818):  Limpopo/Mpumalanga/North West Region

POST 10/55
:
SENIOR CORRECTIONAL OFFICER: MONITORING:  (PAROLEES AND PROBATIONERS)


Limpopo/Mpumalanga/North West Region 

SALARY
:
R122 841 per annum

CENTRE
:
Limpopo/Mpumalanga/North West Region (Middelburg)

REQUIREMENTS

Recognized three year degree/diploma or  Std 10 with Correctional Services Administration Part III and/or relevant experience.  Dynamism, professionalism and good communication skills.  Ability to plan and organize

DUTIES
:
Management of monitoring services.  Determining the conditions of house arrest and supervision for inmates serving sentences in the community.  Participate in case review team for community corrections.  Management of program.  Identification of community service programs.  Logistical administration.  Responsible for the facilities and equipment of the section.  Personnel administration.  Disciplinary action against offending staff.  Financial administration and budgeting of funds.
ENQUIRIES
:
Mr Lucas W S (012 323 4818):  Limpopo/Mpumalanga/North West Region

POST 10/56
:
SENIOR CORRECTIONAL OFFICER:  EXTERNAL SECURITY


Limpopo/Mpumalanga/North West Region

SALARY
:
R122 841 per annum

CENTRE
:
Limpopo/Mpumalanga/North West Region (Modimolle)

REQUIREMENTS
:
Recognized three year degree/diploma or Std 10 with Correctional Services Administration Part III and/or relevant experience.  Valid driver’s license.

DUTIES
:
Managing of external security matters.  Responsible for the maintenance of existing security matters and the upgrading thereof.  Managing of finance.  Implementation of departmental policy.  Advice management regarding security matters.  Keep personnel up to date regarding security matters.

ENQUIRIES
:
Mr Lucas W S (012 323 4818):  Limpopo/Mpumalanga/North West Region

POST 10/57
:
SENIOR CORRECTIONAL OFFICER: UNIT MANAGEMENT (PAROLEES AND PROBATIONERS)



Limpopo/Mpumalanga/North West Region
SALARY
:
R122 841 per annum

CENTRE
:
Limpopo/Mpumalanga/North West Region (Piet Retief)

REQUIREMENTS
:
Recognized three year degree/diploma or Std 10 with Correctional Services Administration Part III and/or relevant experience.  Dynamism, professionalism and good communication skills.  Ability to plan and organize.

DUTIES
:
Management of monitoring services.  Determining the conditions of house arrest and supervision for inmates serving sentences in the community.  Participate in case review team for community corrections.  Management of program.  Identification of community service programs.  Logistical administration.  Responsible for the facilities and equipment of the section.  Personnel administration.  Disciplinary action against offending staff.  Financial administration and budgeting of funds.

ENQUIRIES
:
Mr Lucas W S (012 323 4818):  Limpopo/Mpumalanga/North West Region

POST 10/58
:
SENIOR CORRECTIONAL OFFICER: CASE MANAGEMENT COMMITTEE



Limpopo/Mpumalanga/North West Region (2 Posts)



Eastern Cape Region (2 Posts)



Gauteng Region 

SALARY
:
R122 841 per annum

CENTRE
:
Limpopo/Mpumalanga/North West Region (Polokwane, Bethal)



Eastern Cape Region (Middleburg, Middledrift)



Gauteng Region (Leeuwkop Med B)

REQUIREMENTS
:
Recognized three year degree/diploma or Std 10 with Correctional Services Administration Part III and/or relevant experience.  Valid driver’s license and ability to plan/organize.  Good communication skills.  Knowledge of the admission and release systems.

DUTIES
:
Assessment of offenders in terms of risks, security classification and the allocation for labour activities.  Management of the Offender Rehabilitation Path (ORP) which include the compilation of the offenders’ sentence plans, the implementation and the monitoring thereof.  Management of the activities of case assessment teams and case intervention teams in order to ensure the implementation of sentence plans.  Submission of reports to the Head of the Correctional Centre/Correctional Supervision and Parole Board for the consideration of the possible placement of an offender on parole/correctional supervision.  Management of the disciplinary procedures of offenders.  Management of the transfers of offenders to – and from other correctional centres.  Financial and logistical management of activities.
ENQUIRIES
:
Mr Lucas W S (012 323 4818):  Limpopo/Mpumalanga/North West Region



Mr Stuurman N L (043 706 7923):  Eastern Cape Region



Ms Botha: (012 4200192) Gauteng Region
POST 10/59
:
SUPERVISOR:  PROCUREMENT ADMINISTRATION


Limpopo/Mpumalanga/North West Region 



Eastern Cape Region (2 Posts)

SALARY
:
R122 841 per annum

CENTRE
:
Limpopo/Mpumalanga/North West Region (Thohoyandou)



Eastern Cape Region (St Albans, East London)

REQUIREMENTS
:
Recognized three year degree/diploma with relevant experience.  Training skills.  Relevant experience in supply chain management or training in a supply chain management environment or the PAS 2.6 environment.

DUTIES
:
Training of users.  Appointing facilitators for decentralized training centres.  Receive need for training.  Draft recommendations for appointed facilitators at decentralized centres.  Submit memorandum for approval of courses.  Draft letters of appointment for facilitators.  Submit letter of appointment.  Visit decentralized courses.  Control and submit estimations for planned courses to the region.  Implementation and maintenance of decentralized infrastructure at PAS training facilities.  Ensure that an annual training plan for all decentralized PAS training facilities is compiled.

ENQUIRIES
:
Mr Lucas W S (012 323 4818):  Limpopo/Mpumalanga/North West Region



Mr Stuurman N L (043 706 7923):  Eastern Cape Region

POST 10/60
:
SENIOR CORRECTIONAL OFFICER:  FORMAL EDUCATION


Limpopo/Mpumalanga/North West Region



Eastern Cape Region



Western Cape Region

SALARY
:
R122 841 per annum

CENTRE
:
Limpopo/Mpumalanga/North West Region (Bethal)



Eastern Cape Region (Mtata)



Western Cape Region (Voorberg)

REQUIREMENTS
:
Recognized three year degree/diploma in education with relevant experience.  Post graduate degree will be an added advantage.

DUTIES
:
Formulation of policy.  Educational programs for offenders. Implementation of education policy at correctional facilities in the management area.  Setting standards for education services in accordance with government education departments.  The quality assessment of educational services.  Ensuring of service level standards for education and training.  The management of finances and personnel.

ENQUIRIES
:
Mr Lucas W S (012 323 4818):  Limpopo/Mpumalanga/North West Region 



Mr Stuurman N L (043 706 7923):  Eastern Cape Region



Ms Sanders M (021 550 6059):  Western Cape Region

POST 10/61
:
SENIOR CORRECTIONAL OFFICER: MANAGEMENT ASSISTANT: NUTRITIONAL SERVICES


Limpopo/Mpumalanga/North West Region (3 Posts)

SALARY
:
R122 841 per annum

CENTRE
:
Limpopo/Mpumalanga/North West Region (Standerton Med A, Thohoyandou, Witbank)

REQUIREMENTS
:
Recognized three year degree/diploma (Food Services Management) or equivalent qualification and/or relevant experience.  Sound knowledge of government legislation, policies and procedures.  Valid driver’s license.  Computer literate.  Project management, managerial, communication, good interpersonal, research, monitoring and evaluation skills.

DUTIES
:
Preparation and serving of meals.  Compiling of dieticiary schedule.  Ensure cleanliness of utensils, kitchen, serveries and training of prisoners as caterers.  Screening of prisoners.  Ensure hygienic food storage.  Checking and control of security equipment (keys, batons, teargas, radios).  Supervise the unlock of prisoners. Control of catering equipment (knives and crockery).  Ensure medical parades.  Supervision of recreation activities.  Searching of kitchen.  Treatment of prisoners.  Logistical  and financial administration.

ENQUIRIES
:
Mr Lucas W S (012 323 4818):  Limpopo/Mpumalanga/North West Region
POST 10/62
:
SENIOR CORRECTIONAL OFFICER: CENTER COORDINATOR: CORRECTIONS


Gauteng Region (2 Posts)



Western Cape Region (4 Posts)



Kwazulu/Natal Region

SALARY
:
R122 841 per annum

CENTRE
:
Gauteng Region (Devon X2)



Western Cape Region (Allandale, Voorberg Med B, Worcester Female, Malmesbury)



KwaZulu/Natal Region (Umzinto)

REQUIREMENTS
:
Recognized three year degree/diploma or Std 10 with Correctional Services Admin Part III and/or experience of offender administration. Valid driver’s license.  Analytical ability, good communication skills and ability to plan and organize. 

DUTIES
:
Management of case management administration.  Management of unit management in the correctional centre.  Management of centre administration regarding the admission and release of inmates.  Control over the movement of offenders and detainees in the correctional centre.  Effective utilization of available inmate accommodation.  Management of correctional programmes.  Personnel, logistical and financial management and administration.

ENQUIRIES
:
Ms Botha J (012 420 0192):  Gauteng Region



Ms Sanders M (021 550 6059):  Western Cape Region


Ms Nel A J  (033 355 7372):  KwaZulu/Natal Region
POST 10/63
:
SENIOR STATE ACCOUNTANT:  DH FINANCE


Eastern Cape Region



Limpopo/Mpumalanga/North West Region

SALARY
:
R122 841 per annum

CENTRE
:
Eastern Cape Region (Kirkwood)



Limpopo/Mpumalanga/North West Region (Witbank)

REQUIREMENTS
:
Recognized degree or diploma in Accounting or Financial Management with relevant experience.  Proven knowledge of the Public Finance Management Act, 1999 and Treasury Regulations, relating to Financial Management and Accounting.  Procurement administration and public finance administration on management level.  Excellent verbal and written communication skills, strong leadership qualities, initiative and drive.

DUTIES
:
The Department requires the services of a person with extensive knowledge of, exposure to and experience in the financial and procurement management environment to exercise control in this regard.  As the head finance, the candidate must assist the area commissioner in the execution of his duties in terms of the Public Finance Management Act, 1999 (PFMA).  This includes performing the duties of chief financial officer in the management area by ensuring optimal utilization of resources, support with regard to the management of budgets within the framework of relevant legal directives and regulations, performing budget control and ensuring enforcement of financial discipline.  Performing responsibilities for logistics and procurement management.

ENQUIRIES
:
Mr Stuurman N L (043 706 7923):  Eastern Cape Region



Mr Lucas W S (012 323 4818):  Limpopo/Mpumalanga/North West Region

POST 10/64
:
SENIOR CORRECTIONAL OFFICER:  HEAD CORRECTIONAL CENTRE



Eastern Cape Region



Free State/Northern Cape Region

SALARY
:
R122 841 per annum

CENTRE
:
Eastern Cape Region (Somerset East)



Free State/Northern Cape Region (Edenburg)

REQUIREMENTS
:
Recognized three year degree/diploma or Std 10 with Correctional Services Administration Part III and/or relevant experience.

DUTIES
:
The management of operational support, corrections, staff support, human resource and budget programmes.  Work with the prediction of future criminal offending behaviour.  Formulate policies.

ENQUIRIES
:
Mr Stuurman N L (043 706 7923):  Eastern Cape Region



Ms Mholo J (051 404 0268/051 4040270):  Free State/Northern Cape Region

POST 10/65
:
SENIOR CORRECTIONAL OFFICER:  PERSAL MANAGEMENT


Eastern Cape Region



Limpopo/Mpumalanga/North West Region

SALARY
:
R122 841 per annum

CENTRE
:
Eastern Cape Region (Regional Office)



Limpopo, Mpumalanga, North West (Regional Office) 

REQUIREMENTS
:
Recognized three year degree/diploma or Correctional Services Administration Part III and/or relevant experience in Human Resource/PERSAL environment.  PERSAL training and code 08 drivers license will be essential.

DUTIES
:
Acting as chairperson of the PERSAL user forum of the region.  Ensuring that relevant policies and procedures are adhered to.  Ensuring that sound and effective personnel and salary management on PERSAL exists in the region.  Extracting data from the PERSAL database and reporting to management.  Ensuring the effective day to day operation on PERSAL.  Providing training to PERSAL users.  Ensuring that effective PERSAL infra-structures are in place and maintained in the region.  Maintenance of the post establishment on PERSAL (including aspects such as employment out of adjustment).  Human Resource utilization e.g. promotions, movements, transfers, relocations, translation in rank, demotion and service terminations.  Service benefits e.g. salary payments, allowance, medical assistance, remunerated overtime, rewards for performance, housing assistance (home owners, allowance and state guarantees) and bursaries.  Ensuring that security measures are implemented in the region.  The planning of activities.  The management of personnel.  The management of finance.

ENQUIRIES
:
Mr Stuurman N L (043 706 7923):  Eastern Cape Region



Mr Lucas W S (012 323 4818):  Limpopo/Mpumalanga/North West Region
POST 10/66
:
SPAO: GENERAL STOCK PROCUREMENT


Eastern Cape Region 

SALARY
:
R122 841 per annum

CENTRE
:
Eastern Cape Region (Regional Office)

REQUIREMENTS
:
Recognized three year degree/diploma and relevant experience.  Training skills.  Relevant experience in supply chain management or training in a supply chain management environment or the PAS 2.6 environment.

DUTIES
:
Training of users.  Appointing facilitators for decentralized training centres.  Receive need for training.  Draft recommendations for appointed facilitators at decentralized centres.  Submit memorandum for approval of courses.  Draft letters of appointment for facilitators.  Submit letter of appointment.  Visit decentralized courses.  Control and submit estimations for planned courses in the region.  Implementation and maintenance of decentralized infrastructure at PAS training facilities.  Ensure that an annual training plan for all decentralized PAS training facilities is compiled.

ENQUIRIES
:
Mr Stuurman N L (043 706 7923):  Eastern Cape Region

POST 10/67
:
SENIOR STATE ACCOUNTANT: ACCOUNTING AND BOOKKEEPING



Eastern Cape Region

SALARY
:
R122 841 per annum

CENTRE
:
Eastern Cape Region (Regional Office)

REQUIREMENTS
:
Recognized three year degree/diploma in commercial or economic management science.  Experience in government financial systems.  Strong communication skills in English.  Computer literate in the windows based programmes; (PowerPoint, Excel, Word etc).  Dynamic and professional.  Event planning, organizational, project management and business planning skills.  Knowledge of the PFMA and treasury regulations.  Proven knowledge of the BAS and PERSAL transversal systems and the Vulindlela management information system.  Valid driver’s license.
DUTIES
:
Provide financial management information and advice to managers.  Responsible for the submission of the monthly in year monitoring and reporting according to the national treasury reporting requirements.  Provide financial training with regard to the financial management information system.  Human resource management.  Provide administrative support to the directorate.  Inventory control.  Execute the responsibilities of officials as stipulated in section 45 of the PFMA.

ENQUIRIES
:
Mr Stuurman N L (043 706 7923):  Eastern Cape Region

POST 10/68
:
SENIOR CORRECTIONAL OFFICER: DH: MAINTENANCE


Western Cape Region 
SALARY
:
R122 841 per annum 

CENTRE
:
Western Cape Region (Malmesbury)

REQUIREMENTS
:
Recognized three year degree/diploma or Artisan diploma/Trade certificate and/or relevant experience.  Experience in building administration.  Computer literate.  Professionalism, ability to plan/organize and good communication skills.

DUTIES
:
The co-ordination of the policy.  The quality assessment of building services. The development/maintenance of building work standards.  The management of capital and maintenance of projects, occupational safety, finances and personnel.  Management of asset maintenance at the correctional centre.

ENQUIRIES
:
Ms Sanders M (021 550 6017):  Western Cape Region
POST 10/69
:
SENIOR CORRECTIONAL OFFICER: HEAD COMMUNITY LIAISON


Eastern Cape Region 

SALARY
:
R122 841 per annum

CENTRE
:
Eastern Cape Region (Lusikisiki)

REQUIREMENTS
:
Recognized three year degree/diploma or Std 10 with Correctional Services Administration Part III and/or experience of offender administration. Valid driver’s license.  Top secret security classification, analytical ability, good communication skills and ability to plan/organize.  

DUTIES
:
Marketing of the concept of community supervision.  Identification of community service opportunities.  Development of community service programs.  Monitor community service operations.

ENQUIRIES
:
Mr Stuurman N L (043 706 7923):  Eastern Cape Region

POST 10/70
:
SENIOR CORRECTIONAL OFFICER:  DH DEVELOPMENT


Eastern Cape Region 



Western Cape Region (2 Posts)



Limpopo/Mpumalanga/North West Region (2 Posts)

SALARY
:
R122 841 per annum

CENTRE
:
Eastern Cape Region (Umtata)



Western Cape Region (Goodwood, Pollsmoor)



Limpopo/Mpumalanga/North West Region (Ermelo, Barberton)

REQUIREMENTS
:
Recognized three year degree/diploma or equivalent qualification in Social Science.  Registration with professional council and relevant management experience.

DUTIES
:
The incumbent will coordinate and manage the following:  Formal education, skills development, arts and culture, recreation, ABET, effective medical care and hygienic standards in the management area. 

ENQUIRIES
:
Mr Stuurman N L (043 706 7923):  Eastern Cape Region



Ms Sanders M (021 550 6059:  Western Cape Region


Mr Lucas W S (012 323 4818):  Limpopo/Mpumalanga/North West Region

POST 10/71
:
SENIOR CORRECTIONAL OFFICER:  CENTER COORDINATOR:  OPERATIONALSUPPORT



Free State/Northern Cape Region



Kwazulu/Natal Region

SALARY
:
R122 841 per annum

CENTRE
:
Free State/Northern Region (De Aar)



KwaZulu/Natal Region (Durban Female)

REQUIREMENTS
:
Recognized three year degree/diploma or Std 10 with Correctional Services Administration Part III and/or relevant experience.  Valid driver’s license.  Dynamism, professionalism, ability to plan/organize.  Good communication skills.

DUTIES
:
Execution of control regarding the functions which include safe custody, physical care, treatment and community integration of offenders.  Execution of control regarding the establishment and rendering of security.  Advice the head correctional centre regarding policy directives.  Management of safe custody (internal and external security).  Management of development and care, asset maintenance, and health care services. 

ENQUIRIES
:
Ms Mholo J (051 404 0268/051 4040270):  Free State/Northern Cape Region



Ms Nel A J  (033 355 7372):  KwaZulu/Natal Region
POST 10/72

SENIOR CORRECTIONAL OFFICER:  DH HEALTH SERVICES


Free State/Northern Cape Region 
SALARY
:
R122 841 - R142 617 per annum

CENTRE
:
Free State/Northern Cape Region (Groenpunt)

REQUIREMENTS
:
Registration with the South African Nursing Council as a registered nurse.  Diploma or comprehensive diploma.  Primary health care qualification will be a strong recommendation.  Relevant experience.  Good communication skills.  Resource management, analytical, observant and leadership skills

DUTIES
:
Manage the provision of comprehensive primary health care within a prison environment.  Co-ordinate with both internal and external role players in providing health care services.  Manage resources (human, finances, equipment and information).  Ensure and monitor compliance to relevant legislation, policies and procedures.

ENQUIRIES
:
Ms Mholo J (051 404 0268/051 4040270):  Free State/Northern Cape Region

POST 10/73
:
SENIOR CORRECTIONAL OFFICER: MANAGER: HUMAN RESOURCE ADMINISTRATION 



Free State And Northern Cape Region


Kwazulu/Natal Region

SALARY
:
R122 841 per annum

CENTRE
:
Free State/Northern Cape Region (Groenpunt)



KwaZulu/Natal Region (Pietermaritzburg)

REQUIREMENTS
:
Recognized three year degree/diploma or Std 10 with Correctional Services Admin Part III and/or relevant experience.  Dynamism, professionalism, ability to plan/organize and good communication skills.

DUTIES
:
Enhancing the coordination of policy.  Administration of human resources. Technical preparation of documents. Undertaking of personnel administration.  Administration of finances.  Leave administration.
ENQUIRIES
:
Ms Mholo J (051 404 0268/051 4040270):  Free State/Northern Cape Region



Ms Nel A J  (033 355 7372):  KwaZulu/Natal Region
POST 10/74
:
SENIOR CORRECTIONAL OFFICER: SOCIAL RE-INTEGRATION


Gauteng Region
SALARY
:
R122 841 per annum

CENTRE
:
Gauteng Region (Regional Office)

REQUIREMENTS
:
Recognized three year degree/diploma in Human Resource Management or equivalent qualification or Std 10 with Correctional Services Admin Part III and/or relevant experience.  Dynamism, professionalism, ability to plan/organize and good communication skills.

DUTIES
:
Handling Correspondence to/from head office, community corrections and correctional supervision and parole boards.  Technical preparation of documents (Memoranda, reports, fax transmissions, etc.)  Planning activities for the regional coordinator: social reintegration.  Consolidating and capturing of statistics for social reintegration, correctional supervision and parole boards.  Financial and logistical administration.

ENQUIRIES
:
Ms Botha J (012 420 0192):  Gauteng Region
POST 10/75
:
PRINCIPAL EDUCATIONIST


Gauteng Region (2 Posts)



Western Cape Region



Kwazulu/Natal Region

SALARY
:
R122 841 per annum

CENTRE
:
Gauteng Region (Baviaanspoort Medium, Leeuwkop Med C)



Western Cape Region (Worcester)



KwaZulu/Natal Region (Ebongweni)

REQUIREMENTS
:
Recognized three year degree/diploma in education with relevant experience.  Post graduate degree will be an added advantage.

DUTIES
:
Formulation of policy.  Educational programs for offenders.  Implementation of education policy at correctional facilities in the management area.  Setting standards for education services in accordance with government education departments.  The quality assessment of educational services.  Ensuring of service level standards for education and training.  The management of finances and personnel.

ENQUIRIES
:
Ms Botha J (012 420 0192):  Gauteng Region


Ms Sanders M (021 550 6059):  Western Cape Region


Ms Nel A J  (033 355 7372):  KwaZulu/Natal Region
POST 10/76
:
SENIOR SOCIAL WORKER


Limpopo/Mpumalanga/North West Region (2 Posts)



Free State/Northern Cape Region



Gauteng Region (4 Posts)



Kwazulu/Natal Region (4 Posts)

SALARY
:
R122 841 - R142 617 per annum

CENTRE
:
Limpopo/Mpumalanga/North West Region (Losperfontein, Carolina)



Free State/Northern Cape Region (Springbok)



Gauteng Region (Zonderwater Med A, Zonderwater Med B, Johannesburg Med B, Atteridgeville)



KwaZulu/Natal Region (Waterval Med B, Newcastle, Durban Med B x2)

REQUIREMENTS
:
BA Degree in Social Work.  Registration with the South African Council for Social Services.  Valid driver’s license.  Conversant with acts, policies and legislation pertaining to social work practice.  Ability to interpret policy/legislative matters and operate within the management area.  Good communication, negotiation, conflict and strategic management skills.  Ability to co-ordinate and collaborate with internal and external stakeholders.

DUTIES
:
To provide needs based social work services to offenders through individual attention, group work, community work, research and social work administration.  Conducting individual assessments.  Marketing social work services.  Monitoring and evaluation of social work, intervention work, community work, research and social work administration.  Conducting individual assessments.

ENQUIRIES
:
Mr Lucas W S (012 323 4818):  Limpopo/Mpumalanga/North West Region


Ms Mholo J (051 404 0268/051 4040270):  Free State/Northern Cape Region



Ms Botha J (012 420 0192):  Gauteng Region



Ms Nel A J  (033 355 7372):  KwaZulu/Natal Region

POST 10/77
:
SENIOR CORRECTIONAL SERVICES: DH DEVELOPMENT AND CARE



Limpopo/Mpumalanga/North West Region

SALARY
:
R122 841 per annum

CENTRE
:
Limpopo/Mpumalanga/North West Region (Thohoyandou Med A)

REQUIREMENTS
:
Recognized three-year degree or diploma or equivalent qualification in Social Science.  Registration with Professional Council.  Relevant experience.  The following competencies are required: Strategic capability, leadership, networking skills, ability to motivate and train others. Negotiation, analytical, communication and interpersonal skills.

DUTIES
:
Ensuring effective medical care of prisoners in the management area.  Ensuring of adherence to nutritional and hygienic standards in the management area.  Managing social work services in the management area.  Managing educational and training in the management area.  Managing spiritual care services to offenders in the management area.  Management of agriculture.  Management of production workshop.  Management of finances as well as personnel.  

ENQUIRIES
:
Mr Lucas W S (012 323 4818):  Limpopo/Mpumalanga/North West Region

POST 10/78
:
CHIEF PROFESSIONAL NURSE


Limpopo/Mpumalanga/North West Region 


Free State/Northern Cape Region (2 Posts)



Gauteng Region



Western Cape Region 

SALARY
:
R122 841 - R142 617 per annum

CENTRE
:
Limpopo/Mpumalanga/North West Region (Klerksdorp)



Free State/Northern Cape Region (Grootvlei, Upington)



Gauteng Region (Johannesburg Med A)



Western Cape Region (Brandvlei)
REQUIREMENTS
:
Registration with the South African Nursing Council as a registered nurse.  Diploma or comprehensive diploma.  Primary health care qualification will be a strong recommendation.  Relevant experience.  Good communication skills.  Resource management, analytical, observant and leadership skills

DUTIES
:
Manage the provision of comprehensive primary health care within a prison environment.  Co-ordinate with both internal and external role players in providing health care services.  Manage resources (human, finances, equipment and information).  Ensure and monitor compliance to relevant legislation, policies and procedures.

ENQUIRIES
:
Mr Lucas W S (012 323 4818):  Limpopo/Mpumalanga/North West Region


Ms Mholo J (051 404 0268/051 4040270):  Free State/Northern Cape Region



Ms Botha J (012 420 0192):  Gauteng Region


Ms Sanders M (021 550 6059):  Western Cape Region
POST 10/79
:
SENIOR CORRECTIONAL OFFICER: PERSAL CONTROLLER


Free State/Northern Cape Region
SALARY
:
R122 841 per annum

CENTRE
:
Free State/Northern Cape Region (Grootvlei)

REQUIREMENTS
:
Recognized three year degree/diploma or Std 10 with Correctional Services Administration Part III and/or relevant experience in Human Resource/PERSAL environment. PERSAL training and valid driver’s license will be essential.  Analytical ability, environmental exposure, presentation, negotiation, evaluation and planning skills.  Computer literate.

DUTIES
:
Management of PERSAL in their respective components.  Ensure that all PERSAL users and supervisors in the management area are properly trained and ensure continuous training as and when enhancements are effected.  Registration of supervisors and users and allocation of specific functions in relation to their jobs and levels.  Monitoring the interaction between the users and supervisor.  Authorization of the suspense files transactions and verification with source documents.  Evaluation and recommendations to the PERSAL controller and monitor changes to the system in line with the SCC system. Maintenance of post establishment on PERSAL (including aspects such as employment out of adjustment). Human resource utilization (promotions, movements, transfers, relocations, translation in rank, demotion and service termination. Service benefits e;g salary payment, allowance, medical assistance, remunerated overtime, rewards for performance, housing assistance and bursaries. The planning of activities, the management of personnel and finance.

ENQUIRIES
:
Ms Mholo J (051 404 0268/051 4040270):  Free State/Northern Cape Region

POST 10/80
:
DATA ANALYST AND DISTRIBUTION MANAGER


Gauteng Region

SALARY
:
R122 841 per annum

CENTRE
:
Gauteng Region (Regional Office)

REQUIREMENTS
:
An appropriate three (3) year degree/diploma and relevant experience in government logistical systems.  Computer literate and valid driver’s license.  Good communication skills and successful completion of the computerized PAS.  Sound interpersonal relations.  Knowledge of PFMA Act and regulations, Treasury Regulations and Provisioning Administration System (PAS).

DUTIES
:
Inspection on the computerized PAS in the region.  Receive and evaluate complaints of users on PAS and make recommendations for possible solutions.  Assist with the management of policy formulation.  Assist with ICN codification.  Management of the computerized PAS reports.

ENQUIRIES
:
Ms Botha J (012 420 0192):  Gauteng Region

POST 10/81
:
SENIOR CORRECTIONAL OFFICER: AGRICULTURE: PLANT AND ANI-MAL PRODUCTION


Western Cape Region (2 Posts)

SALARY
:
R122 841 per annum

CENTRE
:
Western Cape Region (Overberg)

REQUIREMENTS
:
Recognized three year degree/diploma in agriculture or relevant qualifications, with experience.  Presentation, computer literate, interpersonal, problem solving and good communication skills.

DUTIES
:
Quality assessment of agricultural services. Development/ maintenance of agriculture services standards in the management area. Management of plant production, agricultural labour, environment, agricultural equipment, occupational safety, finances and personnel.  Manage the budget allocation.  Training of personnel.

ENQUIRIES
:
Ms Sanders M (021 550 6059):  Western Cape Region
POST 10/82
:
SENIOR CORRECTIONAL OFFICER: COMMUNITY CORRECTIONS


Western Cape Region (7 Posts)

SALARY
:
R122 841 per annum

CENTRE
:
Western Cape Region (Breede Rivier (Worcester), Cape Town (2), Mitchells Plain (2), Malmesbury, Bellville)

REQUIREMENTS
:
Recognized three year degree/diploma or Std 10 with Correctional Services Administration Part III and/or relevant experience.  Valid driver’s license.

DUTIES
:
Management of monitoring services.  Determining the conditions of house arrest and supervision of persons serving sentences in the community.  Participate in the case review team for community corrections.  Management of programs. Identification of participants for programs.  Effect changes to programs as and when necessary.  Management of community liaison services.  Identification of community service opportunities.  Development of community service programs.  Logistical and personnel administration.  Responsible for the facilities and equipment of the section.  Allocation of staff to specific duties. Personnel development, counselling of staff and implementation of disciplinary action where applicable. Budget for funds and financial administration.

ENQUIRIES
:
Ms Sanders M (021 550 6059):  Western Cape Region
POST 10/83
:
SENIOR CORRECTIONAL OFFICER: FACILITIES AND SECURITY

SALARY
:
R122 841 per annum

CENTRE
:
Gauteng Region (Baviaanspoort)

REQUIREMENTS
:
Recognized three year degree/diploma or Std 10 with Correctional Services Administration Part III and/or experience of offender administration.  Valid driver’s license.  Analytical ability, good communication skills and ability to plan/organize.  Good communication skills.

DUTIES
:
Implementation of the policy to relevant role-players.  Supervision of access control prison grounds. Supervision of the manning of watch towers.  Supervision of escort of prisoners to courts, doctors, hospital etc.  Quality assessment of security services.  Ensuring of standards of physical security in the management area. Ensuring security in the storage of information/documents and warrants. Management of security in the management area.  Management of emergency support team.  Management of infrastructure for security service.  Communication with interest groups.  Ensuring of service level standards for accommodation of inmates.  Ensuring the separation of high risk offenders.

ENQUIRIES
:
Ms Botha J (012 420 0192):  Gauteng Region
POST 10/84
:
SENIOR CORRECTIONAL OFFICER:  DH CASE MANAGEMENT ADMINISTRATION



Western Cape Region (4 Posts)

SALARY
:
R122 841 per annum

CENTRE
:
Western Cape Region (Worcester Male, Robertson, Oudtshoorn, Mosselbay)

REQUIREMENTS
:
Recognized three year degree or diploma or Std 10 with Correctional Services Admin Part III and/or relevant experience.  Valid driver’s license.  Ability to plan/organize.  Good communication skills.

DUTIES
:
Admission and release of prisoners.  Control of prisoner’s movement.  Administration of prisoner’s cash.  Maintenance of prisoner’s records.  Administration of fine/bail payments.  Administration of prison labour.  Maintenance of safe custody by personnel.
ENQUIRIES
:
Ms Sanders M (021 550 6017):  Western Cape Region
POST 10/85
:
SENIOR CORRECTIONAL OFFICER: DH CARE


Western Cape Region (2 Posts)



Limpopo/Mpumalanga/North West Region (4 Posts)

SALARY
:
R122 841 per annum

CENTRE
:
Western Cape Region (Voorberg, Goodwood)



Limpopo/Mpumalanga/North West Region (Barberton, Thohoyandou, Witbank, Losperfontein)

REQUIREMENTS
:
Recognized three year degree/diploma in social work or psychological services. Professional registration with the Council for Social Workers or other body.  Previous experience in social work/psychology.  The ability to plan and organize, good communication skills, computer literate & thorough knowledge of programme management.

DUTIES
:
Enhance the coordination of policy & quality assessment of services.  Ensuring of service level standards for social work services.  Planning of activities.  Management of infrastructure for social work services/psychological services/spiritual care and programme interventions.  Management of finances and personnel.

ENQUIRIES
:
Ms Sanders M (021 550 6059):  Western Cape Region


Mr Lucas W S (012 323 4818):  Limpopo/Mpumalanga/North West Region
POST 10/86
:
SENIOR CORRECTIONAL OFFICER: COMMUNICATION


Western Cape Region 

SALARY
:
R122 841 per annum

CENTRE
:
Western Cape Region (Regional Office)

REQUIREMENTS
:
Recognized three year degree/diploma in Communications Science or relevant experience.  Knowledge and perspectives of incidents in prison.  Valid driver’s license.  Dynamism, professionalism, ability to plan and organize.  Good communication skills. Computer literate.

DUTIES
:
Assist in the development and the implementation of the national communication plan (Public Relations, Media Production and Media Services). Support for each of the units informed by the national plan,  Development and implementation of a specific regional communication plan.  Manage and facilitate incident reporting in the region.  Financial management of the communication section taking into consideration allocated funds (economizing and commercializing).  Logistical management with regard to communication activities.  Monitoring of external media.  Operationalization of the communication strategy.  Adherence to the strategic communication objectives of the DCS in the region. Managing of expenditure within the allocated budget.

ENQUIRIES
:
Ms Sanders M (021 550 6059):  Western Cape Region
POST 10/87
:
SENIOR CORRECTIONAL OFFICER: EMPLOYEE RELATIONS


Western Cape Region


Gauteng Region

SALARY
:
R122 841 per annum

CENTRE
:
Western Cape Region (Goodwood)



Gauteng Region (Boksburg)

REQUIREMENTS
:
Recognized three year degree/diploma in Labour Relations, and or relevant experience.  Valid driver’s license.  Computer literate.

DUTIES
:
Management of labour unrest.  Management of collective bargaining.  Management of the grievances procedure/disciplinary system.  The undertaking of labour relations research.  Planning of activities.  The management of personnel.  Management of finance.

ENQUIRIES
:
Ms Sanders M (021 550 6059):  Western Cape Region



Ms Botha J (012 4200192):  Gauteng Region
POST 10/88
:
SENIOR CORRECTIONAL OFFICER: MONITORING AND EVALUATION: CORRECTIONS ADMINISTRATION


Directorate:  Corrections Administration

SALARY
:
R122 841 per annum

CENTRE
:
National Head Office (Pretoria)

REQUIREMENTS
:
Recognized three year degree/diploma or Std 10 with Correctional Services Administration Part III and/or relevant experience.  Good understanding of the skills development act, PFMA and SAQA act.  Good understanding of the NQF system.  Good understanding of skills development processes.  Competency in monitoring and evaluation.  Project management skills.  Good communication, presentation, interpersonal and problem solving skills.  Personnel management, planning and organizing skills.  Computer literate.  Ability to work under pressure.  Driver’s license.

DUTIES
:
Develop and monitor evaluation tools.  Monitor skills development programmes. Facilitate alignment of skills development programmes with relevant legislation and policy directives.  Measure effectiveness of skills development programmes.  Financial and logistics management.  Develop skills development plans.  Organizing events.  Activity control.  Networking and administration. Maintain MIS support.

ENQUIRIES
:
Ms Malotane M J (012 3072540):  National Head Office

POST 10/89
:
SENIOR CORRECTIONAL OFFICER:  GYMNASIUMS/BIOKINETIC CENTERS ADMINISTRATION



Directorate:  Gymnasiums And Biokinetic Centers

SALARY
:
R122 841 per annum

CENTRE
:
National Head Office (Pretoria)

REQUIREMENTS
:
An appropriate three year degree/diploma in Administration or HR Management.  Valid driver’s license.  Good administrative/ computer /financial/ logistical/ project management/ interpersonal and communication skills.

DUTIES
:
Render an administrative, document control, financial and logistical support function to the Sub-Directorate Gymnasiums and Biokenetic Centres.  Assist with the planning and arrangment of gymnasium and biokinetic projects/events.
ENQUIRIES
:
Ms Malotane M J (012 3072540):  National Head Office

POST 10/90
:
SENIOR CORRECTIONAL OFFICER:  INVESTIGATOR


Kwazulu/Natal Region



Free State/Northern Cape Region 

SALARY
:
R122 841 per annum

CENTRE
:
KwaZulu/Natal Region (Durban)



Free State and Northern Cape Region (Kimberley)

REQUIREMENTS
:
Recognized three year degree/diploma or Std 10 with Correctional Services Administration Part III and/or relevant experience. DCS training as investigator, basic training and training in the disciplinary code.  Good communication and interpersonal skills. Ability to organize and plan.  Valid driver’s license. 

DUTIES
:
Investigating all types of transgressions in the management area.  Prosecution of staff.

ENQUIRIES
:
Ms Nel A J  (033 355 7372):  KwaZulu/Natal Region



Ms Mholo (0514040268) Free State and Northern Cape Region

POST 10/91
:
SENIOR CORRECTIONAL OFFICER:  SUPPORT SERVICES


Directorate: Core Curriculum

SALARY
:
R122 841 per annum

CENTRE
:
National Head Office (Pretoria)

REQUIREMENTS
:
Recognized three year degree/diploma or Std 10 with Correctional Services Admin Part III and/or relevant experience.  Computer literate. Interpersonal, presentation, communication and problem solving skills.

DUTIES
:
Processing of management information regarding training and development.  Administrate travel and subsistence claims and advances. Administrate payment advices.  Procurement/ appropriation of training resources.  Keep up master material regarding basic training and functional training.  Distribution of HRD/training information to head office. Act as a Chief User and request supplies, stationery and equipment.  Control over inventory.

ENQUIRIES
:
Ms Malotane M J (012 307 2540): National Head Office 

POST 10/92
:
SENIOR CORRECTIONAL OFFICER: SECRETARY OF DEPARTMENTAL BARGAINING CHAMBER


Directorate:  Employee Relations

SALARY
:
R122 841 per annum

CENTRE
:
National Head Office (Pretoria)

REQUIREMENTS
:
Recognized three year degree/diploma in Labour Law/Labour Relations and or relevant experience in a collective bargaining and labour relations environment. Sound knowledge of labour legislation and labour relations practices. Valid drivers license. Continued retention in the post will depend heavily on the extent to which the incumbent demonstrates integrity in the execution of his/her duties. The incumbent should be able to proactively identify likely causes and solutions to employee relations problems.  The following skills are essential: Good negotiation and conflict management skills as well as strategic capability, good administrative, analytical, communication, presentation and computer literacy skills. Note:  The successful candidate will have to sign a performance agreement and will have to undergo security vetting and such training as the department may require from middle and senior managers

DUTIES
:
Assist with managing collective bargaining in the Department of Correctional Services. Deal with correspondence regarding the Departmental Bargaining Chamber (D.B.C). Arrange and attend all meetings of D.B.C. Provide quarterly reports to management of figures of all admitted employee organisations.  Management of union subscriptions.  Provide copies of all approved minutes and resolutions to top management, regional commissioners and area commissioners.  Networking with interest groups such as unions, CCMA, GPSSBC, academic institutions, employee relations consultants and other state departments. Ensure that sound labour relations between management (employer) and recognized trade unions are established and maintained. Facilitate conflict management – individual and collective. Represent the department in conciliation hearings. Conduct training in the generic labour relations field. Advice and guidance on labour relations matters to all levels of management. Management of the sub-directorate: collective bargaining’s strategic plan. Generic managerial duties pertaining to i.e. collective bargaining portfolio, human resource management, financial and logistics management.

ENQUIRIES
:
Ms Malotane M J (012 3072540):  National Head Office

POST 10/93
:
SENIOR CORRECTIONAL OFFICER: SALARIES AND QUALIFICATIONS


Directorate:  Hr Admin And Utilization

SALARY
:
R122 841 per annum

CENTRE
:
National Head Office (Pretoria)

REQUIREMENTS
:
Recognized three year degree/diploma or Std 10 with Correctional Services Administration Part III and/or experience in remuneration administration and policy development.  Negotiation skills. Computer literate including PERSAL.  Good communication, facilitation and interpersonal skills.  Knowledge of remuneration policies, Public Service Regulations, Public Service Act, Labour Relations Act and BCEA. Knowledge of NQF and SAQA . 

DUTIES
:
Provide training and assistance to practice with regard to remuneration functions. Formulate and manage policy in respect of the salary structuring of SMS and MMS members.  Manage and coordinate the submission of financial disclosures in respect of SMS members.  Liaise with external institutions.  Ensure the correctness of salaries of employees.  Verification of qualifications and recognition thereof.  Planning and remunerative work outside the Public Service.  Monitor the correct implementation of the CORE.  Ensure correct rewarding for previous experience.  Ensure compliance with the implementation of remuneration policies in practise.  Rendering a service to clients (employees) by handling enquiries/investigations and rectifications.  Ensure good and effective communication between head office and practice.  Conduct research with regard to remuneration control practices.

ENQUIRIES
:
Ms Malotane M J (012 3072540):  National Head Office

POST 10/94
:
SENIOR PROFESSIONAL NURSE


Western Cape Region (2 Posts)

SALARY
:
R98 916 - R116 154 per annum

CENTRE
:
Western Cape Region (Oudtshoorn, Pollsmoor)

REQUIREMENTS
:
Diploma in nursing.  Registration with the South African Nursing Council and appropriate experience.  Ability to plan/organize.  Good communication skills. Computer literate. Knowledge of the PFMA.

DUTIES
:
The coordination of policy.  The quality assessment of health care.  The marketing of health care.  The ensuring of service level standards for health care.  The planning of activities.  The management of medication and infrastructure for health care services.  Management of finance and personnel.

ENQUIRIES
:
Ms Sanders M (021 550 6059):  Western Cape Region
POST 10/95
:
CORRECTIONAL OFFICER: AGRICULTURE


Western Cape Region 

SALARY
:
R98 916 per annum

CENTRE
:
Western Cape Region (Breede Rivier)

REQUIREMENTS
:
Recognized three year degree/diploma in Agriculture or relevant qualifications, with experience.  Presentation, Computer literacy, Interpersonal and problem solving skills. Good communication skills

DUTIES
:
Quality assessment of agricultural services. Development/maintenance of agriculture services standards in the province. Management of agricultural production, agricultural labor, environment, agricultural equipment, occupational safety, finances, personnel.  Manage the budget allocation.  Training of personnel

ENQUIRIES
:
Ms Sanders M (021 550 6059):  Western Cape Region
POST 10/96
:
CORRECTIONAL OFFICER : PAYMENTS


Directorate:  Hr Administration And Utilization

SALARY
:
R98 916  per annum

CENTRE
:
National Head Office (Pretoria)

REQUIREMENTS
:
Grade 12 with extensive experience in administrative work.  Good communication skills.  Computer literate.

DUTIES
:
The incumbent will ensure that the prescribed financial procedures and methods are applied regarding all expenses for internal and external transfers of employees. Monitor and control financial expenditure in the section. Assist the directorate in support services.

ENQUIRIES
:
Ms Malotane M J (012 3072540):  National Head Office

POST 10/97
:
SENIOR EDUCATIONIST


Kwazulu/Natal Region (2 Posts)

SALARY
:
R98 916  per annum

CENTRE
:
KwaZulu/Natal Region (Ekuseni, Empangeni)

REQUIREMENTS
:
Recognized three year degree/diploma in education with relevant experience.  Post graduate degree will be an added advantage.

DUTIES
:
Implement educational programmes for offenders.  Implementation of education policy at correctional facilities in the management area.  Setting standards for education services in accordance with government education departments.  The quality assessment of educational services.  Ensuring of service level standards for education and training.  The management of finances and personnel.

ENQUIRIES
:
Ms Nel A J  (033 355 7372):  Kwazulu/Natal Region
POST 10/98
:
CORRECTIONAL OFFICER: APPOINTMENTS


Directorate:  Hr Admin And Utilization

SALARY
:
R98 916  per annum

CENTRE
:
National Head Office (Pretoria)

REQUIREMENTS
:
Std 10 with relevant experience.  Administrative, record keeping, good interpersonal and communication skills.  Computer literate.

DUTIES
:
Execution of administrative functions in the following areas:  National announcements, acting allowances, counter offers, certifications of officials at private prisons, contract employment and interdepartmental transfers.  Compile and submit monthly statistics.  Proper filing of documents.  
ENQUIRIES
:
Ms Malotane M J (012 3072540):  National Head Office

POST 10/99
:
CORRECTIONAL OFFICER: ADMINISTRATIVE SUPPORT



Directorate: Policy & Procedure Coordination



Directorate Research

SALARY
:
R98 916  per annum

CENTRE
:
National Head Office: (Pretoria X2)

REQUIREMENTS
:
Grade 12 or equivalent qualification.  Administrative, record keeping, good interpersonal and communication skills.  Computer literate.

DUTIES
:
Execution of general administrative functions (office, financial, logistics and leave).  Handling of correspondence.  Maintaining a proper filing system.  Inventory control.  General office administration support.  Maintenance of duty register.  Processing of leave applications.  Processing of miscellaneous personnel information pertaining to staff within the directorate.  Processing of claims of staff.  Obtaining quotations.  Exercise inventory control.  Requisitioning of supplies.

ENQUIRIES
:
Ms Malotane M J (012 3072540) - National Head Office

POST 10/100
:
CORRECTIONAL OFFICER: SECRETARY



Directorate:  Spiritual Care



Dc:  Compliance And Management Support



Directorate:  Legal Services



Directorate:  Employee Relations



Directorate:  Management Accounting

SALARY
:
R64 143 per annum

CENTRE
:
National Head Office (Pretoria)

REQUIREMENTS
:
Grade 12 plus relevant experience as a secretary. Good communication and interpersonal skills. Computer literate with excellent understanding of Windows 98/2000, MS Word, Excel and PowerPoint.

DUTIES
:
Answer and screen telephone calls. Type/compile memorandums and presentations.  Execute office and general administrative duties. Manage electronic document tracking system. Acknowledge receipt of documents.  Assist with filing system. Maintain diary and manage appointments. Record and issue minutes. Arrange meetings /conferences/workshops with relevant stakeholders including private sector representatives upon request.  Make all transport arrangements and when necessary, arrangements for conferences, courses, meetings and hearings away from the office.  Ensuring submission of travel claims for the Director/Deputy Commissioner.

ENQUIRIES
:
Ms Malotane M J (012 3072540) - National Head Office
POST 10/101
:
TYPIST: POST ADVERTISEMENT 


Directorate:  Hr Admin And Utilization

SALARY
:
R46 200  per annum

CENTRE
:
National Head Office (Pretoria)

REQUIREMENTS
:
Std 10 with typing as a subject. Type ± 55 words per minute. Successful completion of a work processing course.  Practical experience in Windows 98/2000, Ms Word, Excel and PowerPoint are essential.

DUTIES
:
Plan, depending on the kind of typing, the layout thereof in accordance with the directives. Type letters, memoranda, data etc. Check typing and correct where necessary.
ENQUIRIES
:
Ms Malotane M J (012 3072540):  National Head Office

ANNEXURE B
DEPARTMENT OF DEFENCE

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

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

OTHER POSTS

POST 10/102
:
ASSISANT DIRECTOR (POLICY CONTROL)
SALARY
:
R183 084 per annum

CENTRE
:
Defence Secretariat (GITO), Pretoria.

REQUIREMENTS
:
Diploma or Degree in Information Communication Systems Management (NQF 6/7).  Vast experience in ICS Regulatory Framework and ICS Policies will be an advantage. Applicants with prior learning, either by means of experience or alternative courses may also apply. Special requirements (skills needed): Good communication-, strategic and senior management skills. Knowledge of DOD Regulatory Framework will be a recommendation. Excellent verbal and written communication skills. Specialist knowledge of ICS management. Ability to negotiate at strategic level. Must be able to obtain a Top Secret security clearance within a year. 

DUTIES
:
Provide support in the development and maintenance of strategic level ICS policies, standards, regulations, norms, best practices and procedures. Provide support in the formulation of policy requirements and governance inputs for submission to the GITO Council and ICS stakeholders.  Provide support in the analysis of National Government and guidelines/standards to ensure alignment of DOD ICS policies.  Implement and monitor approved control measures related to the formulation, promulgation and institutionalisation of ICS Policy in the DOD.  Manage the DOD ICS Regulatory Framework in terms of configuration control, content and completeness.  General office duties like, business plan inputs, budget management, HR and ETD inputs and conferences and meeting administration. 

ENQUIRIES
:
Col G.J. Barnard, Tel: (012) 482 2014
APPLICATIONS
:
Department of Defence, Defence Secretariat (GITO), Private Bag X910, Pretoria, 0001.

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

POST 10/103
:
ASSISANT DIRECTOR (INFORMATION AND COMMUNICATION SYSTEMS STATEGIC DIRECTION)

SALARY
:
R183 084 per annum

CENTRE
:
Defence Secretariat (GITO), Pretoria.

REQUIREMENTS
:
Diploma or Degree in Information Technology (NQF 6/7). Vast experience on the strategic management level of an organisation will be an advantage.  Applicants with prior learning, either by means of experience or alternative courses may also apply. Special requirements (skills needed): Good communication and senior management skills. Excellent verbal and written communication skills. Specialist knowledge of ICS management. Ability to negotiate at strategic level. Experience on the strategic management level of an enterprise, regulatory framework as appropriate to Information and Knowledge Management in Government and nature of complex or diversified organisation will be a recommendation.  Must be able to obtain a Top Secret security clearance within a year. 

DUTIES
:
Formulate and maintain DOD Information Strategy. Formulate and maintain Defence Enterprise Information System (DEIS) Framework. Formulate and maintain of standards for interoperability, principles for selection and guidelines for design and implementation of Information and Communication Systems. Strategic control regarding the planning and implementation of the solution to realise the DEIS Framework. 

ENQUIRIES
:
Col G.J. Barnard, Tel: (012) 482 2014.

APPLICATIONS
:
Department of Defence, Defence Secretariat (GITO), Private Bag X910, Pretoria, 0001.

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

POST 10/104
:
ASSISANT DIRECTOR (INFORMATION AND KNOWLEDGE MANAGEMENT)

SALARY
:
R183 084 per annum

CENTRE
:
Defence Secretariat (GITO), Pretoria.

REQUIREMENTS
:
Diploma or Degree in Information Management (NQF 6/7). Vast experience on the strategic management level of an organisation will be an advantage. Applicants with prior learning, either by means of experience or alternative courses may also apply. Special requirements (skills needed): Good communication and senior management skills. Specialist knowledge of ICS management. Ability to negotiate at strategic level. Excellent verbal and written communication skills.  Experience on the strategic management level of an enterprise, regulatory framework as appropriate to Information and Knowledge Management in Government and nature of complex or diversified organisation will be a recommendation. Must be able to obtain a Top Secret security clearance within a year. 

DUTIES
:
Institutionalise Information as a strategic resource. Establish information and knowledge management policy. Define and maintain the reference framework for information and knowledge management. Ensure compliance to the information and knowledge management strategic direction. 

ENQUIRIES
:
Col G.J. Barnard, Tel: (012) 482 2014.

APPLICATIONS
:
Department of Defence, Defence Secretariat (GITO), Private Bag X910, Pretoria, 0001.

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

POST 10/105
:
CHIEF WORK STUDY OFFICER (2X 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
:
R183 084 per annum

CENTRE
:
Defence Policy, Strategy & Planning Division Integrated Management Systems Directorate Management Consultancy Service Centre, Pretoria.

REQUIREMENTS
:
A Certificate/Diploma in Organisation and Work Study (Management Services) (NQF Level 5 – 6) Preferable. Course in Facilitation and Business Process Re-Engineering and Job Evaluation (EQUATE) and experience within security environment will be an advantage.  Applicants with prior learning, either by means of experience or alternative courses may also apply. Special requirements (skills needed): Conceptual thinking and problem solving-, strong written and verbal communication-, management-, computer literacy-, strong leadership-, policy analysis-, strong report writing-, presentation-, facilitation-, interviewing-, research-, problem solving-, job evaluation-, job design and planning skills. Innovative and creative thinker.  Must be able to obtain a confidential security clearance within a year. Note: Successful short-listed candidates will be required to undertake a pre-interview to evaluate the required skills and knowledge.

DUTIES
:
Undertake high-level investigations and present the results to clients and supervisors. Responsible to review and re-design organisational structures, compile job descriptions and determine post establishment requirements as well as conduct job analysis and job evaluation. Act as team leader in work-study investigations. Act as Project leader in work-study investigations. Serve as co-team leader for job evaluation investigations. Provide advice to clients and junior work-study officials in respect of management services. Make proposals to management on work efficiency by means of the application of work-study techniques. Ensure compliance with norms, standards, policy and prescripts. Provide inputs to management services policy. Ensure quality control of reports within the Management Services environment. Facilitate planning sessions. Optimise business processes, supervise and train staff.

ENQUIRIES
:
R (Adm) (JG) P.C. Potgieter, Tel: (012) 355 5060.

APPLICATIONS
:
Department of Defence, Policy, Strategy and Planning Division, Directorate Integrate Management Systems, Private Bag X910, Pretoria, 0001

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

POST 10/106
:
SENIOR WORK STUDY OFFICER



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
:
R122 841 per annum

CENTRE
:
Defence Policy, Strategy & Planning Division. Integrated Management Systems Directorate Management Consultancy Service Centre, Pretoria.

REQUIREMENTS
:
A Certificate/Diploma in Organisation and Work Study (Management Services) (NQF Level 5 – 6) Preferable.  Courses in Business Process Re-Engineering and Job Evaluation (EQUATE) and experience in Security environment will be an advantage. Applicants with prior learning, either by means of experience or alternative courses may also apply. Special requirements (skills needed): Well-develop skills in organisation and job design problem solving, interview and research. Strong written and verbal communication-, computer literacy-, strong report writing-, presentation-, job evaluation-, planning- and report writing skills.  Must be able to obtain a confidential security clearance within a year. 

DUTIES
:
Responsible to review and re-design organisational structures, compile job descriptions, determine post establishment requirements, conduct job analysis and job evaluations. Render a support service with regards to the administration of job evaluation. Responsible for making proposals to management on work efficiently by means of the applications of work-study techniques. Participate in projects regarding work-study investigations. Ensure adherence to norms, standards, policy and prescripts. Optimise business processes.

ENQUIRIES
:
R (Adm) (JG) P.C. Potgieter, Tel: (012) 355 5060.

APPLICATIONS
:
Department of Defence, Policy, Strategy and Planning Division, Directorate Integrate Management Systems, Private Bag X910, Pretoria, 0001

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

POST 10/107
:
SENIOR SECRETARY GR IV



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
:
SA Navy, Navy Office, 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. Knowledge of general office administration and security regulations. 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 and travel arrangements.  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
:
Ms C.A. Pols, Tel: (012) 339 4235.

APPLICATIONS
:
Department of Defence, Navy Office, Private Bag X104, Pretoria, 0001/224 Visagie street, Pretoria, 0002. 

FOR ATTENTION
:
WO2 A.Y. Rapson.

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

POST 10/108
:
SENIOR SECRETARY 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
:
Departmental Acquisition and Procurement Division, (Armscor Building), Chief Director Procurement, 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): Proven ability to communicate effectively (written & verbal) in English at all levels. Intermediate proficiency in MS Office packages. Knowledge of general office administration. Knowledge of security regulations. Ability to provide personal assistant service. Ability to operate an efficient and organised office. Reasoning-, mathematical- and problem solving skills. Must be able to obtain a confidential security clearance within a year. 

DUTIES
:
Render secretarial functions that include keeping and updating of the Chief Director’s diary. Arrange appointments for staff members. Handling all telephone calls for the Chief Director. Render a support service to the Chief Director (including preparation of briefings/presentations, take minutes, memo’s, letters, etc and transcription thereof and make travel arrangements. Administrate the S&T claims. Manage general office duties (including accepting files and other documents and filing and appropriate stowage of documents and files). Provide a reception/communication /co-ordination service.

ENQUIRIES
:
Sgt N. Nkoko, Tel: (012) 355 5402.

APPLICATIONS
:
Department of Defence, Departmental Acquisition and Procurement Division, Private Bag X910, Pretoria, 0001.

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

POST 10/109
:
SENIOR SECRETARY GR III

SALARY
:
R79 407 per annum

CENTRE
:
SA Air Force, CDAP.

REQUIREMENTS
:
NQF Level 2 – 4: Preferable. Applicants with prior learning, either by means of experience or alternative courses may also apply. Secretarial certificate will be a recommendation. Special requirements: Computer literate, organizing, interpersonal relationships, problem solving and typing. Have detailed knowledge of the operation/utilisation of specific software packages. Must be able to obtain a confidential/secret security clearance with in a year. 

DUTIES
:
Write routine notes, memo’s letters and reports. Develop new ideas to change existing methods and procedures. Handle inland accommodation and expenditure claims and travel arrangements. Handle petty cash payments. Arrange meetings with Senior Managers. Compile agendas and take notes during meetings. Compile minutes correctly according to CSW. Order stationary. Maintain the Chief Director’s directory. Organise social functions. Deal with classified telephone calls, files/documents. Act as liaison officer and arrange for visitor’s authorization and parking. Scan newspapers and collect important clippings for the Chief Director. Update the telephone register.

ENQUIRIES
:
For attention: Ms E. Vermaak, Tel: (012) 312 2179.

APPLICATIONS
:
Department of Defence, SA Air Force, Air Command, Private Bag X199, Pretoria, 0001

FOR ATTENTION
:
Ms E. Vermaak

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

POST 10/110
:
SENIOR SECRETARY 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
:
Departmental Acquisition and Procurement Division, (Armscor Building), Director Technology Acquisition Authority Directorate, 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, organising, interpersonal relationships, problem solving and typing. Have detailed knowledge of the operation/utilisation of specific software packages.  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. 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 documents. Scan the newspaper and collect important clippings of OC. Organise social functions. Arrange for visitor’s authorisation and parking. 

ENQUIRIES
:
WO1 F. van Heerden, Tel: (012) 458 3795.

APPLICATIONS
:
Department of Defence, Departmental Acquisition and Procurement Division, Private Bag X910, Pretoria, 0001.

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

ANNEXURE C
DEPARTMENT OF ENVIRONMENTAL AFFAIRS AND TOURISM

The National Department of Environmental Affairs and Tourism is an equal opportunity, affirmative action employer. It is our intentions 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 a comprehensive CV and certified copies of qualifications in order to be considered. Take note that the Department will verify all qualification and experience and that original documents must be submitted on appointment and all qualifications obtained abroad will be evaluated by SAQA. Correspondence will be limited to successful candidates only. If you have not been contacted within 3 months after the closing date of this advertisement, please accept that your application was unsuccessful.

MANAGEMENT ECHELON

POST 10/111
:
SENIOR TECHNICAL ADVISOR: INDUSTRIAL PROCESS ENGINEERING (AP44/2007)


3-Year Renewable Contract Based On Performance



Department: Atmospheric Policy, Regulation And Planning

SALARY
:
Remuneration package of R502 725 per annum (including basic salary (60% of package), State’s contribution to the Government Employee Pension Fund (13% of basic salary) and a flexible portion.  The flexible portion of the package can be structured according to the individual’s personal needs.

CENTRE
:
Pretoria

REQUIREMENTS
:
PhD in Engineering, Process Engineering or Environmental engineering or Masters degree in Engineering, Process Engineering or Environmental engineering and 5 or more years of experience in the area of air quality policy, regulation and planning, industrial process engineering or cleaner technology. In order to fill the post efficiently and effectively, the incumbent must have specialist knowledge of Industrial processes and abatement technologies especially those relating to emissions to the air and the atmosphere and Cleaner technology/Best Available Environmental Technology. Applicants must have general knowledge of: (i) Government’s standard administrative procedures. (ii) Government’s environmental quality and protection related policies, priorities and strategies. (iii) Environmental policy, legislation and regulation development. .

DUTIES
:
The Department of Environmental Affairs and Tourism is looking for a Industrial Process Engineer to To provide technical expert input into the norms and standard development process and monitor local and international developments and trends in respect of air quality related cleaner production initiatives and technology. Participate in interdepartmental and provincial committees on environmental impact to ensure that Best Available Environmental Technology are considered in the policy, strategy, legislation, regulations and plans developed, and implemented. To develop an institutional framework for Best Available Environmental technology with the initial focus on air pollutants. To this end, the successful applicant will be responsible for the following key performance areas: (i) Technical support to national policy, legislation and regulation development and review (ii) contribution to, - identifying, and developing national norms and standards in respect of emissions to air related to cleaner technology and production; (iii) Day to day advising of the regional and local authorities in BAET related matters. Responsible for providing expert input to legal cases related to BAET in cases where DEAT, Regional or local authorities are involved; (iv) contribution to the AQA implementation project in regards to BAET related guidelines and manuals and standard formats to be used by Regional and local authorities (v) International benchmarking of standards and norms related to cleaner production technology and Issue printed information material related to BAET for external stakeholders.

ENQUIRIES
:
Ms Shirley Moroka, Tel (012) 310 3436

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

FOR ATTENTION
:
MS K Selemela

CLOSING DATE
:
25 March 2007

POST 10/112
:
SPECIALIST SCIENTIST: SENIOR ADVISOR, RISK ASSESSMENT (AP46/2007)



3-Year Renewable Contract Based On Performance



Department: Atmospheric Policy, Regulation And Planning

SALARY
:
Remuneration package of R502 725 per annum (including basic salary (60% of package), State’s contribution to the Government Employee Pension Fund (13% of basic salary) and a flexible portion.  The flexible portion of the package can be structured according to the individual’s personal needs.

CENTRE
:
Pretoria

REQUIREMENTS
:
A  Graduate Degree or higher in Toxicology or Environmental Epidemiology, a MPH or a Master degree in Science in combination with 5 or more years experience in the area of toxicology and risk assessment. In order to fill the post efficiently and effectively, the incumbent must have specialist knowledge of toxicology, exposure assessment and risk assessment. Experience or knowledge of environmental epidemiology, atmospheric chemistry and knowledge of Government’s environmental quality and protection related policies, priorities and strategies and general air quality management governance will be an advantage. In addition, candidates must have general knowledge of Environmental issues, especially those relating to the air and the atmosphere and air toxics.

DUTIES
:
The Department of Environmental Affairs and Tourism is looking for a dynamic senior advisor in the area of risk assessment within the Atmospheric Policy, Norms and standards unit. The successful applicant will be responsible for providing scientific support for ensuring that the department’s atmospheric policy, norms and standards functions are carried out efficiently and effectively, and are supported by relevant human health information. To this end, the successful applicant will be responsible for the establishment of an institutional framework for risk assessment with the initial focus on air toxics and will contribute to: (i) development national ambient air quality standards that is based upon relevant scientific information and effectively safeguards the health and well-being of all peoples and the environment; (ii) review of national policies, norms and standards related to atmospheric multilateral agreements and provision of technical support to the negotiations (iii) Provide science-based input to the implementation of AQA; participate in inter-departmental committees on environment and health issues; (iv) participate in periodic review of national standards and norms to ensure that they are based upon newest scientific data; (v) provide expert input into the risk management of accidental spills and releases (v) Support to other tiers of government and participation in international committees on health effect of air pollution.

ENQUIRIES
:
Ms Shirley Moroka, Tel (012) 310 3436

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

FOR ATTENTION
:
MS K Selemela

CLOSING DATE
:
25 March 2007

OTHER POSTS

POST 10/113
:
ENVIRONMENTAL OFFICER: SUSTAINABLE COASTAL LIVELIHOODS AND SOCIO-ECONOMIC DEVELOPMENT MCM 14/2007

SALARY
:
R98 916 per annum Total package R 136 338 conditions apply (SR 7)

CENTRE
:
Cape Town

REQUIREMENTS
:
B-degree in Natural Sciences/Environmental Management/Socio-Economics or equivalent qualification and relevant experience. Knowledge of the coastal eco-tourism sector and related practical and academic experience. Knowledge and understanding of the functioning of coastal livelihoods and socio-economic development. Knowledge of coastal management processes and principles would be an added advantage. The ability to interpret and apply the policy emanating from the White Paper. The possession of good communication skills (both verbal and written), project management, conflict management, financial management, negotiation skills, an understanding of social issues, and micro and macro-economic principles, environmental law and its application, and good interpersonal skills. 

DUTIES
:
Promote and manage sustainable livelihoods opportunities for coastal communities. Develop new opportunities and manage existing coastal livelihoods initiatives at a national, provincial and local scale. Liaise with the different Sub-Directorates within the Chief Directorate Integrated Coastal Management to identify problem areas relating to coastal management, and to resolve coastal management concerns whilst simultaneously providing alternative livelihoods to the local adjacent community.  Liaise with communities and donor funders to finalise project proposals for potential funding.  Assist in the sourcing of funding for project proposals and provide technical support to the projects and project managers.  Where appropriate you will be implementing a training and capacity building strategy to align the Chief Directorate with Project Consolidate.  Assist in the compilation of a national strategy for sustainable coastal development that will be in alignment with the National Strategy for Sustainable Development.  In collaboration with supervisor, plan and manage the allocated budget and associated administration of approved projects.

ENQUIRIES
:
Mr. B. P. Semoli Tel: (021) 402 3534

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

FOR ATTENTION
:
6TH Floor HR Registry: Integrated Human Resources 

CLOSING DATE
:
23 March 2007

POST 10/114
:
ENVIRONMENTAL OFFICER: SUBSISTENCE & SMALL SCALE COMMERCIAL FISHERIES REF MCM 12/2007


Branch: Marine And Coastal Management

SALARY
:
R98 916 per annum (Total package of R136 338 p.a Conditions apply)

CENTRE
:
Port St.Johns

REQUIREMENTS
:
An appropriate recognized Tertiary Qualification in Natural/ Social Sciences.  Proven exposure to Subsistence and Small-Scale Commercial Fisheries and/or Coastal Community development issues particularly in the Wild Coast.  Knowledge of marine living resources and coastal issues, an understanding of functioning of ecosystems and impact of human activity on the ecosystem. Knowledge of relevant legislation (Marine Living Resources Act no.18 of 1998) and Protected Areas Act of 2000. Good Communication, Report writing and Public speaking skills as well as Facilitation and Conflict Management. Computer literate with relevant software packages, Valid code 08 driver’s license.

DUTIES
:
Provide support in promoting the management and development of Subsistence and Small-Scale Commercial Fisheries by assisting with development of Subsistence and Small-Scale Commercial Fisheries policies, implementation and allocations of medium-term rights; strengthening and supporting existing Local Subsistence Committees and establishing Subsistence and Small Scale Commercial structures that has been established in the Wild Coast. Manage Subsistence Fisheries activities which include: meeting with subsistence communities on regular basis to guide them on sustainable marine living resources utilization; assist with interpretation or translation of documents related to subsistence and small scale commercial communities; co-ordinate registration, screening, verification and issuing of Subsistence and Small-Scale Commercial fishing permit/ exemptions and fishing rights. Supervise activities of catch monitors and ensure that they carry their duty as required. Facilitate and co-ordinate training programmes for Local Subsistence Co-management Committees, and Community Catch Data Monitors. Liaise with affected and interested stakeholders, Departmental Conservation agencies, Departmental Fisheries Inspectors, project implementers, other Institutions, Provincial Departments and Co-management Committees. Participate in management meetings, Provincial Coastal Committee Meetings and meet with marine resource users to identify and resolve relevant local problems and community needs. Be prepared to travel and work in rural areas. Keep updated records of fishers issued with fishing rights or permits. 

ENQUIRIES
:
Mr. Andrew Motha Tel: 043- 7223464

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

FOR ATTENTION
:
6TH Floor HR Registry: Integrated Human Resources 

CLOSING DATE
:
23 March 2007

POST 10/115
:
HUMAN RESOURCE PRACTITIONER: HR EQUIPMENT AND ASSET MANAGEMENT REF (AP 43/2007)

SALARY
:
R98 916 per annum (Total package of R147 354 per annum  conditions apply)

CENTRE
:
Pretoria

REQUIREMENTS
:
Grade 12 certificate and appropriate experience or Degree /Diploma in Administration. Knowledge and skills in general administrative procedures. Knowledge of HR Legislative Framework, Asset Management and Persal.  Computer Literacy and interpersonal relations skills. Incumbent must be able to work under pressure. Organizing and planning skills. Basic knowledge of supply chain management, and conditions of service will be an added advantage.

DUTIES
:
Compile a database of resigning/transferring employees. Compile a list of assets allocated to the resigning/transferring employees. Administer the process of recovering equipment during resignations/transfers of employees. Liaise and conduct meetings with relevant units. Handle general correspondences and telephonic queries pertaining to the recovery of equipment relating to transfers/resignations. Ensure the recovered equipments are returned to the relevant unit. Facilitate the recovery of costs for unaccounted equipment. Assist with the development of procedures to handle the recovery of equipment.  Administration of conditions of service.

ENQUIRIES
:
Ms T Mabitsi (012) 310 3518

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

FOR ATTENTION
:
MS L Maledu Fax (012) 322 2682)

CLOSING DATE
:
26 March 2007

ANNEXURE D
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 (experience must be comprehensively detailed) and certified copies of qualification certificates. No faxed applications will be considered. Sections E and F of the application form (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 applications as unsuccessful. 

MANAGEMENT ECHELON

POST 10/116
:
(3 POSTS) *DIRECTOR: SADC: *DIRECTOR: NORTH SOUTH CO-OPERATION; *DIRECTOR: SOUTH-SOUTH CO-OPERATION 



Applicants Must Complete A Separate Application For each post if applying for more than one, as well as the name of the post .



International Health Liaison
SALARY
:
Remuneration package of R502 725 per annum (basic salary of 60% of package). State’s contribution to the Government Employee Pension Fund (15% of basic salary) and a flexible portion. The flexible portion of the package can be structured according to the applicable guidelines of the Senior Management Services.

CENTRE
:
Pretoria.

REQUIREMENTS
:
*An appropriate recognised Bachelor’s degree or equivalent qualification *A training in International Relations will be an added advantage *Knowledge and experience in the functioning of the African Union and SADC Policies and Frameworks *Understanding of transformation and change management processes, Public Service Regulations and legislation related to gender equity *In-dept knowledge of the South African Foreign Policy Priorities and Objectives *Experience in a Middle or Senior Management position e.g. SMS or Deputy Director *Computer literacy *Good interpersonal relations *Good communication skills (written and verbal) *Good planning and organisational skills Note: The successful candidate will be required to enter into a performance agreement and to sign an employment contract. 

DUTIES
:
*Manage the Department’s bilateral relations with all countries *Interact with and analyse foreign policy for Strategy Development in the Health Sector *Manage the Department’s participation in multilateral forums e.g. UN, South-South formations etc *Establish Strategic Alliances to support the Department’s international relations *Give guidance to the Department in terms of strategic programmes for international interaction and collaboration *Ensure strategic positioning and maintenance of a good image for the Department at all international levels *Overall co-ordination of the Department’s participation in international health *Management of the human and financial resources and programmes of the cluster *Ensure implementation of the national health policy and alignment with the international instruments for health (SADC Health Protocol, NEPAD Health Strategy, Millennium Development Goals). 

ENQUIRIES
:
Mr M A K Kau at tel (012) 312-3237.

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

OTHER POSTS

POST 10/117
:
DEPUTY DIRECTOR: EPIDEMIOLOGY AND SURVEILLANCE


Cluster: Health Information, Evaluation and Research: Directorate: Epidemiology and Surveillance
SALARY
:
An all inclusive remuneration package of R289 635 per annum including choice of basic salary between 75% and 70% of package, State’s  contribution to the Government Employee Pension Fund (13% of basic salary and a flexible portion). The flexible portion of the package can be structured according to the Middle Management Service guidelines.  

CENTRE
:
Pretoria
REQUIREMENTS
:
A recognised Bachelor’s degree in Medical Sciences, Public Health or related discipline or equivalent qualification. Five years applicable experience. Knowledge of health related software programmes (MS Excel, STATA, SPSS and EPI INFO). Willingness to travel extensively and work after hours. A valid code 08 (Code B) driver’s licence.   

DUTIES
:
*Strengthen and maintain public health surveillance systems *Provide provincial support and basic epidemiology and surveillance systems training for key surveillance personnel *Conduct and monitor the antenatal HIV and Syphilis prevalence survey *Provide support in terms of epidemic preparedness, outbreak investigation and response *Drive and support the implementation of the World Health Organisation surveillance strategy Integrated Disease Surveillance and Response (IDSR).  

ENQUIRIES
:
Dr TI Mosala  tel.  (012) 312 0474/312 0780.

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

POST 10/118
:
ASSISTANT DIRECTOR: MEDICAL NATURAL SCIENCES


Cluster: Communicable Diseases: Communicable Disease Control
SALARY
:
R183 084 per annum (plus competitive benefits)

CENTRE
:
Pretoria
REQUIREMENTS
:
A BSc. (Honours) degree in Zoology/Parasitology/Microbiology or equivalent qualification. Knowledge and understanding of the life cycles of the parasites and vectors responsible for various diseases. Experience in the development or implementation of strategies combat the vector borne diseases is essential e.g. Malaria. The ability to evaluate and interpret reports and research findings is necessary. Good communication (written and verbal), interpersonal and computer literacy skills are required. A clear understanding of epidemiology, health research, monitoring and evaluation techniques is also a necessity. The candidate  should demonstrate managerial (financial and human resources) and leadership qualities. The incumbent should be able to co-ordinate multi-disciplinary activities and liaise with multi-sectoral organisations nationally, regionally and internationally. A valid code 08 (Code B) driver’s licence

DUTIES
:
*Provide technical support and training on vector-borne disease surveillance, prevention and control Assist in development and updating of policies and guidelines for the prevention and control of specific vector-borne diseases such as malaria *Development of educational material for health personnel and the public *Monitor and evaluate implementation of vector-borne disease control programmes *Maintain and distribute statistics for vector-borne diseases *Assist in malaria initiatives *Provide expert advice regarding parasitology *Liaise with other government departments, International organisations, neighbouring countries and private companies in matters pertaining to vector-borne diseases *Provide relevant information on vector-borne diseases to senior management and other units in the department *Reply to parliamentary ministerial, media enquiries and other correspondence *Be part of the team combating communicable diseases in general *Provide feedback on vector-borne diseases at meetings, conferences and workshops *Act as programme manager in the absence of the Deputy Director

ENQUIRIES
:
Dr MRB Maloba at tel. (012) 312 0375. 

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

POST 10/119
:
ASSISTANT DIRECTOR: INTERNAL COMMUNICATION 



Cluster: Communication: Directorate: Health System Communication (Organisational Communication)
SALARY
:
R146 685 per annum (plus competitive benefits).

CENTRE
:
Pretoria.  

REQUIREMENTS
:
An appropriate recognised three-year degree in Communication/Marketing/Public Relations or equivalent qualification. Three to 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 mentoring 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
:
*Assist in the management of internal communication of the unit *Assist in the development and implementation of internal communication plan with key milestones combining both Departmental activities and Government’s programme of action *Assist in the development of content for various products and platform to effectively reach out to officials in the Department through internal newsletters and publications, Intranet, notice boards and news flashes *Assist in dissemination of information and distribution of material in the Department, including Provincial departments and district offices *Assist in the conducting 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. *Assist in facilitating 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
:
10 April 2007 (Applications received after the closing date will not be considered).

POST 10/120
:
ADMINISTRATIVE OFFICER (2 POSTS)


Cluster: Strategic Planning



(This post is advertised in the Public Service only. Applicants who are not employed in the Public Service will not be considered for the post. This is a re-advertisement of a post with reference number PSC 33/26 of 2006. Candidates who previous applied for this post may re-apply if they are still interested)

SALARY
:
R98 916 per annum (plus competitive benefits)

CENTRE
:
Pretoria
REQUIREMENTS
:
*An appropriate Bachelor’s degree or equivalent qualification *Knowledge and experience in PFMA (Applications) and Public Service Act *Knowledge and experience in provisioning administration *Extensive computer knowledge (MS Office Packages i.e. MS Word, MS Excel, MS PowerPoint) *Organisational and planning skills *Good interpersonal relations *Good administrative skills *Good communication skills (written and verbal) *Ability to work under pressure *A valid Code 08 (Code B) driver’s licence.

DUTIES
:
*Execute a variety of administrative tasks e.g. assist with controlling of documents, drafting of memorandums, drafting of correspondence to relevant stakeholders and Provincial Health Departments *Keep records of documents *Render Assistance on a wide spectrum of matters e.g. budgeting, procurement, maintenance and special projects *Assist with collection and updating of quarterly progress reports for both National and Provincial Departments of Health *Assist with compilation and co-ordinating the Clusters newsletter *Take minutes of Directorate and Cluster meetings *Administration of the Director’s office.  

ENQUIRIES
:
Mr Clive Magagula at tel no (012) 312-0415

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

POST 10/121
:
ADMINISTRATIVE OFFICER


Cluster: HIV and AIDS and TB: Directorate: MTCT Research



(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). This is a re-advertisement, candidates who previously applied for the post (PSC. 40/25) must re-apply if they are still interested.

SALARY
:
R98 916 per annum (plus competitive benefits)  

CENTRE
:
Pretoria
REQUIREMENTS
:
An appropriate three-year Bachelor’s degree or equivalent qualification. Knowledge and experience in office administration. Experience in the field of HIV and AIDS. Knowledge and experience in Financial Management and Provisioning Administration. Communication skills (written and verbal). Good planning and organisational skills. The ability to handle different tasks and work under pressure. Computer literacy

DUTIES
:
*Provide general administration support to the Unit *Assist with the arrangement of meetings, travel and accommodation for staff of the sub-directorate *Compile minutes for the staff meeting *Arrange workshops and functions of the sub-directorate *All word processing work *Assist with all the processing of expenditure claims *Manage the filing system *Handle all logistical matters with support from the Deputy and Assistant Director *Manage documents and submissions tracking *Prepare information for meetings and presentations *Prepare and administer office budget and expenditure control *Arrange submissions, (financial implications, quotations and route list) and parliamentary questions *Ensure the effective and efficient operational functioning of the sub-directorate

ENQUIRIES
:
Mr D Loykissonlal  at tel. (012) 312 3222. 

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

POST 10/122
:
ASSISTANT INTERNAL AUDITOR  (2 POSTS)


Office of the Director-General. Internal Audit



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

SALARY
:
R79 407 per annum (plus competitive benefits)

CENTRE
:
Pretoria

REQUIREMENTS
:
*An appropriate three-year Bachelor’s degree or equivalent qualification in commerce, economic sciences, accounting, public administration and project management *At least four to six months experience in related field of internal auditing *Knowledge and understanding of basic financial management, accounting, statistical analysis and Standards for the Professional Practice of Internal Auditing (SPPIA) *Must be prepared to travel occasionally and work irregular hours when necessary *Computer literacy *Intermediate numeric and literacy skills *Good communication skills (written and verbal) *A valid code 08 (Code B) driver’s licence.

DUTIES
:
*Perform audit tests and provide audit results which form the basis of all reports to management through regular supervision *Assist internal auditors in execution of audit plan *Assist in obtaining information to analyse internal control systems and procedures and documenting system descriptions *Prepare working papers and obtain audit evidence for all audit exceptions *Verify compliance with laws, regulations, departmental policies and procedures relating to audit conducted *Assist other team members in compiling audit queries *Signing-off of all working papers compiled by officer self *Liasing with internal auditor and clients at certain levels on a regular basis during the audit and provide feedback on all matters to the supervisor *In conjunction with the supervisor, perform clerical duties relating to audit work or other related duties

ENQUIRIES
:
Mr M M Komape at tel no (012) 312-0592

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

POST 10/123
:
SENIOR SECRETARY GRADE II


Cluster: Strategic Planning



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

SALARY
:
R64 143 per annum (plus competitive benefits)

CENTRE
:
Pretoria
REQUIREMENTS
:
*Senior Certificate (Grade 12) or equivalent qualification and a Secretarial Course Certificate *One year appropriate knowledge and experience as a secretary *Basic knowledge and experience in provisioning administration *Computer literacy *Good interpersonal relations *Good communication skills (written and verbal) *Excellent planning skills *Ability to work under pressure and willing to work irregular hours.

DUTIES
:
*Management of correspondence in the office of the Director *Manage and handle telephone communication *Manage the Director’s diary *Organise meetings, workshops and refreshments *Make travel and accommodation arrangements for the Director *Maintain a good filing system for the Director *Process subsistence and transfer advances and claims, logis *Manage routine activities of the Director *Execute a variety of administrative tasks e.g. taking minutes, control of documents, assist with drafting of memorandums and submissions *Keep records of documents *Make copies, bind documents and serve tea. 

ENQUIRIES
:
Mr Clive Magagula at tel no (012) 312-0415.

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

POST 10/124
:
SENIOR LOGISTICS CLERK GRADE I


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

SALARY
:
R54 222 per annum (plus competitive benefits)

CENTRE
:
Cluster: Chief Financial Officer. Directorate: Supply Chain Management. Pretoria

REQUIREMENTS
:
*Senior Certificate (Grade 12) or equivalent qualification *At least two years relevant experience in logistics management including payments or orders or database maintenance *Knowledge of Supply Chain Management *Appropriate experience in terms of logistics management *Knowledge and experience with regard to LOGIS, BAS and Procurement Processes *Knowledge of PPPFA and Treasury Regulations *Computer literate *Good communication skills (written and verbal) *Good interpersonal relations.

DUTIES
:
*Check and control statements received from suppliers for discrepancies *Handle enquiries concerning outstanding payments *Obtain and arrange invoices and credit notes for payment *Report faulty payments to the head of payments *Check invoices before payment is made *Capture invoices on the system with selection FIIN *Capture invoices on LOGIS *Indicate credit notes *Sifting out of invoices and drawing the correct documentation (order) form 0-9 file *Capture payments according to quantity indicated on the receipt documents *Forward the invoice to the Unit for approval *Ensure that the bank details of the supplier exist on the system and that information on the invoice corresponds with the information on the system *Request for new or updated details from the supplier *Pre-authorise payments *Forward payments for verification and final authorisation *Amend payments or invoices when wrongly captured *Follow up on outstanding payments. 

ENQUIRIES
:
Mr E Bologo at tel (012) 312 - 3231

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

POST 10/125
:
LOGISTICS CLERK GRADE II


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

SALARY
:
R46 200 per annum (plus competitive benefits)

CENTRE
:
Cluster: Chief Financial Officer. Directorate: Supply Chain Management. Pretoria.

REQUIREMENTS
:
*Senior Certificate (Grade 12) or equivalent qualification *Appropriate experience in terms of logistics management *Basic knowledge and experience in LOGIS, BAS, Procurement, PPPFA, PFMA and Treasury Regulations *Knowledge of Supply Chain Management procedures *At least one year relevant experience in logistics management including payments or orders or database maintenance or sourcing of quotations *Computer literate *Good communication skills (written and verbal) *Good interpersonal relations *Good problem solving skills 

DUTIES
:
*Compile procurement advices manually and on LOGIS *Verify suppliers information including banking details *Verify company registration number and VAT registration *Link supplier details to a specific ICN *Create and amend suppliers details on the system *Ensure that the correct base allocation codes are captured *Sorting of SR and PA documents *Daily follow up of supplier details *Attend to inquiries *Filling of order documents in the 0-9 file *Assist in stocktaking *Capture suppliers in the database *Request for quotations *Source quotations according to PPPFA requirements *Communicate to suppliers in respect to sourcing information.

ENQUIRIES
:
Mr E Bologo at tel  (012) 312 -3231.  

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

ANNEXURE E
DEPARTMENT OF HOUSING

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

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

FOR ATTENTION
:
Mr D Sekwane

CLOSING DATE
:
23 March 2007

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

OTHER POSTS

POST 10/126
:
CHIEF PERSONNEL OFFICER REFERENCE: DOH/19/2007



Directorate: Human Resource Management



Subdirectorate: Human Resources Provisioning

SALARY
:
R122 841 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Applicants must be in possession of a National Senior Certificate/Grade 12 or equivalent qualification with relevant experience in the field of Human Resource Management. In addition of the above, good knowledge of Public Service Human Resource processes and systems, knowledge of the PERSAL system, Public Service Act, Public Service Regulations, Basic Conditions of Employment Act, and other employment legislations. Good understanding of recruitment and selection processes. Good understanding of establishment. Computer literacy will be a recommendation. Proven experience in supervision and knowledge of Vulindlela will be an added advantage. 

DUTIES
:
The successful candidate will be supervising all HR practises including, recruitment and selection,  conditions of service, termination of services, promotions, translation in rank, salary adjustments and personnel movements, administering the staff establishment and maintaining the Departmental organogram, training of subordinates, approval of transactions on Persal and administer the Performance Management System of the Department. 

ENQUIRIES
:
Mr J Sebola Tel: (012) 421-1403

ANNEXURE F
DEPARTMENT OF JUSTICE AND CONSTITUTIONAL DEVELOPMENT

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

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



Amendment: The reference number for the post of Personal Assistant to the Regional Head, Regional Office, Mmabatho that was advertised last week, should be Ref 07/125/NW and not as advertised.  Apologies for any inconvenience caused.

OTHER POSTS

POST 10/127
:
DEPUTY DIRECTOR: FINANCIAL MANAGEMENT REF: 07/143/NC
SALARY
:
R289 635 – R335 730 per annum (All inclusive). The successful candidate will be required to sign a performance agreement.

CENTRE
:
Regional Office, Kimberley

REQUIREMENTS
:
An appropriate recognized Three-year Bachelor’s Degree or equivalent qualification with Accounting as major; Extensive financial management experience; Advanced knowledge of all applicable financial Acts and regulations. Skills and Competencies: Proven managerial; Problem solving; Personal Management skills; Attention to detail; Computer literacy. The following will serve as recommendations: Knowledge of the Basic Accounting System(BAS) and PERSAL; Good planning, organizing and motivational skills; Ability to analyze problem areas and to initiate corrective measures; Advanced accounting skills; Good communication (written and verbal);  Leadership skills at all levels and the ability to function independently.

DUTIES
:
Oversee and manage the Financial Accounting, Management Accounting and Supply Chain Management functions in the Department; Provide a support service to the Regional Head and other managers in the execution of their functions in terms of the Public Finance Management  Act of 1999 and Treasury Regulations; Establish and maintain appropriate systems and policies to ensure effective and efficient risk management, internal control and resource management; Formulate creative and innovative solutions to enhance cost effectiveness and efficiency in output measures; Liaise with relevant stakeholders in the financial environment regarding transversal financial matters; Responsible for training and development of staff employed in the financial management; Assist the Regional Head in prevention of unauthorized irregular and fruitless expenditure.

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

CLOSING DATE
:
26 March 2007

POST 10/128
:
ASSISTANT MASTER REF: 07/142/MAS

SALARY
:
R289 635 – R335 730 per annum (All inclusive). The successful candidate will be required to sign a performance agreement.

CENTRE
:
Master Of The High Court, Pietermaritzburg

REQUIREMENTS
:
A Legal degree or equivalent qualification; A minimum of two years experience in the Masters environment (Guardian Fund, appointments, liquidations, etc); Must have attended and passed management/supervisory courses. The following will serve as a recommendation: An appropriate post degree qualification; Management and supervisory experience; Admission as an Attorney or Advocate of the High Court. Skills and Competencies: Management and Supervisory skills; Strong leadership qualities; Strategic and conceptual orientation; Strong communication skills with the ability to motivate and direct people; Attention to detail; People development and empowerment; Problem solving; Time management; Ability to work in a highly pressurized environment.

DUTIES
:
Reporting to the Deputy Master, the incumbent will manage the effective and efficient delivery of service at the Office of the Master of the High Court; Allocate work in the most effective manner among the Estate Controllers and ensure that all service level agreements are adhered to; Manage Human Resources and ensure their development in all aspects of the administration of deceased and curatorship estates, insolvent estates, companies and Trusts and all other related aspects in order to maintain consistent high levels of service; Provide the required legal expertise to administer estates and resolve any problems requiring interpretation or opinion, Represent the Masters office in its relationships with business, professional bodies and government institutions and ensure that all service level agreements are met; Prepares court reports in a professional manner when required to.

ENQUIRIES
:
Mr MFA Vahed ( (033) 264 7007 

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

CLOSING DATE
:
26 March 2007

POST 10/129
:
ASSISTANT DIRECTOR: ORGANISATIONAL DEVELOPMENT REF: 07/140/HR

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

CENTRE
:
National Office, Pretoria

REQUIREMENTS
:
A Bachelor’s Degree or appropriate qualification in Social Sciences or Human Resources; Three years relevant experience in Organizational Development projects, including Employee Assistance Program (EAP), Employment Equity (EE) and Change Management; Knowledge of labour legislation, including HIV/AIDS & Disability Code of Good Practice, EAPA Standards and DPSA Change Management guidelines; A valid driver’s license. Skills and Competencies: Proven Project Management skills; Good analytical, writing, presentation and computer skills; Interpersonal skills and ability to write and communicate effectively with stakeholders; Computer literacy (MS Office); Counseling skills (Registration with a Professional Statutory Council will be an advantage).

DUTIES
:
The purpose of this position is to provide professional project management support within the Directorate: Organizational Development (OD): Coordinate, facilitate and implement several projects simultaneously in EAP / Wellness Services, EE and Change Management; Project and Contract management; Promote and market OD services; Coordinate research projects such as climate surveys, EE audits and HIV prevalence study.

ENQUIRIES
:
Ms René van der Linde ( (012) 357 8228 

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

CLOSING DATE
:
19 March 2007

POST 10/130
:
ASSISTANT DIRECTOR: PROCUREMENT AND ASSET MANAGEMENT REF: 07/144/KZN

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

CENTRE
:
Regional Office, Durban

REQUIREMENTS
:
A Bachelor’s Degree or equivalent qualification; Three years supervisory and procurement experience; Skills and Competencies: Computer literacy (MS Office); Good communication (verbal and written); 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
:
Monitor and control advertisements, supervise opening of tenders, order and issue tender documents; Manage and control the evaluation of tenders including making of recommendations for awards of contractors; Adjudicate tenders including attending adjudicating of tender meeting with consultants, briefing with consultants, investigating of tenders, checking and correcting of submissions; Liaise with consultants and co-ordinate and control submission for award and monitor progress; Provide feedback to the Regional Bid Evaluation Committee, procurement administration office and the Regional Tender Committee; Respond and attend to appeal’s meeting, the information trust co-operation system for obtaining bank ratings and the access to Suppliers database and database of work commitments of contracts; Provide support to the District offices; Monitor the progress of all tenders and provide reports; Exercise delegations and supervision of staff.

ENQUIRIES
:
Mr M P Mtshali ( (031) 301 5303

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

CLOSING DATE
:
26 March 2007

POST 10/131
:
PERSONAL ASSISTANT/SECRETARY TO A VISUALLY IMPAIRED ATTORNEY REF: 07/141/SA

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

CENTRE
:
State Attorney, Johannesburg

REQUIREMENTS
:
Secretarial/Paralegal diploma or equivalent; Five years secretarial experience; A valid driver’s license and be prepared to travel. Skills and Competencies: Proficiency in Microsoft Office Programs and the ability to learn office litigation programme; Ability to work and read Braille; Above average planning and organizing; Ability to conduct research in the library; Problem solving regarding administration; Display maturity and the ability to maintain confidentiality; Assistance with mobility; Good judgment and decision-making; Good interpersonal relations with ability to take charge; Effective communication (verbal and written); Assertiveness and confidence to interact at all levels; Able to work under pressure and maintain a positive attitude.

DUTIES
:
Read all printed information required that is not in electronic format; Scan all printed material that is required to be converted into electronic format; Convert electronic material into Braille where required; Source information which may be of importance to the State Attorney (Newspaper clippings, internet, circulars, etc) including to maintain Office Instructions, Minutes, Court Notices, Legislation, etc. Assist and accompany the Attorney when attending meetings; Administer the on-line and physical diary of the Attorney; Manage information and data on behalf of the Attorney; Plan and schedule day to day tasks in the absence of the Attorney; Manage telephone calls and convey messages; Assist with arrangements and note taking in consultations; Draft coherent and convincing submissions to executive reports from notes; Type and edit correspondence; Receive and attend to visitors; Handle travel arrangements e.g. passport and visa accommodation, flight tickets subsistence and travel claims, money exchange and other tasks as directed by the Attorney.

ENQUIRIES
:
Mr K G Lekabe ( (011) 330 7602 

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

CLOSING DATE
:
26 March 2007

POST 10/132
:
ADMINISTRATIVE OFFICER: CHILD JUSTICE REF: 07/126/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 Degree in law or paralegal-qualification; Three years diploma , or degree in Social Sciences will be an added advantage; Knowledge of the functioning of the Criminal Justice Forum; A valid code EB drivers’ license. Skills and competencies: Good communication (verbal and written).

DUTIES
:
Act as a Secretariat for the Provincial Child Justice Forum; Gather and analyze statistics or information related to children awaiting trial in Correctional Centers’, Places of Safety, Holding Cells and other matters related thereto in the Province; Liaise with different stakeholders (Judiciary, Department of Social Development, Correctional Services, Prosecution, NGO’s, Legal Aid and Police) on matters relating to Child Justice for fast-tracking of such cases within the Criminal Justice process; Compile monthly reports to the National Inter-Social Child Justice Steering Committee and Provincial Justice, Crime Prevention and Security Cluster; Co-ordinate all activities relating to Child Justice.

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

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

CLOSING DATE
:
19 March 2007

POST 10/133
:
ADMINISTRATIVE OFFICER REF: 07/131/LP

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

CENTRE
:
Magistrate, Bochum

REQUIREMENTS
:
A Bachelor’s degree or equivalent qualification; Grade 12 certificates or ten years experience in Courts and the Departmental Financial Management; Sound knowledge of Human Resource Management, Financial Management, Budget control, Asset and Facility Management, Supply Chain Management and Risk Management; Extensive knowledge of the PFMA, DFI, BAS and JYP; A valid driver’s license. Skills and Competencies: Computer literacy (MS Office); Excellent communication skills (written and verbal); Public Management skills; Managerial and problem solving skills; Leadership and organizational skills; Good interpersonal skills; Customer orientation; Ability to interpret and apply policy; Ability to work under pressure as well as to work independently; Attention to detail.

DUTIES
:
Exercise control over duties related to Domestic Violence Act, Maintenance Act, Provisioning Administration, Cash Hall (Monies 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 trends; Check diverse documents for completion and correctness, documents management and maintaining of prescripts and records related to the functions of the Department; Facilitate training and development of personnel; Formal disciplinary matters; Manage the performance Management in the office; Render advice/assistance on a wide spectrum of matters; Control and maintain the Assets and Accommodation of the Department; 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, 0700

CLOSING DATE
:
19 March 2007

POST 10/134
:
SECRETARY REF: 07/132/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
:
A Secretarial / Office Management qualification or equivalent or Grade 12 with ten years in secretarial and office management; Short-listed candidates will be required to pass a typing test. Skills and Competencies: Good communication (verbal and written); Computer literacy (MS Office); Good customer relations; Good interpersonal relations; Good organizational skills; Ability to work under pressure and as part of the team; Accuracy and attention to detail.

DUTIES
:
Provide high quality secretarial support to State Attorneys; Type pleadings, letters, memoranda and reports; Do filing, faxes and photocopying; Arrange meetings, take minutes and follow-up on decisions made where necessary; Make travel and accommodation arrangements; Answer telephone and convey messages; Liaise with internal and external stakeholders, receive visitors as well as co-ordination of all activities falling under the section; Manage diary of the attorneys; Attend to queries and customer complaints promptly and in a friendly manner and supply the correct information; Maintain high standards of customer service in order to enhance interaction with customer and customer services.

ENQUIRIES
:
Ms H Gerber 021 441 9200

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

CLOSING DATE
:
19 March 2007

POST 10/135
:
CHIEF ADMINISTRATION CLERK REF: 07/134/GP
SALARY
:
R98 916 – R114 843 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
Magistrate, Soshanguve

REQUIREMENTS
:
A Bachelor’s Degree or equivalent qualification or Grade 12 with  ten years relevant experience; Knowledge of BAS, PFMA, DFI, JDAS, JYP and Transport Policies. Sound knowledge of Human Resources, Financial, Asset and Risk Management; A driver’s license will serve as a recommendation. Skills and Competencies: Computer literacy (MS Office); Good Communication (verbal and written); Good interpersonal relations and problem solving skills; Ability to work under pressure and work independently.

DUTIES
:
Render efficient and effective support to the courts; Maintain discipline and resolve complaints and grievances; Manage the Performance Management System in the office; Draft memoranda, submissions and reports; Control utilization and maintain the assets and accommodation of the office.

ENQUIRIES
:
Mr D van Loggenberg  ( 011 302 4111

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: The Regional Head, Private Bag X6, Johannesburg, 2000

CLOSING DATE
:
19 March 2007

POST 10/136
:
ADMINISTRATIVE OFFICER REF: 07/138/GP

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

CENTRE
:
Magistrate, Roodepoort

REQUIREMENTS
:
A Bachelor’s degree or equivalent qualification or Grade 12 certificate with ten years experience in Courts and the Departmental Financial Management; Sound knowledge of Human Resource Management, Financial Management, Budget control, Asset and Facility Management, Supply Chain Management and Risk Management; Extensive knowledge of the PFMA, DFI, BAS and JYP; A valid driver’s license. Skills and Competencies: Computer literacy (MS Office); Excellent communication skills (written and verbal); Public Management skills; Managerial and problem solving skills; Leadership and organizational skills; Good interpersonal skills; Customer orientation; Ability to interpret and apply policy; Ability to work under pressure as well as to work independently; Attention to detail.

DUTIES
:
Exercise control over duties related to Domestic Violence Act, Maintenance Act, Provisioning Administration, Cash Hall (Monies in Trust, 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; Check diverse documents for completion and correctness, document management and maintaining of prescripts and records related to the functions of the Department; Facilitate training and development of personnel; Formal disciplinary matters; Manage the performance Management in the office; Render advice/assistance on a wide spectrum of matters; Control and maintain the Assets and Accommodation of the Department; Any other duties that may be necessary to ensure the smooth-running of the office.

ENQUIRIES
:
Mr D van Loggenberg  ( 011 302 4111

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: The Regional Head, Private Bag X6, Johannesburg, 2000

CLOSING DATE
:
19 March 2007

POST 10/137
:
MAINTENANCE OFFICER (16 POSTS) REF: 07/127/NW

SALARY
:
R79 407 – R92 193 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
Magistrate: (1 Post Each Office): Brits, Ditsobotla, Klerksdorp, Kudumane, Lehurutshe, Lichtenburg, Madikwe, Mankwe, Molopo, Moretele, Pampierstad, Potchefstroom, Rustenburg, Taung, Vryburg, Zeerust

REQUIREMENTS
:
An appropriate legal qualification (B.Iuris, B.Proc or LLB; Proficiency in at least two official languages. Skills and Competencies: Computer literacy (MS Office); Numeracy skills; Excellent Communication skills (verbal and written); Ability to: work with the public in a professional and empathetic manner; develop a thorough understanding of all services and procedures in the area of Maintenance and other areas of Family Law; explain legal terminology and processes in simple language; manage time effectively and develop good facilitation skills; think and write clearly; think innovatively and work in pressured environment; assist the court in the conducting of Maintenance enquiries; facilitate communication between people with Maintenance disputes.

DUTIES
:
Perform the powers, duties or functions of a Maintenance Officer in terms of the Maintenance Act; Obtain Financial information for the purposes of Maintenance enquiries; Guide Maintenance investigators in the performance of their functions; Appear in the Maintenance Court and conduct proceedings in terms of  the Maintenance Act; Implement Bench orders.

ENQUIRIES
:
Mr M L Moetanalo  ( 018 389 8362

APPLICATIONS
:
If applying for more than one post, please list in order of preference. Quoting the relevant reference number, direct your application to: The Regional Head, Private Bag X2033, Mmabatho, 2735 

CLOSING DATE
:
19 March 2007

POST 10/138
:
E-SCHEDULER CLERK (27 POSTS) REF: 07/128/NW
SALARY
:
R64 143 – R74 472 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
High Court, Mmabatho(1);Magistrate: Bafokeng(2), Brits(1), Ditsobotla(1), Klerksdorp(2), Kudumane(1), Lehurutshe(1), Lichtenburg(1), Madikwe(1), Mankwe(1), Molopo(3), Moretele(2), Odi(3), Potchefstroom(2), Rustenburg(2), Taung(1), Vryburg(1), Wolmaransstad(1)

REQUIREMENTS
:
Grade 12 or equivalent qualification; Two years relevant experience. Skills and competencies: Good communication (verbal and written); Computer literacy(MS Office); Analytical, Efficient and Resourceful; Project Management; Good Interpersonal and Public Relations; Document Management and Typing; Problem solving; Presentation skills; Customer service orientated; Ability to work under pressure.

DUTIES
:
Obtain charge sheets and interpret contents; Accurately capture the data on the E-Scheduler system prior and after court hearing; Ensure that the charge sheets are secured and distributed timely withing the case preparation phase prior and after the court hearing before filing; Generate/ print daily reports required to improve the management of cases on the outstanding roll; Analyse statistics; Conduct queries on the system to obtain information not covered by the standard reports; Conduct charge sheet and data integrity audits and present outcome to supervisors/ managers; Present reports and outcome of queries to supervisors/ managers; Render assistance in general case flow management; Provide any administrative support as required by the relevant Court Manager or Supervisor.

ENQUIRIES
:
Mr M L Moetanalo  ( 018 389 8362

APPLICATIONS
:
If applying for more than one post, please list in order of preference. Quoting the relevant reference number, direct your application to: The Regional Head, Private Bag X2033, Mmabatho, 2735 

CLOSING DATE
:
19 March 2007

POST 10/139
:
COURT INTERPRETER (2 POSTS) REF: 07/135/GP
SALARY
:
R64 143 – R74 472 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
Magistrate, Krugersdorp (1), Roodepoort (1)

REQUIREMENTS
:
Senior Certificate or equivalent qualification; Tertiary qualification will be an advantage; Language ability of English and Afrikaans; Applicants will be subjected to a language test: Valid driver’s license will be an added advantage. Language requirements: Roodepoort – English, Afrikaans, Venda, Xhosa, Tswana,    Swati and South African Ndebele; Krugersdorp – English, Afrikaans, Tswana, North Sotho, Zulu, Xhosa and Venda; Skills and Competencies: Computer literacy; Good communication (verbal and written); Administration and organizational skills; Ability to maintain interpersonal relations; Attention to detail.

DUTIES
:
Keep court records up to date; Interpret in criminal court, civil court, labour court, quasi judicial proceedings; Interpret during consultation; Translate legal documents and exhibits; Record cases in criminal record book; Draw case records on request of the magistrates and prosecutors; Perform any other duties that he/she may be assigned to in terms of rationalizations of functions by the office.

ENQUIRIES
:
Mr D van Loggenberg ( (011) 302 4111 

APPLICATIONS
:
If applying for more than one post, please list in order of preference. Quoting the relevant reference number, direct your application to: The Regional Head, Private Bag X6, Johannesburg, 2000 

CLOSING DATE
:
19 March 2007

POST 10/140
:
MAINTENANCE CLERK (32 POSTS) REF: 07/129/NW
SALARY
:
R54 222 – R62 946 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
Magistrate: (1 Post Each Office): Atamelang, Bafokeng, Bloemhof, Brits, Christiana, Coligny, Delareyville, Ditsobotla, Fochville, Ganyesa, Groot Marico, Klerksdorp, Koster, Kudumane, Lehurutshe, Lichtenburg, Madikwe, Mankwe, Molopo, Moretele, Odi, Ottosdal, Pampierstad, Potchefstroom, Rustenburg, Schweizer Reneke, Swartruggens, Taung, Ventersdorp, Vryburg, Wolmaranstad, Zeerust

REQUIREMENTS
:
Grade 12 or equivalent qualification; Two years relevant experience; Training in customer care and/or a Para-legal Diploma NQF 5 will be an advantage. Skills and competencies: Basic numeracy and computer literacy; Ability to apply the correct processing steps to matters and to develop basic knowledge of services provided in the courts; Ability to communicate clearly with other procedural role-players and to explain basic legal concepts and procedures in plain language; Ability to work with public in a professional manner.

DUTIES
:
Capture case information, open files and allocate file numbers; Process matters, including line communication with all relevant parties; Schedule matters and implement Bench orders.

ENQUIRIES
:
Mr M L Moetanalo  ( 018 389 8362

APPLICATIONS
:
If applying for more than one post, please list in order of preference. Quoting the relevant reference number, direct your application to: The Regional Head, Private Bag X2033, Mmabatho, 2735 

CLOSING DATE
:
19 March 2007

POST 10/141
:
SENIOR ADMINISTRATION CLERK: DATA CAPTURER (7 POSTS) REF: 07/130/NW

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

CENTRE
:
Regional Office, Mmabatho(1) Magistrate: Klerksdorp(1), Molopo(1), Odi(1), Potchefstroom(1), Rustenburg(1), Taung(1)

REQUIREMENTS
:
Grade 12 Certificate or equivalent qualification; Two years relevant experience, including experience in MS Access, Excel and Power Point; A good command of English; A reading ability in other languages would be an advantage. Skills and Competencies: Computer literacy (MS Office); Excellent Communication skills (verbal and written); Ability to work independently; Accuracy and attention to detail.

DUTIES
:
Receive incoming statistical source documents from all sub-offices in a Court Management Area; Enter incoming source documents in a register; Compile batches of source documents received per area management office; Capture available data from source documents, as required by the Area Court Manager; Control to ensure that all data has been captured by comparing computer data with the register; File incoming batches after they have been captured; Follow up on source documents not received; Maintain electronic data files; Dispatch available data to data users, as required from time to time, and to the Court Nerve Centre at National Office; Complete daily production returns; Comply with information security policy; Produce defined court performance charts and graphs at the request of the Area Court Manager.

ENQUIRIES
:
Mr M L Moetanalo  ( 018 389 8362

APPLICATIONS
:
If applying for more than one post, please list in order of preference. Quoting the relevant reference number, direct your application to: The Regional Head, Private Bag X2033, Mmabatho, 2735 

CLOSING DATE
:
19 March 2007

POST 10/142
:
SENIOR TYPIST REF: 07/133/MAS

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

CENTRE
:
Master Of The High Court, Pretoria

REQUIREMENTS
:
Grade 12 certificate or equivalent qualification with typing as a passed subject; Two years relevant experience; Minimum typing speed of 35 wpm; An appropriate word processing course successfully completed; Shortlisted candidates will be required to pass a typing test. Skills and Competencies: Computer literacy (MS Word); Accuracy and attention to detail; Ability to work under pressure.

DUTIES
:
Type reports; General correspondence; Answer telephone and take messages; Other administrative duties.

ENQUIRIES
:
Ms K E Ramahanelo ( 012 339 7807

APPLICATIONS
:
Postal address:  The Director-General:  Justice and Constitutional Development, Private Bag X81, Pretoria, 0001 OR Physical address:  Application Box, First Floor Reception, East Tower, Momentum Building, 329 Pretorius Street, Pretoria.

CLOSING DATE
:
19 March 2007

POST 10/143
:
SENIOR ADMINISTRATION CLERK (6 POSTS) REF: 07/136/GP

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

CENTRE
:
Magistrate: Heidelberg (1); Pretoria North (5)

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

DUTIES
:
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 traveling claims.   

ENQUIRIES
:
Mr D van Loggenberg ( (011) 302 4111 

APPLICATIONS
:
If applying for more than one post, please list in order of preference. Quoting the relevant reference number, direct your application to: The Regional Head, Private Bag X6, Johannesburg, 2000 

CLOSING DATE
:
19 March 2007

POST 10/144
:
SENIOR MESSENGER REF: 07/137/GP

SALARY
:
R40 227 – R44 883 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
Magistrate: Benoni

REQUIREMENTS
:
Grade 12 or equivalent qualification; Valid driver’s license; Skills and Competencies: Excellent Communication (verbal and written); Good interpersonal relations; Accuracy and attention to detail.

DUTIES
:
Collect and deliver post/parcels at the post office; Collect and deliver stationary/documents; Photocopy official documents; Drive and keep vehicle in clean and good condition; Assist with general office duties; Send and receive faxes. 

ENQUIRIES
:
Mr D van Loggenberg ( (011) 302 4111 

APPLICATIONS
:
If applying for more than one post, please list in order of preference. Quoting the relevant reference number, direct your application to: The Regional Head, Private Bag X6, Johannesburg, 2000 

CLOSING DATE
:
19 March 2007

ANNEXURE G
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 X 5, East Rand 1462, fax: 086 516 5793 or e-mail rhten@adcorp.co.za
CLOSING DATE
:
18 March 2007 Applications will not be considered after the closing date.

NOTE
:
Applications must be submitted on form Z83, obtainable from any Public Service Department and must 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 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. Persons with disabilities are encouraged to apply. The Department reserves the right not to appoint any applicant in this position.

OTHER POSTS

POST 10/145
:
PRINCIPAL PLANNER (REFERENCE: S8/3/2007/237)
SALARY
:
R146 685 per annum

CENTRE
:
Free State: Provincial Land Reform Office: Bloemfontein

REQUIREMENTS
:
Bachelor’s degree or equivalent qualification in geographic or related fields and work experience in a rural development/planning context *A degree in Town and Regional Planning would be a strong recommendation *Candidates with knowledge of land/property administration will also be considered *Excellent written and verbal communication skills and a valid driver’s license are required.

DUTIES
:
He/she will engage fully with provincial and local governments to ensure that the programmes and projects of the Department complement and add value to the developmental and growth objectives in the province *He/she will arrange and conduct training workshops for staff and for other role-players in land reform *He/she will be expected to serve on committees and other structures in the province and nationally in order to ensure that Land Reform in the province is integrated into the development and growth initiatives of all spheres of government *We envisage also that he/she will provide expertise as a member of a project team for various special projects in the province.

NOTE
:
That this is a re-advertisement. Candidates who applied for this post should not re-apply.

POST 10/146
:
SENIOR ADMINISTRATION CLERK (REFERENCE: S8/3/2007/251)

SALARY
:
R79 407 per annum

CENTRE
:
Office Of The Registrar Of Deeds: King Williams Town

REQUIREMENTS
:
Grade 12 or equivalent qualification. * Knowledge of and experience in Office Administration, Provisioning Administration and Human Resource Management. * Computer literacy. * Good verbal and written communication skills. * Good Planning and organizational skills. * Have the ability to handle confidential information. 

DUTIES
:
The prospective incumbent of this position will be responsible for executing a variety of administrative tasks (leave, retirement, housing applications, recruitment, etc). * Maintaining the filing system. * Manage and record flow of correspondence. * Arrange transport and accommodation for section members. * Processing S&T claims and advances. * Maintain supply of stationery, furniture and office equipment. * Procurement. * Handle fax and franking machine. * Administering outgoing and incoming post. * Operating and managing switchboard. * Perform typing duties. * Maintain the establishment. * Telkom operator duties. * Library duties. * Perform month-end procedures. * Perform month-end statistics
NOTE
:
The Department reserves the right to place and move candidates anywhere in the Northern Cape Province in responding to the needs of beneficiaries of land reform. Indian, Coloured and White persons are encouraged to apply.

ANNEXURE H
DEPARTMENT OF MINERALS AND ENERGY

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

FOR ATTENTION
:
Ms M Nchabeleng and Mr P Sekgobela
CLOSING DATE
:
23 March 2007

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

MANAGEMENT ECHELON

POST 10/147
:
CHIEF DIRECTOR: POLICY UNIT
SALARY
:
R591 510 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
Mining-related tertiary qualification or experience in mining-related discipline proven Mining Health and Safety policy, legislation and implementation guideline development and drivers licence Plus the following competencies(Knowledge of:(Knowledge of international mining health and safety policy best practices and their application(Skills:(Proven senior management and leadership skills(Communication:(Excellent communicator (written and verbal)(Creativity:( Innovative(Self-starter(Analytical(Results driven. Note: Applicants will travel occasionally in South Africa.
DUTIES
:
KRA’s: Manage Policy Unit to ensure effective policy development and its implementation(Provide clear strategic direction requirements(Provide policy requirement advice to key stakeholders(Convert ongoing Mining and Health research into high quality regulatory initiatives(Manage and co-ordinate all Inspectorate tri-partite committee obligations and effectiveness(Advise and support Chief Inspect or of Mines and all Inspectorate staff in achieving Inspectorate’s mandate.

ENQUIRIES
:
Mr T E Gazi, ((012) 317 9125
POST 10/148
:
CHIEF DIRECTOR: GOLD AND PLATINUM REGIONAL OPERATIONS
SALARY
:
R 591 510 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
Mining-related Engineering degree or equivalent, Mine Manager’s Certificate of Competency or experience in mining equivalent discipline and driver’s licence Plus the following competencies(Knowledge of:(Proven knowledge of the mining Health and Safety Act and the application of Prevention and Compliance to meet legislated requirements(Proven senior management and leadership experience within mining Health and Safety risk management to enforce compliance(Knowledge of international mining health and safety policy prevention and compliance best practices and their application(Skills:(management and leadership skills(Communication:(Excellent communicator (written and verbal) and negotiator(Creativity:(Strong operational management ability with “hands-on” capability if required(Strong motivator(Results-driven whilst being adverse to risk(Physical fit to inspect “deep level” underground mines. Note: Applicants will travel extensively in Gauteng, Free State and North West.
DUTIES
:
KRA’s: Oversee and lead the Inspectorate’s operational team in Gauteng, Free State and North West via Principal Inspectors(Provide management to ensure operational viability and achievement of performance targets(Promote Health and Safety prevention to reduce accidents and incidents(Responsible for Health and Safety risk assessment and its management(Liaise with all Inspectorate senior management and stakeholders to ensure integrated and effective Health and Safety management within the mining sector(Advise and support Chief Inspector of Mines and all Inspectorate staff in achieving the Inspectorate’s mandate.

ENQUIRIES
:
Mr T E Gazi, ( (012) 317 8125
OTHER POSTS

POST 10/149
:
INFORMATION SECURITY OFFICER
SALARY
:
R289 635 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
An appropriate three year Degree/ Diploma or equivalent qualification with an extensive relevant experience Plus the following competencies (Knowledge of:(Keep abreast of privacy and security legislations, regulations, advisories, alerts and vulnerabilities pertaining to the DME and its mission(IT infrastructure and systems(Knowledge of IT products Systems integration (Communication:(Good verbal and written communication(Ability to communicate with Users/Clients at all levels (Skills:(Interpersonal skills(computer literacy ( Competencies:(Ability to work under pressure(self motivated(Team orientated(ability to think at operational and strategic levels(analytical thinker(ability to take key decisions.

DUTIES
:
KRA’s: Directs, manages and plans the operational and administrative activities associated with the running of the security of the IT/SDM Directorates(Develops, implements security standards, procedures and guidelines for multiple platforms and diverse systems environments(Reviews the development and testing of security plans, products and control techniques (Identifies and assesses IT security / risk exposure on new and existing infrastructure(Develops security policies, controls and their compliance(Analyses security incidents and escalation of security events(Liaises with stakeholders with regard to information security incidents(Investigates and recommends appropriate corrective action for IT security incidents(Studies the proliferation of viruses, prevents hacker intrusion(Conducts active penetration tests, discovers vulnerabilities within information systems.

ENQUIRIES
:
Mr Peter Zietsman, ( 012 3178 066

POST 10/150
:
ASSISTANT MANAGER: NETWORK OPERATION X2
SALARY
:
R183 084 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
An appropriate three year diploma/degree or equivalent qualification plus extensive relevant experience(An additional MCSE certification will be an advantage(Plus the following competencies (Knowledge of:(Technical expertise within all areas of information technology including VOIP(Knowledge in server 2003(Knowledge of IT products(Knowledge in active directory(MS Office 2000 / 2003(MS Windows 2000 Pro / XP Pro(Installation and Supporting Transversal Systems(Remote administration(IT equipment installations(Program installation and troubleshooting(Knowledge of IT products Systems integration(Knowledge of network, server, database, software and overall IT architecture(Knowledge of IT products Must be able to work on a technical hardware level (Communication:(Good verbal and written communication(Ability to communicate with Users/Clients at all levels (Skills:(Interpersonal skills(Excellent network, server, database, software and overall IT architecture skills (Competencies:(Self motivated(Team orientated(Must be able to work under pressure(Must be willing to act as a runner (flexible).

DUTIES
:
KRA’s: Perform 3rd level support for helpdesk and systems development operations(Maintain file servers(Load levelling of servers(Perform impact analysis with new application systems(Monitor IT policy in respect of networks, servers, internet, e-mail and general server and workstation utilisation(Perform LAN, server and workstation configurations in accordance with user(requirements(Perform infrastructure documentation and updating thereof(Perform 3COM installations and problem solving(Share standby commitments(Ensure systems are operational at all times(Support services on Transversal Systems, BAS, PERSAL and LOGIS(Manage backups.

ENQUIRIES
:
Ms Pateka Maka, ( 012 3178 128

POST 10/151
:
ASSISTANT DIRECTOR: SOCIAL PLAN

SALARY
:
R183 084 per annum

CENTRE
:
Gauteng Region (Braamfontein)

REQUIREMENTS
:
An appropriate three year Degree/ diploma or equivalent qualification in one of the following fields, Development Economics, Personnel/Human Resources, or Industrial Relations combined with appropriate exposure to the other two PLUS the following key competencies(Knowledge of:(A clear understanding of the Social and labour plan and BBSEE adjudication(Understanding of IDP and LED processes (Skills:(Strong ability to secure communication between government departments, business organizations and institutions(Strong ability to think innovatively, identify development opportunities through recognizing synergies, and the drive to initiate development initiatives and drive to see these through to completion(Strong ability to facilitate workshops, achieve shared vision, set realistic targets and initiate and manage projects(Communication:(Ability to communicate verbally and in writing(Creativity:(Recognising viable development opportunities(Strong ability to be innovative and exploit synergies within the regulatory framework in order to promote development initiatives.

DUTIES
:
KRA’s: Adjudicate Social and Labour plans(Ensure the implementation and monitoring of LED projects(Ensure the implementation and monitoring of skills development strategies(Ensure effective management of downscaling and retrenchments(Provide administrative support to REMDEC(Conduct compliance inspections(Provide a Social and Labour plan enquiry service.

ENQUIRIES
:
Mrs TJ Biyela, ( (011)  358 9791
POST 10/152
:
CHIEF PERSONNEL OFFCER
SALARY
:
R122 841 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A Senior Certificate and extensive relevant practical experience in Conditions of Service matters PLUS the following key competencies(Knowledge of:(HR Prescripts(HR Legislation(Department’s mission and vision and how a Human Resource Utilisation Office can contribute to achieve the departmental objectives(Skills:(Proven Computer literacy/courses (MS/Suite and PERSAL)(
Proven supervisory skills (junior management skills)(Sound interpersonal relations(The ability to interpret HR prescripts/legislation and apply them(Basic numeric skills (calculations)(Receptive to ideas and suggestions from supervisors, sub-ordinates and other clients(Good Organizing skills (Ability to work under pressure with several different issues simultaneously)(The ability to identify urgent and/ or important matters(Basic research(Communication:(Good verbal and written communications skills (report and submission writing)(Creativity:(Must be an innovative thinker and be able to express Creativity.

DUTIES
:
KRA’s: Co-ordinate, check and report on all Conditions of Service, and Establishment issues and ensure service delivery in the section. Supervise the above administration on PERSAL(The person will also be responsible for the maintenance of a separate leave system(Evaluation and development of sub-ordinates (directly and indirectly)(Give advice to clients on Conditions of Service/Establishment issues(Provide inputs for the development of policies(Be the PILIR liaison Officer for the Department(Compile and submit statistics to STATS SA on a monthly basis(Supervise the HR Registry. Recommendation/Note: Further studies and computer courses will be a recommendation(Candidates will also    be subjected to competency testing(those who applied need not re-apply.

ENQUIRIES
:
Ms Bangi Mokgoatjane
( (012) 317 8146

POST 10/153
:
JUNIOR NETWORK ADMINISTRATOR X2
SALARY
:
R122 841 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
An appropriate three year diploma/degree or equivalent qualification plus extensive relevant experience(An additional MCSE certification will be an advantage Plus the following competencies (Knowledge of:(Technical expertise within all areas of information technology including VOIP(Knowledge in server 2003(Knowledge in active directory(MS Office 2000 / 2003(MS Windows 2000 Pro / XP Pro(Installation and Supporting Transversal Systems(Remote administration(IT equipment installations(Program installation and troubleshooting(Knowledge of IT products Must be able to work on a technical hardware level (Communication:(Good verbal and written communication(Ability to communicate with Users/Clients at all levels (Skills:(Excellent network, server, database, software and overall IT architecture skills(interpersonal skills ( Competencies:(Independent person(Must be able to improvise (analytical) (Self motivated(Team orientated(Must be able to work under pressure(Must be willing to act as a runner (flexible).

DUTIES
:
KRA’s: Perform 3rd level support for helpdesk and systems development operations(Build and monitor databases(Monitor IT policy in respect of networks, servers, internet, e-mail and general server and workstation utilisation(Perform LAN, server and workstation configurations in accordance with user requirements(Perform infrastructure documentation and updating thereof(Perform 3COM installations and problem solving(Share standby commitments(Ensure systems are operational at all times(Support services on Transversal Systems, BAS, PERSAL and LOGIS.

ENQUIRIES
:
Ms Pateka Maka, ( 012 3178 128

POST 10/154
:
ENVIRONMENTAL OFFICER
SALARY
:
R98 916 per annum

CENTRE
:
Limpopo Region (Polokwane)

REQUIREMENTS
:
An appropriate three year degree/ diploma or equivalent qualification in Environmental Science or any related field with a valid driver’s licence and extensive relevant experience PLUS the following key competencies (Knowledge of:(Environmental management and the function of ecological processes(Earths Sciences(Various mining and mineral processing methods and environmental impact thereof(Mitigation methods, goals, standards and actions, including rehabilitation and pollution control measures(Understanding of relevant legislations & Public service delivery documents(Balanced understanding of environmental management and conservation(Ability to interpret and apply provision of Mineral & Petroleum Resources Development Act of 2002, Minerals Act, 1991 and related legislation against the Practical observations made during field investigations and inspections(Manage Financial Provision of active mines operations (Skills:(Ability to interpret and analyse legislation requirements(Sound written and verbal communication(Computer skills(Negotiation and conflict resolution(Presentation skills (Communication:(Ability to interact with persons on various levels(Sound written and verbal communication (Creativity:(A creative, assertive and confident approach(Ability to analyse problems(Recommend innovatively corrective actions to exert vision and foresight in dynamics of mining environmental management. Note: A valid driver’s licence is essential.

DUTIES
:
KRA’s: Evaluate , scooping, EIA and EMP reports of various mines(Inspect mine and evaluate closure documents(Assess and manage environmental degradation and control mine closure(Investigate and resolve problems, enquiries and complaints.

ENQUIRIES
:
Mr N A Tshivhandekano, ( 015 287 4700
POST 10/155
:
SENIOR ADMIN CLERK
SALARY
:
R54 222 per annum

CENTRE
:
Gauteng Region (Braamfontein)

REQUIREMENTS
:
A National Senior Certificate with extensive relevant experience PLUS the following key competencies (Knowledge of:(Public Finance Management Act (PFMA)(Treasury Regulations and Departmental Financial Regulations(Collection of Revenue (Skills:(Numeric skills(Computer literacy (Communication:(Verbal and written (Creativity:(ability to interpret and apply policies.

DUTIES
:
KRA’s: Collect and deposit revenue due to the State(Update administrative control systems(Update financial provision record systems(Compile monthly reports(Assist in the MPRDA application process.

ENQUIRIES
:
Mrs C von Allemann, ( (011) 358 9759
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
:
30 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 POST

POST 10/156
:
ADMINISTRATIVE SECRETARY


Chief Directorate: Leadership and Performance Improvement

SALARY
:
R 79 407 per annum

CENTRE
:
Head Office, Pretoria

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

DUTIES
:
The successful candidate will be responsible for: • Researching, abstracting and preparing information and supporting data for meetings, projects, presentations and reports •Administering office correspondence/documents/reports •Administering office expenditure including submission of claims for subsistence and travel •Drafting and typing correspondence/documents including PowerPoint presentations •Maintaining and managing the filing system for the Chief Director •Organizing meetings/workshops and taking minutes during the meetings •Administering the manager’s diary and co-ordinating the Chief Directorate programmes •Organizing office logistical matters including travel arrangements for the Chief Director and acting as general receptionist •Liaising with stakeholders regarding office operation •Relieving the manager of various administrative tasks. 

ENQUIRIES
:
Mr S Ngema (012) 352 1210/1203

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. The dplg intends to invest in human capital, increase integrated technical capacity directed at service delivery and promote representivity in the Department through the filling of these posts. Candidature of persons whose appointment/transfer/promotion will promote representivity will therefore receive preference
APPLICATIONS
:
The Personnel Administrator, Human Communications, Telephone: 011-807 3260, PO Box 1305, Rivonia, 2128 or fax to 086 727 7115 or e-mail to humancv@humancommunications.co.za (MS Word)

CLOSING DATE
:
20 March 2007

NOTE
:
Applications, on form Z.83 (obtainable from any Public Service department or electronically from www.gov.za), and accompanied by a comprehensive CV and certified copies of qualifications and certificates of service should be forwarded, quoting the relevant reference number.  Due to the large number of responses anticipated, correspondence will be limited to short-listed candidates only.  If you have not been contacted within three months after the closing date of the advertisement, please accept that your application has been unsuccessful and we thank you for the interest shown in the Department.

OTHER POSTS

POST 10/157
:
MANAGER: INFRASTRUCTURE DEVELOPMENT FINANCE (DEPUTY DIRECTOR LEVEL)



Branch: Free Basic Services And Infrastructure



Directorate: Municipal Infrastructure Development Finance

SALARY
:
Total Package: R289 635 per annum. 

CENTRE
:
Pretoria

REQUIREMENTS
:
Required for appointment to this position are the following: An appropriate three year Bachelor's Degree in the financial /commercial disciplines or an equivalent qualification from a recognized educational institution. Required knowledge: Extensive knowledge of and experience in the field of local government, Extensive experience in financial management with specific reference to financing local government infrastructure projects, extensive Knowledge and experience financing strategies for municipal infrastructure, Extensive Knowledge of government budgeting process (National, Provincial and Local budgeting processes), Extensive experience in managing infrastructure budgets of over R7 billion per annum, Extensive knowledge of the Public Finance Management Act, the Municipal Finance Management Act and the Division of Revenue Act, Sound understanding of Inter-governmental Relations and the relationship between the three spheres of government.  Required competencies: Extensive experience and knowledge of MS Excel, Access and Word.

DUTIES
:
The successful candidate will be required to: Explore and advise government on the involvement of private sector in the financing and development of municipal infrastructure. Provide support in the development and management of municipal infrastructure investment framework. Provide analysis regarding the contribution of municipal infrastructure programmes to ASGISA. Provide support with regard to the management and the   administration of the Municipal Infrastructure Grant. Provide support to municipalities on the implementation of infrastructure projects. Assist with the preparation of annual budgets for the national unit and provide MTEF submissions. Assist with the preparation of reports for the Municipal Infrastructure Task Team, the Social and Economic Clusters, Cabinet Makgotla and EXCO, 

ENQUIRIES
:
Mr KP Bologo (012) 334 4991/2

POST 10/158
:
TELECOM OPERATOR


Branch: Corporate Services



Directorate: Administrative Support Services

SALARY
:
R 46 200 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Senior Certificate or equivalent certificate backed by good writing, reading and communication skills and experience as a Switchboard Operator/ Secretary/ Receptionist.
DUTIES
:
The successful candidate will be responsible for the following duties: Operation of the switchboard. Rendering switchboard services to all staff members. Reporting all faults/ malfunctioning of the switchboard. Update the dplg telephone directory on a monthly basis or when a need arise. Register all outgoing, incoming telephone calls and faxes. Maintain distribution list of monthly telephone accounts to the Directorates/ Chief Directorates. Render any other work related such as secretarial and receptionist services.

ENQUIRIES
:
Ms Olga Nemasetoni, Tel (012) 334 0916

ANNEXURE K
DEPARTMENT OF PUBLIC SERVICE AND ADMINISTRATION

It is the intention to promote representivity in the Department through the filling of this position. The candidature of applicants from designated groups especially in respect of people with disabilities will receive preference.

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

NOTE
:
Applications must be submitted on form Z.83 accompanied by copies of  qualification(s), Identity Document (certified in the past 12 months) Proof of citizenship if not RSA citizen, a comprehensive CV, indicating three reference persons with the following information: name and contact numbers ( an indication of the capacity in which the reference is known to the candidate. Reference checks will be done during the selection process. Note: Failure to submit these copies will result in the application not being considered. Note: The Department of Public Service and Administration will not be handling any responses, candidates must apply directly to Human Communications. Successful candidate will have to sign a Performance Agreement, complete a financial disclosure Form and be required to obtain a Security Clearance. 



On Salary Levels 12 and 13, the all-inclusive remuneration package consists of a Basic Salary, the State’s contribution to the Government Employees Pension Fund and a flexible portion that may be structured according to personal needs within the framework is offered.

MANAGEMENT ECHELON

POST 10/159
:
DIRECTOR: OFFICE OF THE DG


Purpose: To provide coordination and secretariat service to the Ministry and Department and personal support to the Director-General 

SALARY
:
An all-inclusive remuneration package of R502 725 per annum (Level 13 Annual progression up to a maximum salary of R541 284 is possible subject to satisfactory performance

CENTRE
:
Pretoria
REQUIREMENTS
:
An appropriate 3 year degree or equivalent qualification. Proven extensive experience in management. Very good communication, organizing, programme co-ordination and knowledge and change management skills. Computer literacy. Very good office administration and report writing skills. Excellent analytical skills. Self starter, willingness to work after hours when needed. 

DUTIES
:
Oversee the management of the DG’s diary and travel arrangements. Oversee document flow and filing. Manage the logistics and content processes for the management meetings of the Department. Monitor and enforce deadlines on various tasks and processes. Manage liaison with the Ministry and Department. Assign tasks from the Ministry/DG to the DDGs. Prepare/coordinate/consolidate and quality control briefing notes/inputs/presentations/speeches for the DG/Minister. Screen submissions to the DG. Support the DG in performance management of officials reporting to the DG

ENQUIRIES
:
Mr R Shaw (012) 336-1146

CLOSING DATE
:
Monday 19 March 2007

POST 10/160
:
DIRECTOR: GOVERNANCE & ADMINISTRATION, CABINET AND PARLIAMENT SUPPORT



Purpose: Provide support to the Director-General in relation to the Governance and Administration Cluster, Cabinet and Parliament

SALARY
:
An all inclusive remuneration package of R502 725 per annum (Level 13) Annual progression up to a maximum salary of R541 284 is possible subject to satisfactory performance

CENTRE
:
Pretoria
REQUIREMENTS
:
An appropriate 3 year degree or equivalent qualification. Proven extensive experience in management support. Exceptional verbal and written communication skills. Very good organizing, programme co-ordination and change management skills. Computer literacy. Excellent analytical and research skills. Self starter, willingness to work after hours when needed.

DUTIES
:
Develop the Cluster Programme of Action. Prepare the Reports on the Implementation of Government’s POA. Make inputs to the reports to the Lekgotla. Manage G&A lekgotla projects. Determine agendas of Cluster, Working Session and Task Team. Comment on memoranda. Review submissions relating to G&A, Cabinet and Parliament. Prepare/review presentations to Lekgotla, Cabinet and Parliament. Manage G&A, Cabinet and Parliament coordination processes. 

ENQUIRIES
:
Mr R Shaw (012) 336-1146

CLOSING DATE
:
Monday 19 March 2007

OTHER POSTS
POST 10/161
:
DEPUTY-DIRECTOR: POLICY AND PROCEDURE ON INCAPACITY LEAVE AND ILL-HEALTH RETIREMENT (PILIR)

SALARY
:
An all-inclusive remuneration package of R343 257 per annum Annual progression up to a maximum salary of R397 986 per annum is possible subject to satisfactory performance
CENTRE
:
Pretoria
REQUIREMENTS
:
Minimum B-degree or equivalent qualification in Human Resource Management or legal field (preferably Labour Law) or related field.  Extensive knowledge of a wide range of conditions of service/related matters and specifically wrt to sick leave, incapacity, absenteeism management and ill-health requirements. Extensive knowledge of and exposure to the processes in policy analysis and policy development, as well as ability to initiate new ideas and actions through analytical and innovative thinking,  Ability to provide specialized and sound advice on policies and procedures pertaining to a wide range of conditions of service in general and specifically wrt PILIR. In depth knowledge of the applicable legal framework, as well as the Public Service Financial and HR management framework,  Highly developed writing, presentation and facilitation skills. Sound Managerial skills and the ability to manage staff and specialized consultants. Computer Literacy with knowledge of Microsoft Office. A valid driver’s licence (light motor vehicle). Personal Qualities: Initiative, motivated, Self driven and results orientated. Sound interpersonal skills. A team player, able to work independently and under sustained pressure, Ability to meet deadlines and accept responsibility.

DUTIES
:
Provide advice and assistance to the Minister for Public Service and Administration and the DPSA Management in the determination and maintenance of PILIR and the Guide to Government Departments on the Application of the Compensation for Occupational Injuries and Diseases Act (COIDA) in the Workplace. Assist with the development of the PILIR policy and Guide to Government Departments on the Application of the Compensation for Occupational Injuries and Diseases Act (COIDA) in the workplace. Fulfil all the functions necessary for the institutionalization and maintenance of PILIR in all National Departments and Provincial Administrations. Provide advice and assistance to Departments and other stakeholders on the interpretation and application of PILIR and the Guide to Government Departments on the Application of the Compensation for Occupational Injuries and Diseases Act (COIDA) in the Workplace. Render a secretarial function to the Steering Committees (where applicable) and Health Risk Management Forum. Participate in projects, task teams and other administrative tasks with a variety of subject areas as specified. The successful candidate is expected to travel extensively on a monthly basis to the respective Provinces.

ENQUIRIES
:
Ms C Brink tel (012) 336-1099  (082 908 9410)

CLOSING DATE
:
Monday 26 March 2007
POST 10/162
:
DEPUTY DIRECTOR: GOVERNANCE AND ADMINISTRATION AND CABINET SUPPORT



Purpose: To provide support to the Manager in relation to the Governance and Administration Cluster and Cabinet.

SALARY
:
An all inclusive remuneration package: R343 257 per annum (Salary Level 12) Annual progression up to a maximum salary of R397 986 is possible subject to satisfactory performance 

REQUIREMENTS
:
An appropriate 3 year degree or equivalent qualification. Proven extensive experience in administrative support, Very good communication, organizing and programme co-ordination skills. Computer literacy. Very good office administration and report writing skills. Good decision making skills. Self starter, willingness to work after hours when needed.

DUTIES
:
Organise logistics for G&A Cluster, Working Session and Task Team meetings. Take minutes at G&A Cluster, Working Session and Task Team meetings. Collect and distribute documentation for G&A Cluster, Working Session and Task Team Meetings. Co-ordinate progress reporting on major G&A Lekgotla projects. Co-ordinate inputs for G&A POA reports. Co-ordinate inputs for Lekgotla reports. Co-ordinate comments on Cabinet memoranda.

ENQUIRIES
:
Mr R Shaw (012) 336-1146

CLOSING DATE
:
Monday 19 March 2007

ANNEXURE L
DEPARTMENT OF PUBLIC WORKS

The Department of Public Works is an equal opportunity, affirmative action employer. People with disabilities are encouraged to apply.

[image: image1.jpg]



CLOSING DATE
:
23 March 2007

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

MANAGEMENT ECHELON

POST 10/163
:
DEPUTY DIRECTOR GENERAL CORPORATE SERVICES: REF 2007/234



Note: Please note that this is a re-advertisement, those who applied previously are welcome to re-apply. It will be expected of the candidate to sign a Performance Agreement and be subjected to Security Clearance. The Department of Public Works is looking for a seasoned strategic manager who will assist to achieve the organizational vision of being a preferred supplier in built environment industry and assist in building sustainable human capital to meet the growing demand for skills in the construction and built environment. 



Job Purpose: ●Co-ordinate and manage the Corporate Services branch to ensure that the Department has effective and efficient systems for people management, administration and good strategic planning. ●Work collaboratively with other sections of the Department to ensure that Department of Public Works becomes the employer of choice. ●The incumbent will be responsible for the strategic leadership and overall management of Human Resources Management, Strategic Management Unit, Legal Services, Information Services, Marketing & Communication and Logistical Services Components.

SALARY
:
All inclusive remuneration package negotiable of R717 045 – 772 173 per annum, including basic salary (60% of package) State’s contribution to Government Employee Pension Fund (15% of Package) and a flexible portion that may be structured in terms of applicable rules. The successful candidate will have to enter into an annual performance agreement and annually disclose his/her financial interests.

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
●Postgraduate qualification in Public Administration, Commerce or equivalent with majors in Human Resources Management, Organization Development or Information Services or preferably at master’s degree or higher. ●A good knowledge of the dynamics of the public service, government systems and operations. ●A good understanding of PFMA. ●Extensive experience in a senior management role in a large organization. ●Ability to work in cross-cutting/functional projects/teams. ●Excellent co-ordination and project management skills ●Able to work in a matrix structure. ●Track record of managing and developing a high performing team. ●A good understanding of government of government policies and initiatives and the role of information in government decision-making. ●Demonstrated strategic, operational and project management ability and experience. ●Experience in leading and managing transformation, change and diversity. Person Profile: ●Excellent communication skills. ●Excellent analytical, conceptual and numerical skills. ●Good interpersonal skills and the ability to handle multiple and complex tasks and projects. ●Dynamic, self-driven innovative and result orientated. ●Strong service delivery, customer and quality focus. ●Ability to work under pressure and meet tight deadlines. ●Excellent computer skills. 

DUTIES
:
●Manage the development and implementation of human resource and employee relations strategies, policies and plans. ●Ensure the appropriate recruitment, remuneration and retention of staff. ●Ensure organizational effectiveness and development by putting into place effective individual and organizational performance management and reporting systems. ●Oversee organizational transformation and change management. ●Oversee the provisioning of services. ●Promote continuous service delivery improvement through the use of Total Quality Management principles. ●Manage and provide strategic leadership for all components reporting to her. ●Ensure effective personnel and financial resources management. Represent Department of Public Works at a variety of FORA. 

ENQUIRIES
:
Mr Z Ntsaluba, Tel (012) 337 2177/2178

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

FOR ATTENTION
:
Mr SC Zaba

OTHER OSTS

POST 10/164
:
DEPUTY DIRECTOR: INTERNATIONAL RELATIONS: 12 MONTHS RENEWABLE CONTRACT: REF 2007/247
SALARY
:
All Inclusive salary of R343 257 per annum
CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A three year relevant tertiary qualification plus appropriate experience in international relations. (Post Graduate qualifications will be an added advantage). Knowledge of National, Provincial and Local government functions, international and diplomatic protocols and foreign policies. Person must have excellent communication (verbal & written), marketing liaison interpersonal, diplomacy and negotiation skills and computer literacy. 
DUTIES
:
The incumbent will be responsible for providing general administrative support to the chief directorate International Relations i.e. Recording of signed international agreements, develop and maintain database of signed agreements, facilitates regular reportings on international programmes, projects and agreements. Linking the unit database with that of the office of the ministry. The incumbent will also deal with matters relating to protocols and international relations.
ENQUIRIES
:
Mr S Vukela, Tel (012) 337 2689/2699

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

FOR ATTENTION
:
Mr SC Zaba

POST 10/165
:
DEPUTY DIRECTOR: ADMINISTRATION OFFICE OF THE DIRECTOR-GENERAL REF NO. 2007/235



Key Purpose Statement: To manage the administration of the Office of the Director General.

SALARY
:
An all inclusive salary package of 343 257 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
Bachelor’s degree/National Diploma in Administration, Social Science or Commercial Science (Post Graduate qualifications will be an added advantage). Excellent Communications (written and verbal) and interpersonal skills. Cutting edge knowledge of Organisational practices Experience in Management capacity especially administration. Sound understanding of Government Service Delivery imperatives. Keen understanding of Public Service procedures. Keen understanding of Legislation affecting the department. Must be prepared to work overtime, travel and meet stringent deadlines. All shortlisted applicants will be subjected to security checks.

DUTIES
:
The management, co-ordination and execution of all administrative processes in the Office of the Director General. The interaction with stakeholders involved with the Office of the Director General. The performance of secretariat functions to the Office of the Director General. The representation in forums of interest and on behalf of the Director General. Developing and maintaining an office management information system for the flow of submissions to and from the office of the DG. Co-ordination of some special programmes and events. Executing ad hoc tasks as directed by the Director-General and Director: ODG. Acting as Head of Office in the absence of the Director.

ENQUIRIES
:
Mr S Vukela, Tel (012) 337 2689/2699

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

FOR ATTENTION
:
Mr SC Zaba

POST 10/166
:
PERSONAL ASSISATANT TO DDG: NPWP AND POLICY UNIT: REF 2007/251


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

SALARY
:
All inclusive package R 286 203 per annum

CENTRE
:
Head Office (Pretoria)

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

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

ENQUIRIES
:
Ms M Goba, Tel (012) 337 2400/2174

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

FOR ATTENTION
:
Mr SC Zaba

POST 10/167
:
ASSISTANT DIRECTOR: LOGIS PROVISIONING ADMINISTRATION): REF 2007/249

SALARY
:
R183 086 per annum 

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
An appropriate recognized three year degree/ National Diploma in Public Administration or equivalent qualification coupled with relevant experience in Supply Chain Management. Sound knowledge of Supply Chain Management Guide, Public Finance Management Act, 1999(Act No1 of 1999), Treasury Regulations, LOGIS and BAS. Computer Literacy (preferably MS Excel and Power Point), strong analytical, administration and organizational skills. Successful completion of  Logis1 and/ or 2 courses as well as Logis System Controller course will be an added advantage.  Excellent writing and verbal communication as well interpersonal skills. Ability to motivate and manage people. .A sound financial management and budgeting skills. Ability to work under pressure. Ability to manage external stake holders. Valid driver’s license.

DUTIES
:
Manage and control human, financial and other resources within the Provisioning Administration Division. Ensure monitoring and compliance with regard to Supply Chain Management processes. Identify and analyses risks with regard to Supply Chain Management i.e.  unauthorized irregular, wasteful and fruitless expenditure. Investigate and report all Supply Chain Management related fraudulent cases within the Department. Mange and Control the Departmental warehouse, posting, orders, petty cash as well as BAS-LOGIS reconciliation.  Ensure proper contract administration and timeous payment of service providers. 

ENQUIRIES
:
Mr LS Matsotso, Tel (012) 337 2914

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

FOR ATTENTION
:
Mr SC Zaba

POST 10/168
:
CHIEF WORKS MANAGER: BUILDING (X2) FACILITIES MANAGEMENT: REF 2007/248

SALARY
:
R146 685 per annum

CENTRE
:
Port Elizabeth Regional Office

REQUIREMENTS
:
Relevant recognised Bachelor’s degree/ National Diploma in the building industry, Relevant experience in the technical fields or N3 plus trade test and 5 to 10 years in the technical field. Applicable knowledge of the PFMA, OHSA, National Building Regulations and Environmental Conversation Act. Driver’s licence. Willing to travel and work irregular hours. Computer literate. Ability to work under pressure. Project management skills. Property and facilities management skills. Knowledge of procurement process and systems. Good analytical skills. Good verbal and written communication skills.

DUTIES
:
Assist Control Works Manager with the management of building projects. Attend to planned and unplanned maintenance requested from the clients Investigate customers complains, new services required and the associated costs. Compile and prepare scope of work, estimates and technical reports. Prepare specification\scope of work for unplanned maintenance, minor new works and the associated costs. Ensure building work and drawings comply with the OHSA. Verify and certify invoices from contractors. Maintain, update and manage Asset Register. Inspect and certify municipal accounts for rates payments on State properties.

ENQUIRIES
:
Ms M mangia, Tel 041- 4082082

APPLICATIONS
:
The Regional Manager, Department of Public Works, Private Bag X3913, North End, Port Elizabeth 6056

FOR ATTENTION
:
Ms F Clark

POST 10/169
:
SENIOR PROVISIONING ADMINISTRATION OFFICER: PROVISIONING ADMINISTRATION: REF 2007/250
SALARY
:
R122 841 per annum 

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS 
:
An appropriate Bachelor‘s degree/National Diploma or equivalent qualifications with relevant experience in Supply Chain Management and Movable Asset Management. Knowledge of Public Finance Management Act, LOGIS, BAS, Public Service Act, Treasury Regulations, Risk Management and Project Management. Computer Literacy (preferably MS Excel), strong analytical, administration and organizational skills. Good verbal and written communication as well interpersonal skills. A sound financial  management and budgeting skills. Ability to work under pressure. Ability to manage external stake holders. Code 8 driver’s license.

DUTIES
:
Manage the life cycle of Movable Assets. Develop and implement processes for efficient management of Movable Assets. Asset verification within the Prestige environment; identification of heritage and antique assets as well as reconciliation and updating of the Asset Register. Ensure effective execution of all functions pertaining to Movable Asset Management. Actively participate in drafting of Movable Asset Management policies and procedures. Manage stock audits/stock takes, asset identification, bar-coding and standardization of asset naming/description. Manage stock discrepancies and Disposal process. Develop a Departmental Acquisition; Maintenance and Repair; Depreciation as well as Disposal plan with regard to Movable Asset Management. Ensure optimal utilization of assets. Prepare relevant reports for Management and Auditors. Attend to relevant human resource issues. Give guidance and support to all Regional Offices. Co-ordination of audit queries

ENQUIRIES
:
MR JJ Maswanganye, Tel (012) 337 2240

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

FOR ATTENTION
:
Mr SC Zaba

POST 10/170
:
EXECUTIVE SECRETARIES (OFFICE OF THE DIRECTOR GENERAL) (X2 POSTS) REF 2007/246

SALARY
:
R122 841 per annum

CENTRE
:
Head Office (Pretoria) 2007/246A



Cape Town Ref 2007/246B

REQUIREMENTS
:
A Senior Certificate with appropriate experience as an Office Assistant. (A National Diploma/Degree in Office Management or Administration will be an added advantage)  Computer literacy (MS Word, PowerPoint, Excel, Intranet and Internet, as well as typing skills. Knowledge of LOGIS and BAS will be an added advantage.  Interpersonal, organisational and communication skills are also required.  Good record keeping skills. The post is subject to security clearance. 

DUTIES
:
The successful candidate will be responsible for the following duties in the Office of the Director General: To manage all telephone calls – screening incoming and outgoing calls in the office and ensuring the efficient flow of information. Render secretarial support to the Director General and other staff members: 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 General i.e. complete transport and subsistence claims, make reservations for local and overseas travels and following up on arrangements. Assist in preparing for meetings and presentations, preparing agendas and minutes. 

ENQUIRIES
:
Mr S Vukela, Tel (012) 337 2689/2699

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

FOR ATTENTION
:
Mr SC Zaba 

POST 10/171
:
SENIOR PERSONNEL PRACTITIONER: LABOUR RELATIONS: REF 2007/237

SALARY
:
R 122 841 per annum

CENTRE
:
Kimberley Regional Office

REQUIREMENTS
:
A degree or equivalent qualification in Labour Relations and/or related fields. * An in-depth understanding of enabling legislation (BCEA, Employment Equity Act, LRA, Collective agreement, SDA, PSA, etc.). * Appropriate relevant experience. * Excellent communication and negotiation skills. * Excellent human relations; Computer literacy. * Basic knowledge of the PERSAL system.

DUTIES
:
Render service to line management in Labour Relations issues; Giving advice regarding grievances, discipline and misconduct. Facilitating and co-ordinating disputes in accordance with reconciliation and arbitration processes. * Provision of statistics. Administration of disciplinary cases, disputes and appeals. Develop, Implement and monitor policies. Record Labour Relations statistics on PERSAL

ENQUIRIES
:
Ms L Motlhala Tel: (053) 8385261

APPLICATIONS
:
The Regional Manager, Department Of Public Works, Private Bag X 5002. Kimberley 8301

FOR ATTENTION
:
Ms L Motlhala

POST 10/172
:
SENIOR ADMIN OFFICER: ACQUISITIONS PROPERTY MANAGEMENT: REF 2007/241

SALARY
:
R122 841 per annum

CENTRE
:
Kimberly Regional office

REQUIREMENTS
:
An appropriate Degree\National Diploma in Property Management or Real Estate with relevant experience  leasing, property and contract administration, acquisition of property and property rights. Experience in procurement of immovable assets and rights in terms of the Supply Chain Management. Understanding of property market and latest trends. Ability to do property market research and analysis. Knowledge and understanding of PFMA and Treasury Regulations. Understanding of the derivative forms of acquisitions. A valid driver’s licence. High level of computer skills. Good verbal and written communication skills. Strong negotiation skills. Good interpersonal skills. Good analytical, planning, organizing and financial skills. Ability to work in a team. 

DUTIES
:
Procure fixed property or property rights in fixed property. Determine and analyse acquisition options to meet the requirements of the clients. Negotiate and implement the most beneficial form of property acquisition in line with requirements of the PFMA, Treasury Regulations, Supply Chain Management and other prescripts and policies of the Department. View tendered or identified properties to be leased. Prepare submissions for consideration by the National/ Regional/ Sub Bid Adjudication Committee. Compile management reports.

ENQUIRIES
:
Ms L Motlhala, Tel (053) 838 5261

APPLICATIONS
:
The Regional Manager, Department Of Public Works, Private Bag X 5002. Kimberley 8301

FOR ATTENTION
:
Ms L Motlhala

POST 10/173
:
SENIOR ADMINISTRATIVE OFFICER: LOGIS PROVISIONING: REF 2007/242

SALARY
:
R122 841 per annum

CENTRE
:
Kimberly Regional office

REQUIREMENTS
:
A Degree\National Diploma or equivalent qualifications with appropriate experience in the field of Provisioning, Logis, Sound knowledge of PFMA, Treasury Instructions, PPPFA, Supply Chain Management and Government Procurement. Ability to work under pressure. Computer literacy (MS Excel & Access), good communication and supervisory skills as well as interpersonal skills. Valid code 8 driver’s license is recommended.

DUTIES
:
System controller for LOGIS and communication with Logik on all exceptional transactions. Scrutinise daily, weekly, monthly, quarterly and annual batch runs. LOGIS KPI control. Prepare monthly reporting framework. Take necessary action in cases of stock being redundant and other stock deficiencies. Oversee and co-ordinate monthly and annual stock taking. Oversee the year-end procedures and ensure that all assets balance with the financial reports. Do monthly reconciliations of LOGIS and BAS transactions. Oversee and co-ordinate the requisition, order and payment functions on LOGIS. Oversee and co-ordinate the maintenance of accurate inventories. Give budget input and facilitate the shifting of funds and requests for journals. Keep a commitment register in respect of all transactions processed on LOGIS. 

ENQUIRIES
:
Ms L Motlhala, Tel (053) 838 525261

APPLICATIONS
:
The Regional Manager, Department Of Public Works, Private Bag X 5002. Kimberley 8301

FOR ATTENTION
:
Ms L Motlhala

POST 10/174
:
ADMINISTRATION OFFICER: UTILIZATION AND CONTRACT ADMINISTRATION PROPERTY MANAGEMENT: REF 2007/245

SALARY
:
R98 916 per .annum 

CENTRE
:
Kimberly Regional Office

REQUIREMENTS
:
An appropriate degree/diploma or equivalent qualification with appropriate experience in property management or fixed asset management. Knowledge and understanding of PFMA (Act 1 of 1999), Property related legislation and Local Government regulations.   Good computer, communication and interpersonal skills.  Good written, analytic and financial skills. A valid driver’s license. Ability to work in a team is necessary

DUTIES
:
Conduct physical verification to ensure that state owned properties are utilized efficiently and optimally. Ensure that Property Management Information System is able to reflect all relevant property related information. Ensure that property information is captured correctly and timeously on the system. Liaise with client departments to ensure optimal utilization of state owned properties. Keep track of developments with regards to property management trends. Management of lease contracts. Collecting of state revenue. Assist with preparation of reports to management and all relevant stakeholders. Comply with the requirements of the PFMA. Identify superfluous state properties and prepare for disposal.

ENQUIRIES
:
Ms L Motlhala, Tel (053) 838 5261

APPLICATIONS
:
The Regional Manager, Department Of Public Works, Private Bag X 5002. Kimberley 8301

FOR ATTENTION
:
Ms L Motlhala

POST 10/175
:
AO: PROJECTS SUPPORT (3 POSTS) PROJECT MANAGEMENT: REF 2007/243
SALARY
:
R98 916 per annum

CENTRE
:
Kimberly Regional Office

REQUIREMENTS
:
An appropriate Degree/National Diploma or equivalent qualifications with relevant administration experience in the following areas: Fully conversant in the Microsoft Office Suite, complemented by a proven ability to type own reports and the usage of spreadsheets of a high quality. Excellent communication skills, both verbal and written. Good interpersonal skills. Appropriate experience in Office Administration and typing. Knowledge and understanding of Government Administration procedures.

DUTIES
:
The successful candidates will be responsible for rendering office assistance in Projects and Maintenance. Preparing progress payments to service providers. Making travel and accommodation arrangements and compiling of Subsistence and Travel claims. Typing of letters, minutes of the meetings and general typing. Compiling and maintaining monthly reporting systems. General administration work in the section including, telephone calls and messages, faxes, photocopies and filing as well as the managing of diaries. 

ENQUIRIES
:
Ms L Motlhala, Tel (053) 838 5261

APPLICATIONS
:
The Regional Manager, Department Of Public Works, Private Bag X 5002. Kimberley 8301

FOR ATTENTION
:
Ms L Motlhala

POST 10/176
:
AO: DISPOSALS PROPERTY MANAGEMENT: REF 2007/240
SALARY
:
R98 256 per annum

CENTRE
:
Kimberley Regional Office

REQUIREMENTS

A recognized National Diploma or equivalent qualification in the Built Environment (i.e. Town and Regional Planning\Real Estate) or a Senior Certificate coupled with 5 years experience in the Property Management field. Exposure to conveyancing, Environmental Impact Assessment (EIA) & Integrated Development Planning (IDP) would be a distinct advantage. Knowledge of the property life cycle and land issues, policies and legislation. Knowledge of the State Land Disposal Act 48 of 1961, Expropriation Act 63 of 1975 and the Land Affairs Act 101 of 1987. Ability to comprehend and interprets Title Deeds. Basic legal knowledge. Excellent analytical and research skills. Exceptional verbal and written communication skills. A team player with the ability to work independently with little supervision. A valid driver’s licence.

DUTIES
:
To identify and dispose superfluous State land under the control of the Department. Confirm ownership of State land and vest properties in the name of the National Government. Compile and present both vesting and disposal applications to the Provincial State Land Disposal Committee (PSLDC). Conduct site inspections. Propose future use of State land under the control of the Department. To research, interpret and ensure proper documentation of all property rights per property held by the Department. Draft disposal bid \ tender documents and include all town and regional planning documentation. 

ENQUIRIES
:
Ms L Motlhala Tel (053) 8385261

APPLICATIONS
:
The Regional Manager, Department Of Public Works, Private Bag X 5002. Kimberley 8301

FOR ATTENTION
:
Ms L Motlhala

POST 10/177
:
ADMIN OFFICER: TRANSPORT PROVISIONING & AUXILIARY SERVICES: REF 2007/244
SALARY
:
R98 916 per annum

CENTRE
:
Kimberly Regional Office

REQUIREMENTS
:
A Bachelor’s Degree/National Diploma or equivalent qualifications with relevant experience in Transport Management. Knowledge of government transport policies. Computer literacy; Good interpersonal and communication skills are added requirement for this post. A valid driver’s licence. 

DUTIES
:
Manage Imperial Fleet contract and subsidized cars; Provide and maintain departmental pool cars for official purposes; Arrange petrol cards and maintenance; Process log sheets for all departmental pool and subsidized cars; Verify kilometers travelled and prepare monthly reports.

ENQUIRIES
:
Ms L Motlhala: (053) 838 5261

APPLICATIONS
:
The Regional Manager, Department Of Public Works, Private Bag X 5002. Kimberley 8301

FOR ATTENTION
:
Ms L Motlhala

POST 10/178
:
ADMINISTRATION OFFICER: LEGAL AND CONTRACT ADMINISTRATION: REF 2007/237

SALARY
:
R98 916 per annum
CENTRE
:
Kimberly Regional Office

Requirements
:
A Degree/Diploma and a legal background will serve as an advantage. Appropriate experience and sound communication skills. Code 8 drivers licence. Recommendations: Knowledge of Contract Administration. Knowledge and understanding of government procurement systems and processes. Knowledge of Public Finance Management Act. Knowledge of Supply Chain Management. Knowledge of Treasury Regulations. Knowledge of Preferential Procurement Policy Framework Act. Computer competent especially WCS.

Duties
:
Compile letters of acceptance to contractors.  Ensure the completeness of contractual documentation. Administrate court orders as instructed. Administrate the banking details of contractors. Update contract details on relevant electronic systems. Ensure the safekeeping of all legal records; such as contracts; guarantees; etc. Attend to and resolve contract-related enquiries. Compile contracts. Request and receive Guarantees. Monitor contracts and release guarantees. Render general support to the Head of the Unit. Serve in Bid Committee as a secretary. 

ENQUIRIES
:
Ms L Motlhla, Tel (053) 838 5261

APPLICATIONS
:
The Regional Manager, Department Of Public Works, Private Bag X 5002. Kimberley 8301

FOR ATTENTION
:
Ms L Motlhala

POST 10/179
:
ADMIN OFFICER: ACQUISITIONS BUYING PROPERTY MANAGEMENT: REF 2007/239

SALARY
:
R98 916 per annum

CENTRE
:
Kimberley Regional Office

Requirements
:
An appropriate 3 year degree/National Diploma or equivalent qualification, preferably in property management/ legal field and/or extensive experience in the property field. Sound understanding of property legislation, property administration, government procurement procedures and regulations. Good financial and negotiation skills. Sound analytical and problem solving skills. An understanding of the PFMA. Good communication skills (verbal and written) and interpersonal skills. Understanding of derivative forms of acquisition of property. A driver’s licence is essential. Computer literate.

Duties
:
Procure fixed property or rights in fixed property. Determine and analyse acquisition options to meet requirements of the client. Follow up with relevant parties on conveyance processes on the acquisition of properties. Analyse market trends. Compile management reports. Perform general administration duties within the Section

ENQUIRIES
:
Ms L Motlhala  Tel: (053) 838 5261

Applications
:
The Regional Manager, Department of Public Works, Private Bag X5002, Kimberley, 8301

FOR Attention
:
Ms L Motlhala

POST 10/180
:
ASSISTANT ADMIN OFFICER: LOGIS (2 POSTS) PROVISIONING AND AUXILIARY SERVICES: REF 2007/252

SALARY
:
R79 407 per annum

CENTRE
:
Kimberley Regional Office

REQUIREMENTS
:
Senior Certificate with appropriate experience; (A Degree/National Diploma will be an added advantage). Knowledge of the Public Finance Management Act, Bid Procedures and Treasury Regulations; Good communication skills; Developed organisational and interpersonal skills; Computer literacy and proven numerical skills; LOGIS knowledge will be an advantage.

DUTIES
:
Capture requests on LOGIS; Ensure that all procurement is in accordance with the PPPFA and PFMA delegations; Oversee the LOGIS process with regards to orders, transit and the issuing of stock from stores and Conduct monthly stock-takes.

ENQUIRIES
:
Ms L Motlhala Tel: (053) 8385261

APPLICATIONS
:
The Regional Manager, Department Of Public Works, Private Bag X 5002. Kimberley 8301

FOR ATTENTION
:
Ms L Motlhala

POST 10/181
:
ASSISTANT ADMIN OFFICER: INVENTORY PROVISIONING: REF 2007/256
SALARY
:
R79 407 per annum

REQUIREMENTS
:
A Senior Certificate with appropriate experience in Assets Management (A Degree/National Diploma will be an added advantage). Computer literacy. Record keeping skills, communication skills and good interpersonal skills. Knowledge of the following PFMA, Treasury Regulations, Preferential Procurement Policy Framework Act and Provisioning.

DUTIES
:
Establish, implement and maintain appropriate systems, Policies and procurement procedures to ensure effective, efficient and economical management of the Department Assets. Ensure that the Asset Register is maintained and updated daily with all requisitions, movements and disposals. Ensure proper reporting and reconciliation on assets. Co-ordinate annual stocktaking. Conduct inspections on a quarterly basis. Investigate shortages and surpluses and compilation of report findings, internal control and asset management. Responsible for recording transfers, movements, audits and disposal of assets.

ENQUIRIES
:
Ms L Motlhala, Tel (053) 838 5261

APPLICATIONS
:
The Regional Manager, Department Of Public Works, Private Bag X 5002. Kimberley 8301

FOR ATTENTION
:
Ms L Motlhala

POST 10/182
:
ASSISTANT ADMIN OFFICER (BID/TENDER ADMINISTRATION): REF 2007/231

SALARY
:
R79 407 per annum

REQUIREMENTS
:
Senior Certificate plus appropriate experience in the tendering process. (A National Diploma/Degree in Procurement will be an added advantage). The following will serve as a recommendation: Good verbal and written communication skills. Good organization and interpersonal skills. Computer literacy. Ability to manage contract. Knowledge of procurement prescripts (PFMA, SCM, PPPFMA, etc). Knowledge of the Government tendering procedures. A valid driver’s license will be an added advantage.

DUTIES
:
Receive and scrutinize approved procurement strategy, Advertisement of Bids in the Government Bulletin, Safe keeping of estimates and source documents. Compile Bid Documents as per strategy, Sell Bid Documents. Closing of Bids as per advert, Administration of Bid documents to check responsiveness. Update and report on Procurement spend, WCS, Treasury Website on awarded bids and Register projects on CIDB I-Tender website when advertising. Chairing the Specification and Evaluation Committee meetings, Report to ECDP monthly on numbers of Bids sold, received and awarded. Inform unsuccessful bidders after adjudication. Payments of invoices on the PMIS. Attend to general enquiries regarding procurement processes.

ENQUIRIES
:
Mrs. Virginia Moloto, Tel (015) 293 8062

APPLICATIONS
:
The Regional Manager, Department of Public Works, Private Bag X9469, Polokwane, 0700 or Hand deliver to 78 Hans Van Rensburg Street, Old Mutual Building, 1st floor, Polokwane.

FOR ATTENTION
:
Mr NJ Khotsa

POST 10/183
:
SENIOR REGISTRY CLERK OFFICE OF DIRECTOR GENERAL: REF 2007/236

SALARY
:
R64 143 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A Senior Certificate or equivalent with appropriate experience (Degree/National Diploma, Minimum Information Security Standards (MISS) Act  and knowledge of National Archives and Records service of South Africa Act no.43 of 1996 as amended will be an added advantage). Computer literacy is also essential. Ability to identify and arrange different types of records. Ability to work under pressure and take initiatives. Proven communication, organizing and interpersonal skills. The successful candidate must be willing to undergo security clearance

DUTIES
:
Maintain archives, Utilise space for archives, place documents on file, circulate and search files, closure and termination of files and records other than correspondence files, prepare and open files. Numbering of items in files, filing of papers and replacing of files, filing of closed and terminated records, separate case files, receive, open and sort post, handle outgoing post, search and trace files, perform reception duties when required, support  administrative activities, control and maintain equipment and inventory, capture requisitions.

ENQUIRIES

Mr S Vukela, Tel (012) 337 2698/2699

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

FOR ATTENTION
:
Mr SC Zaba

POST 10/184
:
SENIOR REGISTRY CLERK REGISTRY: REF 2007/226

SALARY
:
R64 143 per annum

CENTRE
:
Mafikeng Regional office

REQUIREMENTS
:
A Senior Certificate or equivalent with appropriate experience (Degree/National Diploma and knowledge of National Archives and Records service of South Africa Act no.43 of 1996 as amended will be added as an advantage). Computer literacy is also essential. Ability to identify and arrange different types of records. Ability to work under pressure and take initiatives. Proven communication, organizing and interpersonal skills.

DUTIES
:
Maintain archives, Utilise space for archives, place documents on file, circulate and search files, closure and termination of files and records other than correspondence files, prepare and open files. Numbering of items in files, filing of papers and replacing of files, filing of closed and terminated records, separate case files, receive, open and sort post, handle outgoing post, search and trace files, perform reception duties when required, support  administrative activities, control and maintain equipment and inventory, capture requisitions.

ENQUIRIES
:
Mr J Mototo, Tel (018) 384 9331 Ext 2262 

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

FOR ATTENTION
:
Mr S Dlamini 

POST 10/185
:
SENIOR ADMIN CLERK GRII PROCUREMENT CAPITAL PROCUREMENT: REF 2007/253

SALARY
:
R64 143 per annum

CENTRE
:
Kimberley Regional Office

REQUIREMENTS
:
A senior certificate or equivalent qualification and/or appropriate experience (Degree/ National Diploma will be an added advantage). Knowledge and experience in general office administration and filing. Knowledge and understanding in the application of the Public Finance Management Act, Supply Chain Management Policy and Treasury Regulations. Experience in Provisioning and procurement procedures. Good communication skills (written and verbal). Good planning and organizational skills. Computer literacy. Ability to work independently.

DUTIES
:
Taking minutes at the Tender Committee meeting; Typing and distribution thereof; Making copies of submissions for Tender Committee members; Making, binding, and selling copies of Tender documents; Typing of adjudication and regret letters; Respond to queries with regards to Tenders.

ENQUIRIES
:
Ms L Motlhala

APPLICATIONS
:
Department Of Public Works, Private Bag X 5002. Kimberley 8301

FOR ATTENTION
:
Ms L Motlhala

POST 10/186
:
SENIOR ADMIN CLERK: PROPERTY PAYMENTS REF 2007/257

SALARY
:
R64 143 per annum

CENTRE
:
Kimberley Regional Office

REQUIREMENTS
:
Senior Certificate with mathematics and/or accounting as a passed subject. (Degree/National Diploma will be an added advantage). Relevant experience in property payments or at in the accounts payment section.  Computer literacy (MS Word and Excel).  Ability to work under pressure.

DUTIES
:
Timeous payments of accounts received from municipalities, in respect of rates and taxes, municipal services and leased accommodation.  Manage enquiries from municipalities, service providers, property owners, tenants and clients. Monitor and follow up on account balances. Assist in the general administration of the section. Perform monthly reconciliations. Compile monthly reports.

ENQUIRIES
:
Ms L Motlhala, Tel (053) 8385261 

APPLICATIONS
:
The Regional Manager, Department Of Public Works, Private Bag X 5002. Kimberley 8301

FOR ATTENTION
:
Ms L Motlhala

POST 10/187
:
SENIOR REGISTRY CLERK: REF 2007/254

SALARY
:
R64 143 per annum

CENTRE
:
Kimberly Regional office

REQUIREMENTS
:
A Senior Certificate or equivalent with appropriate experience (Degree/National Diploma and knowledge of National Archives and Records service of South Africa Act no.43 of 1996 as amended will be added as an advantage). Computer literacy is also essential. Ability to identify and arrange different types of records. Ability to work under pressure and take initiatives. Proven communication, organizing and interpersonal skills.

DUTIES
:
Maintain the filing system and records. Manage archive documents. Keep file index up to date. Control schedules; control and protect records; Manage the flow of files and records. Search and trace files; Manage sensitive documentation. Render administrative support.  Operating fax machine. Manage the more advanced duties of the registry clerk. 

EQUIRIES
:
Ms L Motlhala, Tel (053) 838 5261

APPLICATIONS
:
Department Of Public Works, Private Bag X 5002. Kimberley 8301

FOR ATTENTION
:
Ms L Motlhala

POST 10/188
:
SENIOR PERSONNEL OFFICER HUMAN RESOURCE ADMINISTRATION: REF 2007/255

SALARY
:
R64 143 per annum

REQUIREMENTS
:
A Senior Certificate with appropriate experience in HR or administrative experience (A National Diploma/ Degree and knowledge of Persal will be an added advantage). Knowledge of PFMA, HR Prescripts, procedures, Planning and organizing skills, written and verbal communication skills, Computer literacy.  Ability to analyze and interpret HR policies and prescripts, Interpersonal skills.  Ability to work under pressure, Ability to cope with a high workload 

DUTIES
:
Manage Conditions of Service, formulate, manage and maintain HR Policies. Allocate and control/manage delegated work.  Render an effective HR advisory service to management and employees in the Department. Control and provide administrative support service.  Manage HR Registry and overall control of activities of the paper based HR records.  Develop human resource policies within set guidelines.  Conduct job evaluations and make recommendations on the grading of post. Ensure compliance with applicable Legislation.

ENQUIRIES
:
Ms L Motlhala, Tel (053) 838 5261 

APPLICATIONS
:
The Regional Manager, Department Of Public Works, Private Bag X 5002. Kimberley 8301

FOR ATTENTION
:
Ms L Motlhala

POST 10/189
:
SENIOR PERSONNEL OFFICER HUMAN RESOURCE MANAGEMENT: REF 2007/229

SALARY
:
R64 143 per annum

CENTRE
:
Port Elizabeth Regional Office

REQUIREMENTS
:
A Senior Certificate with appropriate experience in HR or administrative experience (A National Diploma/ Degree and knowledge of PERSAL will be an added advantage). Knowledge of PFMA, HR Prescripts, procedures, Planning and organizing skills, written and verbal communication skills, Computer literacy.  Ability to analyze and interpret HR policies and prescripts, Interpersonal skills.  Ability to work under pressure, Ability to cope with a high workload 

DUTIES
:
Manage Conditions of Service, formulate, manage and maintain HR Policies. Allocate and control/manage delegated work.  Render an effective HR advisory service to management and employees in the Department. Control and provide administrative support service.  Manage HR Registry and overall control of activities of the paper based HR records.  Develop human resource policies within set guidelines.  Conduct job evaluations and make recommendations on the grading of post. Ensure compliance with applicable Legislation.

ENQUIRIES
:
Ms F Clark, Tel (041) 408 2322

APPLICATIONS
:
The Regional Manager, Department of Public Works Private Bag X3913, Port Elizabeth, 6056

FOR ATTENTION
:
Ms F Clark

POST 10/190
:
SENIOR PERSONNEL OFFICER HUMAN RESOURCE ADMINISTRATION: Ref 2007/232
SALARY
:
R64 143 per annum

CENTRE
:
Polokwane Regional Manager

REQUIREMENTS
:
A Senior Certificate with appropriate experience in HR or administrative experience (A National Diploma/ Degree and knowledge of Persal will be an added advantage). Knowledge of PFMA, HR Prescripts, procedures, Planning and organizing skills, written and verbal communication skills, Computer literacy.  Ability to analyze and interpret HR policies and prescripts, Interpersonal skills.  Ability to work under pressure, Ability to cope with a high workload 

DUTIES
:
Manage Conditions of Service, formulate, manage and maintain HR Policies. Allocate and control/manage delegated work.  Render an effective HR advisory service to management and employees in the Department. Control and provide administrative support service.  Manage HR Registry and overall control of activities of the paper based HR records.  Develop human resource policies within set guidelines.  Conduct job evaluations and make recommendations on the grading of post. Ensure compliance with applicable Legislation.

ENQUIRIES
:
Mr J Khotsa, Tel (015) 293 8004

APPLICATIONS
:
The Regional Manager, Department of Public Works, Private Bag X9469, Polokwane, 0700 or Hand deliver to 78 Hans Van Rensburg Street, Old Mutual Building, 1st floor, Polokwane

FOR ATTENTION
:
Mr. NJ Khotsa

POST 10/191
:
SENIOR FOREMAN: CLEANING SERVICES FACILITIES MANAGEMENT: REF 2007/230

SALARY
:
R 54 222 per annum

CENTRE
:
Polokwane Regional Office

REQUIREMENTS
:
Applicant must have at least a Junior Certificate, ABET or equivalent and relevant experience. Knowledge of types and purpose of cleaning materials and operating cleaning equipment. Good understanding of Occupational Health and Safety Act. Able to handle a large staff component. Have effective communication skills. Must be in possession of a drivers’ license and be prepared to travel extensively.

DUTIES
:
The successful candidate will: Control and supervise cleaning staff at various sites. Offer training on the usage of cleaning material and equipment to cleaners. Record and report any maintenance problems daily and follow-up  thereof. Liaise with seniors timeously with regard to problem situations that may arise. Control and manage leaves for the cleaning personnel under supervision. Execute daily inspection of the building with regard to its cleanliness. Control inventory of cleaning material and equipment for various buildings. Draft the cleaning program for various buildings. Ensuring garden and ground are kept clean and neat. Monitor and discipline of subordinates.

ENQUIRIES
:
Mr. D Ndlovu (015) 291 6300

Applications
:
The Regional Manager, Department of Public Works, Private Bag X9469, Polokwane, 0700 or hand deliver 78 Hans van Rensburg street, Old Mutual building, 1st floor, Polokwane

FOR Attention
:
Mr. NJ Khotsa

POST 10/192
:
CLEANERS (2 X POSTS) FACILITIES MANAGEMENT: REF 2007/233

SALARY
:
R40 227 per annum

CENTRE
:
Polokwane Magistrate Court

REQUIREMENTS
:
A Junior certificate, ABET or equivalent qualifications. Good interpersonal skills, basic communication and literacy. Ability to perform routine tasks. Knowledge on usage of cleaning materials and equipment will be an added advantage.

DUTIES
:
Cleaning toilets, basins and wall tiles, empty and wash dustbins. Sweeping passages, floors, offices and pavements. Scrubbing, moping and polishing floors. Dust and polish furniture. Cleaning windows, doors and walls.

ENQUIRIES
:
Mr. NJ Thosago, Tel (015) 291 6300/5066

APPLICATIONS
:
The Regional Manager, Department of Public Works, Private Bag X9469, Polokwane, 0700 or Hand deliver to: 78 Hans van Rensburg Street, Old Mutual Building, 1st floor, Polokwane

FOR ATTENTION
:
Mr NJ Khotsa

ANNEXURE M
DEPARTMENT OF SCIENCE AND TECHNOLOGY

Applications are invited from all race groups.  It is the responsibility of applicants with foreign qualifications to have such verified by SAQA.

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

CLOSING DATE
:
23 March 2007

NOTE
:
Applications must be submitted on a Z83 form, obtainable form any Public Service department, and should be accompanied by a comprehensive CV (including two contactable referees) and certified copies of qualifications.

OTHER POST

POST 10/193
:
ASSISTANT DIRECTOR: RESEARCH AND DEVELOPMENT PLANNING

SALARY
:
All inclusive salary package: R178 242 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Applications are invited from persons in possession of an appropriate Bachelor’s degree or equivalent in natural sciences or economics. The ideal candidate should have a broad understanding of the national system of innovation, the White Paper on Science and Technology and public finance management legislation. Experience in project management and stakeholder co-ordination will be advantageous. Good communication, interpersonal skills, report-writing, organisational skills, strong analytical skills and computer literacy (MS Word, Excel, Access and PowerPoint) are some of the essential skills for this position.

DUTIES
:
Key performance areas: The successful candidate will be required to: *Co-ordinate the development of S&T relations with government departments *Draft bilateral MoAs with other departments *Assist with the development of sector R&D plans *Analyse and report on sector R&D plans *Co-ordinate brief reviews of sector R&D financing instruments *Plan and co-ordinate the national S&T expenditure plan

ENQUIRIES
:
Ms N Shinga: Manager: Sector R&D Planning, tel: (012) 843 6411

ANNEXURE N
DEPARTMENT OF SOCIAL DEVELOPMENT

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

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

FOR ATTENTION
:
Ms J Malala (012/ 312 7343

CLOSING DATE
:
19 March 2007

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

OTHER POST

POST 10/194
:
ASSISTANT DIRECTOR: ASSET MANAGEMENT


Directorate: Supply Chain Management 



This post is a re-advertisement

SALARY
:
R146 685 per annum
CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Bachelors Degree or diploma in Financial Management or equivalent qualification PLUS sufficient experience in Asset Management field. Knowledge of the Supply Chain Management. Knowledge of Public Finance Management Act of 1999 and Treasury Regulations. Knowledge of Government Provisioning and Procurement procedures. Knowledge of Asset Management guidelines issued by National Treasury. Knowledge of LOGIS and BAS. Competencies needed: Financial Management skills.  Asset Management skills  (including acquisition, maintenance and disposal).  Planning, coordinating and organising skills.  Communication (written, verbal and liaison) skills.  Problem-solving skills.  Computer literacy.  Project Management skills. Analytical skills, Attributes: Ability to work in a team.  Ability to work under pressure.  Assertiveness. Self-starter.  Accurate and compliant.  

DUTIES
:
Key Responsibilities: Maintain the Departmental asset register. Ensure that the annual and quarterly stock-taking programme is in place and implemented. Initiate disposals of redundant and obsolete assets and management of losses.    Serve as the chairperson of the stock-taking and disposal board.  Ensure that the monthly assets reconciliation is executed.  (Investigate queries on furniture and other equipment.

ENQUIRIES
:
Mr P Mabula, Tel: (012) 312-7902

ANNEXURE O
STATISTICS SOUTH AFRICA

Stats SA endeavours to promote careers of previously disadvantaged persons by applying the principles of the Employment Equity Act no. 55 of 1998. People with disabilities are most welcome to apply.

APPLICATIONS
:
Applications can be: • Post to the Recruitment Manager, Statistics South Africa, Private Bag X44, Pretoria, 0001 • Delivered at 170 De Bruin Park Building, corner Andries and Vermeulen Streets, Pretoria. Faxed or email applications will not be considered

CLOSING DATE
:
16 March 2007

NOTE
:
Required documents: • Z83 Application form • Detailed CV with contact detail of three recent references • Certified copies of qualifications and identity document • NB:  Applicants risk being disqualified for failing to submit all the required documents Important note:  If you do not hear from us within three months after the closing date, please regard your application as unsuccessful • Correspondence will be entered into with short listed candidates only • Statistics South Africa reserves the right not to make an appointment • Appointment is subject to security clearance, the signing of a performance agreement or plan, verification of the applicant’s documents, and reference checking • Applications received after the closing date will not be considered • Please clearly indicate the reference number of the position you apply for in your application. If you apply for more than one position, submit separate applications

OTHER POSTS

POST 10/195
:
PROFESSIONAL: BATCH CONTROL REF. NO. 07/02/022


One permanent position in the Finance & Provisioning Division at Head Office, Pretoria

SALARY
:
R98 916 per annum
REQUIREMENTS
:
Prerequisites: A minimum of a three year tertiary qualification in Accounting, Internal Audit or Financial Management • Knowledge of supply chain management, accounting, auditing, risk management and security • Knowledge of managing of records and/or archives • Knowledge of BAS, LOGIS and PERSAL. Person profile: This position will suit a person that has excellent report writing, communication and interpersonal skills • Conformity to high standard of honesty, objectivity diligence and loyalty • Ability to be firm, but fair, friendly, dynamic and self confident. Short listed applicants must be willing to undergo a competency exercise

DUTIES
:
Key performance areas:  Take custody, register and file batches from the sub-components • Assist in attending to customer requests for batches and financial information • Ensure batches issued to customers are returned • Review batches for reliability and integrity of financial information • Ensure archiving of financial information • Assist the inspection team on compliance testing • Assist with loss control • Conduct financial inspections

ENQUIRIES
:
Kindly contact Marius Papenfus at (012) 310 4644

POST 10/196
:
DATA PROCESSORS (REF. NO. 07/02/021)



(30 permanent posts exist in the Causes of Death Project, at Head Office, Pretoria)

SALARY
:
R79 407 per annum

REQUIREMENTS
:
Prerequisite: ( Minimum of Matric certificate with experience in data capturing, data editing and administrative work ( Computer literacy is essential. ( Experience in processing mortality and causes of death data will be an added advantage. Person profile: ( These positions will suit persons who have good communication, typing, numerical and analytical skills ( Ability to work effectively, independently and efficiently under pressure in order to meet deadlines. Short listed applicants must be willing to undergo a competency exercise.

DUTIES
:
Key performance areas: ( Sorting of the Death Notification Forms (DNFs) ( Print labels and paste boxes of sorted DNF ( Pre-code the DNF as per prescribed codes ( Capture and edit data  ( File the DNF ( Conduct quality checking throughout the process.

ENQUIRIES
:
Kindly contact Azwi Mmboyi at (012) 310 2949.

ANNEXURE P
DEPARTMENT OF WATER AFFAIRS AND FORESTRY

APPLICATIONS
:
The Regional Director:  Department of Water Affairs and Forestry, Private Bag X995, Pretoria, 0001

FOR ATTENTION
:
Ms K M Mathole

CLOSING DATE
:
30 March 2007

OTHER POST

POST 10/197
:
ASSISTANT DIRECTOR: SANITATION (GAUTENG REGION) (720210/80137/3)

SALARY
:
R146 685 per annum
CENTRE
:
Pretoria (Regional Office) 

REQUIREMENTS
:
A minimum a three year B-Degree in Social Sciences, or equivalent qualification plus relevant experience. Knowledge of Water Supply and Sanitation, development planning, community development as well as relevant legislation and policies governing Water Supply and sanitation are recommended. The incumbent must be computer literate and must be in possession of valid Code 08 Drivers Licence. Good communication, presentation, negotiation and report writing skills are essential attributes for the purposes of this position.

DUTIES
:
Key Performance Areas: Co-ordination of sanitation and implementation of related policies within Gauteng Province.  Administration and updating of the applicable databases.  Participate in the drafting of Departmental Policy and regulations at National Level with regard to sanitation.  Support Water Services Authorities with the implementation of Sanitation Policies.  Represent the Regional Office at all National Departmental Forums and Task Teams with regard to Sanitation, as well as to participate effectively in these forums and tasks teams. Manage the co-ordination of the Provincial Sanitation Task Team.  The incumbent must be willing to travel significantly.

ENQUIRIES
:
Mr T Mnguni, Tel. (012) 392 1466.

ANNEXURE Q
PROVINCIAL ADMINISTRATION: EASTERN CAPE

DEPARTMENT OF PUBLIC WORKS

The Provincial Administration of the Eastern Cape is an equal opportunity, affirmative action employer. Applications for women and persons with disability are encouraged.

APPLICATIONS
:
Forward your application clearly indicating the position for which you are applying, the relevant reference number and the name of the publication in which you saw this advertisement, to the Head of Department, Department of Public Works, Private Bag X0022, Bhisho 5605. Enquiries can be directed to Mr. M Mangxola @ 040 – 609 4419 / 4574.

CLOSING DATE
:
16 March 2007

NOTE
:
Communication including correspondence will only be entered into with short listed candidates. Applications must be submitted on form Z.83, obtained from any Public Service department, and should be accompanied by certified copies of qualifications, ID document and a detailed CV. The first page of the Z.83 form must be appropriately filled or else the application will not be considered.

MANAGEMENT ECHELON

POST 10/198
:
GENERAL MANAGER REF NO: DPW57/2007


Component: Strategic Management Unit

SALARY
:
All inclusive remuneration package of R591 510 p.a. the incumbent will be required to sign a performance agreement.

CENTTRE
:
Head Office, Bhisho
REQUIREMENTS
:
A dynamic manager who is in possession of a Bachelor’s degree or equivalent plus extensive knowledge in Strategic Management with proven record/experience at General Management level within a large organization. •Ability to interact at both high level strategic and operational level. •Proven ability to work in a highly pressurized environment. •Experience in organizational change management and transformation. Communication, report writing and presentation skills. •Computer literacy. •Knowledge of legislation applicable in the Public Service. •A pro-active and creative thinker with sound management, strategic planning and good organizational skills. •Good leadership and managerial skills. •Knowledge of supply chain management. Competencies: Strategic capability and leadership. Financial Management. People Management and empowerment. Programme and project management.  Communication. Client orientation and customer focus.

DUTIES
:
General management of the strategic management unit. •Participate in the decision-making process of the department and provide technical expertise with regards to strategy development/formulation, deployment, and management.  •Provide strategic innovation, oversight and leadership to the development, implementation, and management of a strategy/model to develop professional and trade competencies for the benefit of the department and the construction industry. •Translate policy into action.  •Provide strategic leadership and guidance to management of the implementation of infrastructure development in respect of Community Based Public Works Programme. •Provide strategic leadership in the management, implementation and transformation of the Construction Industry Development Programme.  •Ensure compliance and adherence to the PFMA, Treasury Regulations and other relevant prescripts.  •Compile, control, monitor and manage the budget, personnel activities and assets for the Chief Directorate.  •Ensure adherence to departmental norms, standards and work ethics.

NOTE
:
Short listed candidates for General Manager’s post will undergo Process of Security screening (vetting) and competency assessment. Candidates who previously applied could re-submit their applications

POST 10/199
:
SENIOR MANAGER (DGITO) REF NO: DPW58/2007


Component: ICT

SALARY
:
All inclusive remuneration package of R R502 725 p.a. the incumbent will be required to sign a performance agreement. 
CENTRE
:
Head Office, Bhisho.

REQUIREMENTS
:
RVQ13 such as degree / diploma in Information Technology. •At least, five years in a management position in an IT environment. •Ability to communicate effectively at all levels. Must have technical expertise. •Assertiveness and influencing skills. •Knowledge of: Project Management, ITIL, Microsoft Solutions Framework and ICT related legislation. Competencies: Strategic capability and leadership. Financial Management. People Management and empowerment. Programme and project management. Communication. Client orientation and customer focus. Services delivery innovation. 

DUTIES
:
Align the department’s knowledge management, information management, information systems management and information technology strategy with the strategic direction, management plans and business processes of the Department. •Provide and drive strategic direction for the division and ensure the formulation and implementation of policies, standards, procedures taking into consideration relevant best practices. •Represent the Department at the GITO Council. •Manage SITA relationship and relevant Service Level Agreements and Business Agreement •Ensure good relations are maintained between the Department and all stakeholders. Determine key performance standards and implement monitoring mechanisms. •Manage and monitor budget and action plans. •Manage and exercise overall control over all functions and personnel under his/her supervision in order to ensure that organizational goals are achieved and that corrective actions are taken.

NOTE
:
Short listed candidates for Senior Manager’s post (DGITO) will undergo Process of Security screening (vetting) and competency assessment.

ANNEXURE R
PROVINCIAL ADMINISTYRATION: GAUTENG

DEPARTMENT OF COMMUNITY SAFETY

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
:
20 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 10/200
:
DIRECTOR: FINANCE REF 70040561
Directorate: Financial Management

SALARY
:
R502 725 per annum (Inclusive packages)

CENTRE
:
Johannesburg

REQUIREMENTS
:
ArecognizedB.Com Accounting/Financial Management Degree/Diploma plus 3 – 5 years experience at middle management; A valid Driver’s license. other skills : Knowledge of Public Finance Management Act (PFMA) and National and Provincial Treasury Regulations. Knowledge of budget process, Experience in compiling Financial Statements. Proven track record of project management, Change management, Assertiveness, Quick and innovative thinking, Strategic and conceptual orientation, Problem solving, Networking and excellent oral and written communication skills 

DUTIES
:
Manage the Financial function of the Department and ensure sound financial management in the Department; Support senior managers in the execution of their functions in terms of the Public Finance Management Act, 1999 and the Treasury Regulations; Formulating creative solutions  to enhance effectiveness and efficiency in the delivery of the services and the administration of the Department and collaborating in the development of training programmes or by providing direct training in financial matters to officials of the Department;Coordinate and analyse input related to MTEF budget processes. Ensure that the Departmental expenditure is in accordance with the budget allocated. Prepare financial statements in accordance with the generally recognized accounting practice. Ensure developmental and implementation of internal controls, financial policies and procedures. Develop, implement and manage effective revenue of collection system. Facilitate the implementation of audit recommendations. Report in writing any unauthorized, irregular or fruitless and wasteful expenditure. Manage the relationship with the  GSSC  and the SLA Manage own resources

ENQUIRIES
:
V Nkobi Tel no: (011 689 3701)
POST 10/201
:
DIRECTOR SUPPLY CHAIN MANAGEMENT REF 70040562


Directorate: Finance

SALARY
:
R502 725 per annum (Inclusive packages)

CENTRE
:
Johannesburg

REQUIREMENTS
:
A Degree in Supply Chain Management or National Diploma in Purchasing Management, National Diploma in Logistics  plus 3 -5 years experience at middle management; A valid Driver’s license. Skills Proven track record of project management, Change management, Assertiveness, Quick and innovative thinking, Strategic and conceptual orientation, Problem solving, Networking and excellent oral and written communication skills Knowledge: Understanding of the South African Market Place including BBEE, SMME environment and knowledge of government procurement legislation would be an advantage; Project management GPG and Public Service policies and procedures in depth knowledge of Public Service Regulatory Frame work In depth knowledge of division of Revenue Act, PFMA, Treasury Regulations, Broad Based Black Economic Empowerment Act, Preferential Procurement Policy Frame work Act and Supply Chain Management Framework, In- depth knowledge of Code of Conduct for Supply Chain Management Practitioners Purpose of the posts To manage and ensure sound Supply Chain Management and the PFMA Treasury Regulations .

DUTIES
:
Ensure that the business processes for the procurement are adequately designed in line with the best and the Public Service Regulatory Framework Manage SLA on procurement and assets with the GSSC Manage the transport and assets management  functions as well as maintenance thereof Deliver on SLA with  departmental clients Manage own resources Ensure maintenance of an up to date Departmental Asset register Manage the Departmental vehicle Ensure that all assets are accounted for Report on any disposal of Department assets through prescribed format Liaison with service providers Management of service level    agreements Ensure proper management of Departmental  assets Logistics management 

ENQUIRIES
:
V Nkobi Tel no: (011) 689-3701

POST 10/202
:
DIRECTOR: TRAFFIC MANAGEMENT REF 70040563


Directorate: Traffic Management

SALARY
:
R502 725 .p.a. (Inclusive packages)

CENTRE
:
Johannesburg

REQUIREMENTS
:
Relevant and recognized degree with 3-5 years’ middle management and transport experience. Experience in traffic and transport law enforcement and administration environment. Proven track record of project management. Change management, assertiveness, quick and innovative thinking, strategic and conceptual orientation, problem solving, influencing, networking and excellent communication skills. Strategic leadership skills. A valid Drive’s license. 

DUTIES
:
Responsible for the strategic planning and direction of the Unit. Develop and manage traffic and transport law enforcement programmes and campaigns inclusive of joint operations with relevant agencies. Manage information systems, the monitoring of offences and vehicle and driver fitness inspections. Overall management of the Directorate inclusive of financial, human resource and project management requirements within the legal, policy and procedural framework of the Department.

ENQUIRIES
:
Ms E Siwa Tel no: (011) 689- 3600/52
OTHER POSTS

POST 10/203
:
DEPUTY DIRECTOR LABOUR RELATIONS REF 70040565


Directorate: Human Resources Management & Development 

SALARY
:
R286 203 per annum (Inclusive packages) 

CENTRE
:
Johannesburg

REQUIREMENTS
:
A Degree or a 3 years’ National Diploma in Human Resources or Labour Relations. 3 – 5 years experience in Labour Relations at national or provincial level and coordinating discipline and grievance process. Must have knowledge and understanding of the Labour Relations Act/Public Service regulations. A valid Driver’s licence. other skills: Reporting skills; Negotiation skills; Problem-solving skills; Communication skills; Computer literate.

DUTIES
:
To develop and implement labour relations policies, strategies, training interventions and awareness programmes;  To manage and facilitate bilateral and multilateral relationships with relevant employee organizations, grievance procedure and authorize the finances for the labour relations management; To advise the Department with regard to the resolution of grievances and making representations to Heads of Department; To monitor the disciplinary and grievance procedures; To represent the employer in disputes referred to the relevant bargaining council for arbitration and relevant labour relations forum; Assist in ensuring compliance with applicable legislation, rules and regulations. Coordinate and provide secretariat service for all Labour Related matters within the department; Implement labour relations communications strategy; Administration of labour relations. Preparing negotiations with trade unions.

ENQUIRIES
:
V. Nkobi Tel no :( 011) 689-3701

POST 10/204
:
ASSISTANT DIRECTOR TRAINING AND DEVELOPMENT REF NO: 70040566



Directorate: HRM and Development 

SALARY
:
R146 685 per annum (plus benefits)


CENTRE
:
Johannesburg

REQUIREMENTS
:
Degree or a National Diploma in Human Resources with 3 years appropriate experience preferably in a training and/or performance management environment. Experience in managing ABET, Learnership and Internship programmes. Drivers License other skills Good interpersonal skills; A customer focus orientation Excellent oral and written communication skills, Computer skills 

DUTIES
:
To manage the skills development programme of the Department To manage the learnership and internship programme of the Department Coordinate and facilitate training for staff members as per the workplace skills plan and Individual performance plans To coordinate the implementation of the uniform performance management system for levels 1-12To coordinate and manage the career pathing and mentoring programme of the Department

ENQUIRIES
:
V Nkobi Tel no: (011) 689-3701

POST 10/205
:
ASSISTANT DIRECTOR SERVICE EVALUATION AND RESEARCH REF NO: 70040693



Directorate: Service Evaluation and Research 

SALARY
:
R 146 685 per annum (plus benefits)

CENTRE
:
Johannesburg

REQUIREMENTS
:
A Bachelors degree in Social Sciences plus 2-3 experience in both Primary and Secondary research. other skills
: Planning and organizing skills, report writing skills, ability to supervise fieldwork, Analysis skills for both qualitative and quantitative research; Oral and written presentation skills; Computer literacy; Ability to work as part of a team. 

DUTIES
:
Design instruments for collecting qualitative and quantitative dataConduct both primary and secondary researchAnalyse crime and road accidents statistics and make appropriate recommendationsTrain and supervise fieldworkersAnalyse data and write reportsOrganise evaluation sessions with members of the Law Enforcement Agencies in the province.

ENQUIRIES
:
R Khumalo Tel (011 689- 3754

POST 10/206
:
HEAD: TALENT ACQUISITION REF 70040567


Directorate: Human Resource

SALARY
:
R146 685 per annum (Plus Benefits)

CENTRE
:
Johannesburg

REQUIREMENTS
:
A B Degree or National Diploma in Human Resources Management plus 3 years experience in HRM. Drivers licence. other skills: Customer relationship management; Interpersonal relations; Conflict Management; Communication; Interviewing; Facilitation and Presentation skills; Excellent oral and Report writing skills; computer literacy. Knowledge and understanding of relevant Legislations and Acts, Records Management 

DUTIES
:
Conduct an assessment of human resources required to deliver the operational plans in line with the Departmental Strategic Plan; Ensure implementation of the HR Plan and evaluate; Overall responsibility for the cost-effective attraction, recruitment and placement of high –caliber people whilst ensuring legislative compliance; Conduct recruitment interviews; Develop policies and procedures for Records Management Coach and develop staff to achieve their full potential and meet Departmental strategic objectives; Manage Registry 

ENQUIRIES
:
E Siwa Tel no: (011) 689-3652

POST 10/207
:
COMMUNITY SAFETY OFFICER REF 700400568


Directorate: Monitoring of Police Service Delivery 

SALARY
:
R122 841 per annum (plus benefits)


CENTRE
:
Johannesburg

REQUIREMENTS
:
A three-year degree or equivalent qualification in policing; at least 2 years’ experience within a criminal justice environment. other skills The role requires candidates with good communication skills and report-writing capabilities to deal with matters relating to criminal justice sector service delivery. Project management and presentation skills. Computer literacy. Driver’s licence.

DUTIES
:
Implement the monitoring plan/framework of the department;  Conduct police station and unit/site visits; Liaise with police management (SAPS and Metropolitan Police Departments) and criminal justice departments; Coordinate and liaise with CBOs and NGOs within the safety and security environment; Liaise with  the Independent Complaints Directorate and other oversight agencies; Make interventions on public complaints against the police and CJS departments; Ensure constant feedback to complainants on their complaints; Communicate with the public on pertinent safety and security issues; Collate information and compile reports; Develop early warning reports; Highlight actions/interventions for the Department of Community Safety; and, Develop, maintain and update station profiles.

ENQUIRIES
:
R. Khumalo Tel no: (011 689 3754

POST 10/208
:
COMMUNICATION OFFICER REF 70040569


Directorate: Public Education and Information 

SALARY
:
R98 916 per annum

CENTRE
:
Johannesburg
REQUIREMENTS
:
1 year experience in communications field + BA Communication or a National Diploma in Public Relations, Media Studies, Journalism, Marketing; other skills: Computer Literacy; Project Management; Report writing; Information Management skills; Networking skills.

DUTIES
:
Planning, coordination and implementation of community liaison activities; To identify, develop and ensure the implementation of operational plans aimed at community involvement in departmental activities; Build strong relations and liaise with communities to facilitate improved communication between communities and the department; To educate and inform members of the public about departmental programs and initiatives on crime prevention; Participate in the formulation and implementation of community liaison activities in conjunction with key stakeholders within communities to promote community participation on safety issues; Mobilise and liaise with communities and other stakeholders through community based communication activities; Ensure visits to communities to identify information needs; Establish and maintain relations with key stakeholders. Setting up exhibitions in areas where projects are being implemented; Ensure information collation and distribution to various communities; Update stakeholder database of communities in each region/area of operation.

ENQUIRIES
:
T Masilela Tel no:(011) 689- 3605/3600

POST 10/209
:
Administration Officer REF 70040570
Salary
:
R98 916 per annum (plus benefits) 

Centre
:
Ikhaya Lethemba 

Requirements
:
Senior Certificate (Grade 12) .Relevant diploma in public procurement and supply chain management. Knowledge of government systems at national and provincial 3 years extensive  working experience in procurement and supply chain and human resource .Administrative knowledge and experience of public sector supply chain framework, PFMA and treasury regulations, and communications and computer skills.  Customer focus Experience in a Secretarial/ or Administration will be an added advantage

Duties
:
The incumbent will be responsible for ;Administration  of assets, finance , personnel, procurement and traffic administration Supervising staff Budgets and resources Creation and maintenance of a proper document management system Manage the day-to-day administration of the office Minute-taking and report writing Drafting of different types of correspondence and documents.

ENQUIRIES
:
Ms Edith Siwa Tel no: 011-689 3652

POST 10/210
:
HOUSE ORGANISER REF 70040571
Salary
:
R54 222 per annum (plus benefits)

Centre
:
Ikhaya Lethemba 

Requirements
:
Senior Certificate (Grade 12).Diploma / relevant experience  as a caregiver Institutional experience in caring for residents/patients Customer focus Good communication skills  3 Year supervisory and management skills. 

Duties
:
Supervise House. Assistants, Monitor movements of clients internally and Externally .Ensure that residents food is  served regularly .Ensure that service providers provide the required service .Ensure that clients adhere to the rules. Provide support to House Assistant with their duties .Monitor clients by providing rules that must be followed within the Centre Handle all related queries and report management for action to be taken Monitor the service provided by service providers ( catering, cleaning and laundry)Collate monthly reports 

ENQUIRIES
:
Ms Edith Siwa Tel no:011-689 3652

NOTE
:
candidate Must be able to work shift hours.

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
:
26 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 10/211
:
CHIEF EDUCATION SPECIALIST REF 70040700
Chief Directorate: Education Planning, Evaluation and Reporting 

Unit: Education Management Information Systems

SALARY
:
R341 865 p.a (All inclusive package)

CENTRE
:
Johannesburg

REQUIREMENTS
:
An appropriate three year recognised Bachelor’s degree or equivalent qualification backed by appropriate experience in education and knowledge of education legislation, education policies, public finance, economics, mathematics or statistics and computer literacy (especially word-processing, spreadsheets and databases). Furthermore the successful candidate must have: The ability to identify and conceptualise education policy problems and find solutions; The ability to cooperate well with people both within and outside government; Good written and verbal communications skills; Research experience; and A strong interest in the development of the education system.

DUTIES
:
The candidate will be required to work in teams to: Ensure the overall management of the sub-directorate including the planning, budgeting and delivery of all activities under the sub-directorate; Initiate and manage large scale projects leading to the design, implementation and maintenance of databases, and the production of knowledge about the size, shape and quality of pre-tertiary education in the province; Coordinate the annual surveys on the different sectors of provincial education; Design, measure and report on education indicators; Design and implement education research projects focusing on the quantitative analysis of education provision; Engage in high level data analysis to support decision-makers at all levels; Design and conduct education surveys to collect data on the education system provincially or in conjunction with the national Department of Education; Produce standard statistical reports and multi-year analysis; and Develop and measure education indicators to measure the performance of the provincial education system; and Produce annual statistical  reports for public accountability.

ENQUIRIES
:
Albert Chanee Tel 011 355-0496

POST 10/212
:
ASSISTANT DIRECTOR: DATA TECNOLOGIST (SYSTEM DEVELOPMENT) REF 70040751
Chief Directorate: Education Planning, Evaluation And Reporting 
Unit: Education Management Information Systems
SALARY
:
R146 685 p.a (Plus Benefits)

CENTRE
:
Johannesburg

REQUIREMENTS
:
A multi skilled person who holds an appropriate 3 year qualification (or equivalent diploma and/or relevant experience). Good knowledge and understanding of education policies and Education Management Information Systems (EMIS). Computer literacy: Word, Powerpoint, Excel, Access, Arcview with technical and analytical solving skills relating to systems development.

DUTIES
:
The development, enhancement, testing and training with regard to information decision support systems in accordance with functional and technical specifications. The management of the information decision support systems of the Department. Active involvement within the Information Industry. Programme and design software packages in line with the survey forms designed. Design data collection tools. Assist in the collection and capturing of required datasets in accordance with the project plans and the development and capturing of metadata. Assist in the management and supervision of data capturers. Manage databases and warehouse these databases. Manage the local internal network for the data acquisition centre. Assist in the management and maintenance of the EMIS website. general attending various information systems forums and providing the necessary input/ support on behalf of the department. Manipulation of data and the production of reports. Strong verbal and written communication skills as well as good interpersonal relations. Strong administrative, organisational and general office management skills. Relevant experience in managerial support function, report writing and database management will be an added advantage. 

ENQUIRIES
:
Mohammad Sujee Tel 011 355-1783

POST 10/213
:
ASSISTANT DIRECTOR: GIS DATA TECHNOLOGIST REF NO. 70040752


Chief Directorate: Education Planning, Evaluation and Reporting 



Unit: Education Management Information Systems
SALARY
:
R146 685 (Plus Benefits)

CENTRE
:
Johannesburg

REQUIREMENTS
:
A multi skilled person who holds an appropriate 3 year qualification (or equivalent diploma and/or relevant experience). Good knowledge and understanding of Geographical Information Systems/ Arcview. Map production / development and processing skills. Computer literacy: Word, Powerpoint, Excel, Access, Arcview with technical and analytical solving skills relating to GIS software.

DUTIES
:
The development, enhancement, testing and training with regard to spatial information decision support systems (SIDSS) in accordance with functional and technical specifications. The management of the spatial information decision support systems of the Department. Active involvement within Spatial Information Industry. The collection, administration and maintenance of a special information system, map production and training and support to users. Information dissemination, receiving and processing a request for map production from clients. Manipulation of data and the production of thematically maps; Disseminating maps to clients and stakeholders. Develop project plan for Spatial Information System Services Projects E,G. collection and capturing of spatial data. Collection and capturing of required dataset in accordance with project plan and the development and capturing of metadata. General Attending various GIS Forums and providing the necessary input/ support on behalf of the department. Manipulation of data and the production of a report. Strong verbal and written communication skills as well as good interpersonal relations. Strong administrative, organisational and general office management skills. Relevant experience in managerial support function, report writing and database management will be an added advantage. 

ENQUIRIES
:
Mohammad Sujee Tel 011 355-1783

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.

MANAGEMENT ECHELON

POST 10/214
:
CHIEF DIRECTOR: FINANCIA L & MANAGEMENT ACCOUNTING (5 YEAR PERFORMANCE BASED CONTRACT) REF NO:70040735



Chief Directorate: Financial & Management Accounting 

SALARY
:
R591 510 per annum (all inclusive remuneration package of which a portion could be structured according to the individual’s needs)

CENTRE
:
Central Office, Johannesburg

REQUIREMENTS
:
This position requires a leader who is self-driven, results & goal orientated, a good communicator, assertive, a team player and must be able to work under pressure. The applicant must be in possession of a B Compt with at least 3 – years experience. A CA will be an added advantage.

DUTIES
:
The incumbent will assist the CFO to discharge her duties in terms of the PFMA  in the areas of : Planning & budgeting, budget & expenditure management, asset & liability management, revenue, debt & cash management as well as reporting. Contribute towards financial aspects of the strategic planning process by considering the financial impact of the department’s outputs, integrate planning & budgeting processes & ensure efficient & equitable allocation of resources. Work closely & in liaison with the Health Economist. Co-ordinate and collate all business plans / operational plans, review outputs to ensure alignment with KPIs in the strategic plan and Budget Statement 2. Apply / implement sound budgetary controls to ensure that expenditure remains within the department’s budget. Using financial planning tools to forecast cash flows & monitor funds transfers from Treasury to ensure that the department’s bank does not run overdraft. Ensure that sound cash management practices are implemented specifically at institutions where cash is handled. Assist programme managers to cost activities & projects before implementation. Implement cost saving exercises to minimize fruitless & wasteful expenditure & roll these out to institutions. Ensure that all assets of the department are effectively managed as required by the PFMA. Roll out & implement revenue strategy  & review processes to collect debts & propose improvements. Assist institutions to improve debt collection. Prepare monthly management pack incorporating commitment accounting for management decision, quarterly review reports for management, monthly & quarterly reporting to external stakeholders, prepare Annual Financial Statements. Develop & implement plans to resolve / address issues raised by the Auditor-General. Provide support to institutions and ensure that sound financial management practices are implemented, communicate and roll out accounting standards & practice notes released from time to time & monitor & evaluate performance of institutions on financial management. Perform an oversight role & provide training to financial managers & state accountants on financial management. Ensure implementation of PFMA & compliance to all laws, regulations, policies, procedures, prescripts & instructions. Ensure that stand alone systems that interface to the financial system are reconciled & in sync. Lead a project to design, implement and roll out activity based costing in the department. Review & analyse expenditure, using patient statistics to determine unit costs of services & efficiencies. Performance management, training & development of staff at own Chief Directorate. Develop & implement Standard Operating Procedures (SOP) review & revise financial management policies. Contribute to the management & evaluation of Service Level Agreement between the department  and GSSC. 

ENQUIRIES
:
Ms T Majaja, Tel (011) 011 355 3303

CLOSING DATE
:
19 March 2007

OTHER POSTS

POST 10/215
:
SPECIALIST (SURGERY) REF NO: 70040939


Directorate: Surgery Department

SALARY
:
R343 257 per annum (All inclusive package)

CENTRE
:
Kalafong Hospital

REQUIREMENTS 
:
Registration with the Health Council as a Specialist. 

DUTIES
:
Clinical Supervision: Control a clinical care unit. Prepare and supervise implementation of clinical guidelines and protocols. Plans and directs regular clinical audits. Supervises and advises junior doctors in patient care. Participates in patient care according to the read and duty lists. Academic Teaching :To undertake relevant training of medical personnel at undergraduate, postgraduate and sub – specialist level. To contribute to and participate in training of other health workers where requested to do so. Participate in public education programmes concerning health. Direct  Patients Care : To provide cost effective specialist medical in-patients and Out-patients care to patients within the referral area. To supervise junior medical staff in the appropriate treatment of patients. To co –operate with nursing and other professionals in the optimal care of hospitalized patients. To refer patients or patients samples to relevant other units and departments for diagnostic, interventional, imaging, surgical, therapeutic and rehabilitative tests and procedures. To advise and council patients and families on their health problems. To consult and advise health professional including primary care workers and medical practitioner on diagnosis, investigation and management of referred patients. Research: To contribute to the development of knowledge and policy by appropriate research. To do appropriate clinical research that will improve patients care. Liaison with senior and provincial management. Reports to HOD. Communicates with Medical Superintendent and Nursing Service Manager. Communicates with Registrars / Medical Officers. Communicates with patient’s families and care givers. Communicates with referring doctors and health professionals.

ENQUIRIES
:
Prof TR. Mokoena, (012) 373 1004 

CLOSING  DATE
:
28 March 2007 

POST 10/216
:
SPECIALIST (ENT) REF NO: 70040940


Directorate: Ear Nose & Throat

SALARY
:
R329 181 per annum (All inclusive package)

CENTRE
:
Kalafong Hospital

REQUIREMENTS 
:
Registration with the Health Council as a Specialist. 

DUTIES
:
Clinical Supervision: Control a clinical care unit. Prepare and supervise implementation of clinical guidelines and protocols. Plans and directs regular clinical audits. Supervise and advises junior doctors in patient care. Participate in patients care according to the read and duty lists. Academic Teaching : To undertake relevant training of medical personnel at undergraduate, postgraduate and sub – specialist level. To contribute to and participate in training of other health workers where requested to do so. Participate in public education programmes concerning health. Direct Patients Care: To provide cost effective specialist medical inpatients and Outpatients care to patients within the referral area. To supervise junior medical staff in the appropriate treatment  of  patients. To co –operate with nursing and other professionals in the optimal care of hospitalized patients. To refer patients or patients samples to relevant other units and departments for diagnostic, intervention. To advise and council patients and families on their health problems. To consult and advise Health Professionals including Primary Care Workers and medical practitioner on diagnosis, investigation and management of referred patients. Research : To contribute to the development of knowledge and policy by appropriate research. To do appropriate clinical research that will improve patients care. Liaison with senior and provincial management. Reports to HOD. Communicates with Medical Superintendent  and Nursing Service Manager. Communicates with Registrars / Medical Officers. Communicates with patient’s families and care givers. Communicates with referring doctors and health professionals.

ENQUIRIES
:
Prof A. Mulder, (012) 373 1048 

CLOSING DATE
:
28 March 2007

POST 10/217
:
REGISTRAR REF 70040701


Directorate: Internal Medicine

SALARY
:
R183 084 per annum (plus benefits).

CENTRE 
:
Pretoria Academic Hospital 

REQUIREMENTS
:
MBChB qualification. Registration with the HPCSA. Completion of internship and at least one year of medical practise.
DUTIES
:
Responsible for the day to day management of patients admitted to the wards. Responsible for presenting the clinical problem of each patient to a consultant. Teaching of procedures to new interns, deligation and supervision of interns performing tasks that may be delegated. Teaching and supervision of final year medical students performing tasks that may be delegated to them. Teaching of clinical skills to medical students in fourth and fifth year. Participation in examination of medical students. Registrars are expected to attend lectures in basic sciences and prepare for primary exams.

ENQUIRIES
:
Prof. A.L. Van Gelder Tel No: (012) 354-1211

FOR ATTENTION
:
Mr. Bradley Ramrock

CLOSING DATE
:
30 March 2007 

POST 10/218
:
SENIOR PSYCHOLOGIST REF NO: 70040856


Directorate: Psychology

SALARY
:
R146 685 per annum (plus benefits)

CENTRE
:
Sterkfontein Hospital

REQUIREMENTS
:
MA Clinical Psychology. Registration as a Clinical Psychologist. Ability to perform Psycho-diagnostic and Psychotherapeutic consultation. Knowledge of Psychometrics. Experience in supervision and training. Systems training a recommendation.

DUTIES
:
Conduct Psycho-diagnostic assessment and write result reports in an in-patient setting. Provide individual, group and family Psychotherapy. Function as a member of multi-disciplinary team. Co-ordinate and manage Psychological service provision. Supervision of intern Psychologists. Research and lecturing responsibilities.

ENQUIRIES
:
Mr. V. Matshazi Tel (011) 951 8000

FOR ATTENTION
:
Bradley Ramrock

CLOSING DATE
:
15 March 2007

POST 10/219
:
CONTROL TECHNICIAN REF 70040703


Directorate: Clinical Engineering

SALARY
:
R146 685 per annum (plus benefits). 

CENTRE 
:
Pretoria Academic Hospital 

REQUIREMENTS
:
Grade 12 certificate or Diploma in Clinical Engineering 3 years. Five years working experience in the field of Clinical Engineering. All Microsoft Office Applications. Asset Management Systems.
DUTIES
:
Control and administration of CEW personnel and over stock in the CEW store. Control over the repairs and maintenance of medical equipment. Liaise with the Medical equipment films and the administrative department. Control over repair and store budget. Write monthly report on expenditure. Keep control of equipment movement and work flow. Facilitate and co-ordinate training of technical personnel including clinical engineering training centre. Keep statistics of CEW functions.

ENQUIRIES
:
Mr. Paul Keet Tel No: (012) 354-1261

FOR ATTENTION
:
Mr. Bradley Ramrock

CLOSING DATE
:
30 March 2007 

POST 10/220
:
SENIOR PHARMACIST REF NO: 70040732


Directorate: Pharmacy

SALARY
:
R134 349 per annum (plus benefits)

CENTRE
:
Germiston Hospital

REQUIREMENTS
:
Tertiary qualification in appropriate medical science. Registration as a Pharmacist with the S. A. Council. Excellent communication and interpersonal relations skills. Computer Literacy.

DUTIES
:
Dispensing of medicine. Preparation of mixtures, solutions, ointments, drops and powders as well as the repacking of medicine. Issuing of medicine and supplies. Issuing of medicine per prescription to specific patients and inform those concerned with regard to the correct usage of medicine. Maintaining of records. Pharmacist duties in line with good pharmacy practice as determined by the S.A. Pharmacy Council as well as the relevant laws regarding medicine and pharmacists. Control medicine and the consumption of medicine issued. Handling and process of unconsumed medicine issued. Give support to personnel and other categories by applying personnel administration. Undergo in-service training and education. Issuing of medicine to in-and out-patients. Controlling supplies and stock and keeping of statistics

ENQUIRIES
:
Dr. J. H. J. Szczygielski Tel (011)345 1268

FOR ATTENTION
:
Bradley Ram rock

CLOSING DATE
:
12 March 2007

POST 10/221
:
SENIOR PHARMACIST REF 70040705


Directorate: Pharmacy

SALARY
:
R122 841 per annum (plus benefits)

CENTRE
:
Pretoria Academic Hospital

REQUIREMENTS
:
B.Pharm qualification. Registration as tutor. Registration with SA Pharmacy Council. Communication, training and interpersonal skills. Computer literacy.

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

ENQUIRIES
:
Rene Meyer Tel No: (012) 354-1262  

FOR ATTENTION
:
Mr. Bradley Ramrock

CLOSING DATE
:
30 March 2007 

POST 10/222
:
SENIOR ADMINISTRATIVE OFFICER REF NO: 70040738


Directorate: Specialised Services (Mental Health Review Boards) 

SALARY
:
R122 841-R 127 836 per annum (plus benefits)

CENTRE
:
Central Office, Johannesburg

REQUIREMENTS
:
A 3 year Degree / Diploma or Grade 12 with broad experience. Negotiation, people & financial management, planning & organization, verbal & written communication & time management skills. Computer literacy. Ability to work under pressure, to work long hours and to work after hours. Knowledge of the  Mental Health Care Act. (Act 17 of 2002) Valid driver’s licence will be an added advantage.

DUTIES
:
Provide administrative support to the Mental Health Review Boards (MHRBs). Ensure that documents relating to admissions, transfers, reviews, appeals & investigations are processed, checked & distributed timeously to the different board members. Enter information on MHRBs database on a daily basis. Hold regular MHRB meetings & monitor attendance. Booking of venues, parking, refreshments & other logistics e.g paper & recording devices. Ensure that proceedings & decisions of meetings / investigations are recorded. Deal with queries of the boards e.g incomplete & incorrectly completed documents. Ensure that decisions made by the boards are sent to the Head of Department, relevant health institution & the High Court. Ensure adherence to quality standards & database entry. Monitor workloads & expenditure of boards. Control orders / claims, evaluate administrative systems & report any gaps. Deal with enquiries from the public & mental health care users. Prepare detailed reports on cases / decisions taken. 

ENQUIRIES
:
Ms N Senello Tel, (011) 355 3375

CLOSING DATE
:
19 March 2007

POST 10/223
:
PRINCIPAL COMMUNICATION OFFICER: MARKETING & PUBLIC RELATIONS REF 70040739



Directorate: Communication and Public Relations 

SALARY
:
R122 841 per annum (plus benefits)

CENTRE
:
Central Office, Johannesburg.

REQUIREMENTS
:
Degree / National Diploma in Public Relations or equivalent with experience in marketing and public relations. High level PR skills, knowledge of government communication. High level internal and external communication skills. knowledge of government and events management, valid code 8 driver’s licence.

DUTIES
:
Implement Public Relations (PR) strategies in line with the strategic objectives of the Department. Organize and manage events on behalf of the Department. Liaise with Regional Communicators in developing, maintaining and implementing a uniform PR plan in the Department. Facilitate and manage internal events to improve communication. Ensure consistent branding at all of the Department’s facilities, institutions and corporate events. Assist in the distribution of the Department’s publications to relevant stakeholders. Assist in building a positive image of the Department in corporate events, oversight visits and Cabinet imbizos. Develop and ensure that the availability of the Department’s publications and other promotional material conform to required government branding standards.

ENQUIRIES
:
Ms Jennifer Matholeni Tel, (011) 355 3838

CLOSING DATE
:
19 March 2007

POST 10/224
:
OCCUPATIONAL THERAPIST REF NO: 70040919



Directorate: Allied

SALARY
:
R 98 916 per annum (plus benefits)

CENTRE
:
Sizwe Tropical Disease Hospital

REQUIREMENTS
:
Registration with the Health Professional Council of South Africa as an Occupational Therapist. Appropriate post community service experience. Driver’s license. Recommendations: Computer Literacy.

DUTIES
:
Render quality occupational therapy services according to set standards and evidence based practices in own area of work. Participate in strategic planning for the section to ensure that needs of all stakeholders are met. Undertake aspects of human and financial resources management allocated. Participate in planning and implementation of the professional development programme and in-service training of the disciplines on occupational therapy services. Submit required data.

ENQUIRIES
:
Mrs E.R. van Staden Tel (011) 531 4307

CLOSING DATE
:
26 March 2007

POST 10/225
:
SENIOR OCCUPATIONAL THERAPIST  REF NO : 700


Directorate: Occupational Therapy Department

SALARY
:
R98 916 per annum (plus benefits)

CENTRE
:
Kalafong Hospital

REQUIREMENTS 
:
Degree in Occupational Therapy. Registered with the HPCSA. Recommendations: More than 2 years experience in the Health Sector. Experience in setting up treatment programs. Managerial experience would be an advantage. Experience in student supervision.

DUTIES
:
Assessment and treatment of in and out patients in the Adult Physical Subsection. Development and implementation of programs in this subsection. Co –ordination of service in the subsection. Responsible for the student training and supervision in this section. Administrative duties. Supervision of junior therapists and support staff.

ENQUIRIES
:
Ms R. Louw, (012) 318 6702

CLOSING DATE
:
28 March 2007 

POSTS 10/226
:
STATE ACCOUNTANT REF NO:  70040831


Directorate:  Finance

SALARY
:
R98 916 per annum (plus benefits)

CENTRE
:
Tshwane/Metsweding Region

REQUIREMENTS
:
Recognized three year Degree/Diploma in finance or equivalent.  Knowledge of PFMA and Treasury regulations as well as appropriate knowledge of BAS.  Computer   literacy and valid driver’s licence.

DUTIES
:
Budget control, effective system of internal control as well as fraud prevention. Review, monitor financial procedure and control the light of identified risks. Develop, maintain financial procedures and delegation. Control accounts payable and suspense account.  Responsible for the submissions of the monthly report in the year management report.  Compilation of MTEF, budgets maintenance and performance management.

ENQUIRIES
:
Ms. M.C. Moabelo Tel (012) 303 9100

FOR ATTENTION
:
Mr Bradely Ramrock

CLOSING DATE
:
23 March 2007

POST 10/227
:
FINANCIAL CONTROLLER REF 70040747


Directorate: Finance

SALARY
:
R98 916 per annum (Plus Benefits)

CENTRE
:
Tshwane District Hospital

REQUIREMENTS
:
Grade 12 with extensive experience and Degree in Finance will be an added advantage. Financial management and decision making skills. Self management, management of diversity and change, communication (verbal & written) and interpersonal skills.

DUTIES 
:
Prepare reports on the state of the department, perform expenditure of the institution. Perform expenditure control and analyse variances.  Reconcile Ledger and Control and Account. Prepare the in Year Monitoring reports. Assist Financial Manager in the preparation of the medium term expenditure frame work (MTEF). Assist Financial Manager with budgetary control procedures. Assist with the implementation of Public Financial Management Act. Strengthen financial skills within the institution. Compile monthly reconciliations. Supervise subordinates. Perform various other duties assigned to you by Financial Manager. Training of subordinates and non – financial manager of finance issues.

ENQUIRIES
:
Mr. P O’Ryan Tel:  (012) 354 5618

CLOSING DATE
:
23 March 2007

POST 10/228
:
SENIOR PERSONNEL OFFICER REF NO: 70040710


Directorate: Human Resource

SALARY
:
R81 822 per annum (plus benefits).

CENTRE 
:
Charles Hurwitz (Santa TB) Hospital 

REQUIREMENTS
:
Grade 10-12 or equivalent qualification with one year experience. Knowledge of Persal system, skills development, Public Service Act, Public Service Regulations and any other prescripts. Good interpersonal relations communication (verbal and written). Computer literate.
DUTIES
:
Supervise and training of subordinates. Administration all aspects relating to service conditions, interpretation, implementation of statutory prescripts and policies. Assist in the administration of recruitment and selection. Pension’s administration, capturing checking and requesting of reports from persal. e.g. leave, housing, salaries commuted overtime. Assist with the management of PMDS within the institution.

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

FOR ATTENTION
:
Mr. Bradley Ramrock

CLOSING DATE
:
30 March 2007 

POST 10/229
:
PERSONNEL PRACTITIONER REF NO: 70040801


Directorate: Human Resources

SALARY
:
R79 407 per annum (plus benefits)

CENTRE
:
Sterkfontein Hospital

REQUIREMENTS
:
Senior certificate or equivalent. Experience in Human resources Management. Practical experience of PERSAL. Knowledge of HR prescripts and procedures. Knowledge of PFMA.

DUTIES
:
Handle administrative processes with regard to appointments, promotions, and translations in rank, transfers, secondments, resignations, performance bonuses and pay progressions. Receiving and processing applications for advertised posts. Administer the employment process. Administer salary administration. Draft letters and memorandums. Submitting monthly statistics. Applying and interpreting of regulations and related HR issues. Accept greater responsibility when requested. Requirements continue. Organisational skills. Communication skills. Computer literacy. Ability to interpret analyzes and interprets HR policies and prescripts. Ability to work under pressure. 

ENQUIRIES
:
Mr. T. Mashimbi Tel (011) 951 8206

FOR ATTENTION
:
Bradley Ramrock

CLOSING DATE
:
15 March 2007

POST 10/230
:
SENIOR SECRETARY (2 POSTS) (5 YEAR – CONTRACT) REF 70040742


Provincialisation Projects Office

SALARY
:
R79 407 per annum (plus benefits)

CENTRE
:
Central Office, Johannesburg

REQUIREMENTS
:
Senior Certificate or equivalent qualification such as secretarial. Willing  to work under stressful circumstances. Advanced computer literacy is a requirement. Willing to work extended hours and be able to work under pressure. 

DUTIES
:
Ensure proper functioning of the Projects Office. Answer and make telephone calls and take messages. Book venues for project  meetings and organize catering. Typing of documents / reports for the Projects office. Compile claims in the Projects office. Filing, faxing and photocopying. Ensure good record keeping systems. Co-ordinate the flow of correspondence. Keep a register of in and outgoing mail and faxes.

ENQUIRIES
:
Mr V Naidoo, Tel (011) 355 3852

CLOSING DATE
:
19 March 2007

POST 10/231
:
SENIOR ADMIN CLERK GRADE III REF NO: 70040741


Directorate: Specialised  Services (Mental Health Review Boards)

SALARY
:
R79 407 per annum (plus benefits)

CENTRE
:
Central Office, Johannesburg

REQUIREMENTS
:
Grade 12 or equivalent qualification. Computer and office administration skills. Knowledge of the Mental Health Care Act (Act 17 of 2002). A driver’s licence will be an added advantage. 

DUTIES
:
Provide administrative support to the Mental Health Review Boards (MHRBs). Administrative duties in accordance with the regulatory framework and guidelines relating to general office functions. Record movement of documentation in accordance with guidelines and instructions. File documentation in a way, which is orderly and enables easy access to information. Arrange meetings and functions and serve refreshments when required. Write basic letters and reports. Photo-copying, faxing and e-mailing documents. 

ENQUIRIES
:
Ms N Senello Tel (011) 355 3375

CLOSING DATE
:
19 March 2007

POST 10/232
:
SENIOR ADMIN CLERK PROCUREMENT REF NO: 70040942


Directorate: Procurement Department

SALARY
:
R79 407 per annum (plus benefits)

CENTRE
:
Kalafong Hospital

REQUIREMENTS 
:
Grade 12 or STD 8 with relevant experience Recommendations: Procurement experience. Good verbal and written communication. Interpersonal relations, planning g and organizing and counting of figures. PAS / BAUS and supply chain experience. Background knowledge of assets.

DUTIES
:
Do Asset Verification and Maintenance Reports. Print Assets per department (keep copy and copy to all sections). Bar code new assets. Issue new assets to departments. Enter new assets in BAUD system. File copies. Facilitate Condemning process. Take Disposals from BAUD system. Do BAUD / BAS Reconciliation (monthly to Regional Office). Maintain Manual Asset Register on Excel( monthly to Regional Office). Do Transfers of Assets between Departments at Kalafong Hospital  and all other duties of Asset Controller. 

ENQUIRIES
:
Mr MS. Bassier, (012) 318 6732

CLOSING DATE
:
28 March 2007 

POSTS 10/233
:
SENIOR PERSONNEL OFFICER REF 70040785
SALARY
:
R79 407 per annum (plus benefits)

CENTRE
:
Tshwane Rehabilitation Centre

REQUIREMENTS
:
An appropriate three year diploma in HR or equivalent qualification or Grade 12 certificate with appropriate relevant experience in HR.  Must have extensive knowledge of PERSAL and Human Resources Prescripts. Good communication and interpersonal skills.  Computer literacy and Work under pressure.

DUTIES
:
Must be able to process appointments, transfers, promotions and relocations on PERSAL. Provide administrative support to recruitment and selection processes. To render advice and guidance with regard to all HR admin issues. Execute any other tasks related to HR administrative functions. Give regular reports to rehabilitation Manager.

ENQUIRIES
:
Ms. M. M. Rakwena Tel (012) 354 6135

FOR ATTENTION
:
Bradley Ramrock

CLOSING DATE
:
23 March 2007

POSTS 10/234
:
HEALTH PROMOTION PRACTITIONERS (2 POSTS) REF NO:  70040786
SALARY
:
R79 897 per annum (plus benefits)

CENTRE
:
Metsweding District

REQUIREMENTS
:
Grade 12 certificate or equivalent qualification and code 8 driver’s licence. Good communication and presentation skills. Be able to work weekends and public holidays.  Networking skills.

DUTIES
:
Implementing district, sub district and provincial strategies/campaigns at facility level.  Actively promoting community programs through techniques such as peer education, supporting groups and self help projects.  NGO’s and private sector initiatives in the health advocacy and poverty alleviation programmes.

ENQUIRIES
:
Mr. AJ.M.Mncube Tel (012) 303 9060

FOR ATTENTION
:
Bradley Ramrock

CLOSING DATE
:
23 March 2007

POST 10/235
:
PERSONNEL OFFICER REF 70040803


Directorate:  Human Resources

SALARY
:
R79 407 per annum (plus benefits)

CENTRE
:
Sterkfontein Hospital

REQUIREMENTS
:
Senior certificate or equivalent Human resources experience. PERSAL knowledge is a prerequisite. Knowledge of Leave, Incapacity leave, Medical boarding, Long service recognition and related HR experience and procedures. Good communication skills (written, verbal and Liaison). Ability to work under pressure and to meet departmental deadlines.

DUTIES
:
Processing of leave applications, leave entitlement payment and leave files quarterly. Draft letters and submissions for incapacity leave approval and process Medical boarding submissions. Check and ensure that PERSAL transactions and related mandates forwarded to the GSSC are captured correctly. Submitting monthly statistics. Applying and interpreting of regulations and other legislative frameworks around leave administration and related HR issues. Accept greater responsibility when requested. 

ENQUIRIES
:
Ms. A. da Silva Tel (011) 951 8201

FOR ATTENTION
:
Bradley Ramrock

CLOSING DATE
:
15 March 2007

POST 10/236
:
SENIOR PERSONNEL OFFICER REF 70040712


Directorate: Human Resource 

SALARY
:
R66 087 per annum (plus benefits).

CENTRE 
:
Charles Hurwitz (Santa TB) Hospital 

REQUIREMENTS
:
Grade 10-12 or equivalent qualification with one year experience in HR. Knowledge of Persal system, skills development, Public Service Act, Public Service Regulations and any other prescripts. Good interpersonal relations communication (verbal and written). Computer literate.
DUTIES
:
Administration all aspects relating to service conditions, interpretation, implementation of statutory prescripts and policies. Assist in the administration of recruitment and selection. Pension’s administration, capturing checking and requesting of reports from persal. e.g. leave, housing, salaries commuted overtime. 

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

FOR ATTENTION
:
Mr. Bradley Ramrock

CLOSING DATE
:
30 March 2007 

POST 10/237
:
HUMAN RESOURCE OFFICER (1 POST) REF 70040830


Directorate: Human Resource Officer

SALARY
:
R64 143 per annum (Plus Benefits)

CENTRE
:
Tshwane District Hospital

REQUIREMENTS
:
Grade 12 certificate or equivalent plus relevant HR experience.  Knowledge of PERSAL is a prerequisite. Knowledge of related HR prescripts and procedures are essential. Supervisory skills.  Good communication, computer and organizational skills. 

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

ENQUIRIES
:
Mrs. A.L. Xundu Tel: (012) 354 5607

CLOSING DATE
:
23 March 2007

POST 10/238
:
ADMINISTRATION ASSISTANT (4 POSTS) REF 70040749


Directorate: Casualty

SALARY
:
R54 222 per annum (Plus Benefits)

CENTRE
:
Tshwane District Hospital

REQUIREMENTS
:
Grade 12 certificate, computer literacy and knowledge of PAAB will be a recommendation.  Good verbal communication and interpersonal relationship. 

DUTIES
:
To supervise all functions with regard to state money (re-classification, cancellations and manual system). Administer all functions with regard to state money. To administer the minimum maximum level of consumable and the distribution thereof.  Relieving at any place within TDH as per instruction by Supervisor.  Registration, adminission of patients from casualties and OPD.  Providing information, guidance assistance and training to all sub-cashier and ward clerks. To ensure effective service delivery.  Ordering and control of stock.  Providing information, assistance and training to all sub-cashier and ward clerks. To supervise all sub-cashiers regarding patient registration and control all files from casualty and other departments.  Adhering to official working hours and other policies. Registration of patients at casualty as well as OPD.  To control leave of absence roster and the documentation thereof.  To collect money from cashier, reconcile cashbook with manual and the banking thereof. 

ENQUIRIES
:
Mrs. A.H. Lewis Tel:  (012) 354 5964

CLOSING DATE
:
23 March 2007

POST 10/239
:
SECRETARY (CEO’S OFFICE) REF NO:  70040750


Directorate:  CEO’s Office

SALARY
:
R54 222 per annum (Plus Benefits)

CENTRE
:
Tshwane District Hospital

REQUIREMENTS
:
Grade 12 certificate.  Secretary/ Administration Diploma or equivalent.  Computer literacy and knowledge/ experience in MS Word, Excel, PowerPoint, MS Outlook and excellent typing skills.  Literacy in Access will be an advantage.  Good interpersonal, organizational and communication skills as well as telephone etiquette are essential.  The basic principles of Public Relations are also required.  The incumbent must be able to work independent as well as part of a team.  The incumbent must also be able to work underpressure and be knowledgeable in operating office equipment.  Shortlisted candidates will be subjected to a practical and oral interview.

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

ENQUIRIES
:
Mrs. O.I.  Ubogu Tel:  (012) 354 5602

CLOSING DATE
:
23 March 2007

NOTE
:
The Department reserves the right not to fill the advertised post.

POST 10/240
:
STORE ASSISTANT (2 POSTS) REF 70040826


Directorate:  Stores

SALARY
:
R54 222 per annum (Plus Benefits)

CENTRE
:
Tshwane District Hospital

REQUIREMENTS
:
Grade 12 certificate and equivalent experience. Successful completion of PAS1 or SCM1 will be an added advantage.  Computer literacy. Good communication, interpersonal and, record keeping skills. Knowledge of Supply Chain Management policies and prescript, PFMA and Treasury regulations.  

DUTIES 
:
Maintenance of store and goods.  Receiving and issuing of stock, check for correctness, quality and quantity, and fills in / signs the appropriate documentation and stores stock according to the prescribed warehouse management principles. Record all stores per VA11.  Handling of VA2 for internal stock. Monitor the availability of stock, reconcile stock received and issued. Inspection of stock and satisfied timely. Performs the administration and maintenance of bin allocations (bin numbering system) and keep accounting section (posting clerk) posted.  Reports stock discrepant to the accounting section and the senior store official. Reports disposable stock items to the Supply Chain Manager by means of a report of service letter.

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

CLOSING DATE
:
23 March 2007

POST 10/241
:
HUMAN RESOURCE OFFICER (1 POST) REF NO: 70040829


Directorate:  Human Resource Officer

SALARY
:
R54 222 per annum (Plus Benefits)

CENTRE
:
Tshwane District Hospital

REQUIREMENTS
:
Grade 12 certificate or equivalent plus relevant HR experience.  Knowledge of PERSAL is a prerequisite.  Knowledge of related HR prescripts and procedures are essential.

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

ENQUIRIES
:
Mrs. A.L. Xundu Tel: (012) 354 5607

CLOSING DATE
:
23 March 2007
POST 10/242
:
PROPERTY CARETAKER SUPERVISOR REF NO: 70040943


Directorate:  Facility Management U
nit Department

SALARY
:
R54 222 per annum (plus benefits)

CENTRE
:
Kalafong Hospital

REQUIREMENTS 
:
Minimum STD 6 or Abet Level 3. Be in a possession of a valid code 2 driver’s licence. Recommendations: Be in the position to supervise subordinates and have strong leadership qualities. Knowledge of utilizing garden equipment.

DUTIES
:
Drive tractor with slasher, scrapper with extensive experience. Ensure that all grounds men sign attendance register daily. Control leave forms and update attendance register. Mowing lawns with a tractor. Remove refuse from the hospital terrain and transport refuse to the dumping area or  burn it. Issue working equipment and allocate tasks  to grounds men  in the department. Take rounds on the terrain, report any defaults and ensure that work is performed according to the set standards. Check serviceability of machinery, equipment and storage of equipment . Acquisition of quotations and the purchase of minor items  required in the department. Writing VA2 forms for condemning, repairs, ordering of stock and new equipment. Take inventory of equipment of equipment every six (6) months. Perform minor administrative work and write works orders. Practice pest control. Assist in  the performance evaluation of grounds men. Assist other grounds men to perform the tasks when necessary.

ENQUIRIES
:
Mr H.Motsomane,  (012) 318 6414

CLOSING DATE
:
28 March 2007 

NOTE
:
This post is a re – advertisement, previous applicants may still apply.

POST 10/243
:
ADMINISTRATION ASSISTANT (16 POSTS) REF 70040748


Directorate: Casualty

SALARY
:
R46 200 per annum (Plus Benefits)

CENTRE
:
Tshwane District Hospital

REQUIREMENTS
:
Grade 12 certificate, computer literacy and knowledge of PAAB will be a recommendation.  Good verbal communication and interpersonal relationship.

DUTIES 
:
Make and receive telephone calls.  Sorting, filing and keeping record of documents.  Provide effective, efficient service to visitors and callers.  Registration, admission of patients from casualties and OPD. Administer all functions with regard to state money.  Providing information assistance and training to all sub-cashiers and ward clerks.

ENQUIRIES
:
Mrs. A.H. Lewis Tel:  (012) 354 5964

CLOSING DATE
:
23 March 2007

POST 10/244
:
DATA CAPTURER (ART) REF NO: 70040730
SALARY
:
R46 200 per annum (plus benefits)

CENTRE
:
Germiston Hospital

REQUIREMENTS
:
Must have GR 10 with experience/ GR 12 with no experience communication skills. Self motivated individual, attention to details. Excellent letter writing skills. Good interpersonal skills. Comprehensive knowledge of Microsoft Office and keyboard.

DUTIES
:
Capture and process documentation. Maintain a good code of conduct. General handling of documentation and all processes, e.g. receiving and distribution of documents. Good interpersonal skills. Telephone etiquette. Good client communication skills for on-line support. Skills for on-line support. Ability to carry out tasks in a manner that will facilitate harmonious teamwork to ensure the smooth running of the division ad reflects a professional attitude and client satisfaction. Assist team members when overloaded. Prepare to go extra mile. Dedication and pride in ones own work will be an advantage. Query resolution. Database management.

ENQUIRIES
:
Ms. L. Nkopo Tel (011)345 1341

FOR ATTENTION
:
Bradley Ram rock

CLOSING DATE
:
09 March 2007

POST 10/245
:
PORTER REF NO:  70040828


Directorate: Casualty

SALARY
:
R46 200 per annum (Plus Benefits)

CENTRE
:
Tshwane District Hospital

REQUIREMENTS
:
Grade 10 certificate. Relevant experience. Good verbal, communication and interpersonal skills.  Be able to work in team environment.

DUTIES 
:
Taking and collection of blood specimen to the laboratory. Assist with loading, offloading of patients from the ambulances and private vehicles. Accompany, walking and transport patients with wheelchair/ trolleys from reception to the wards and treatment.  Assist Nursing staff with the transfer of patients, with the transportation of corpses from wards mortuary. Supervision of juniors and other responsibilities incidental thereto.

ENQUIRIES
:
Mrs. R.G. Letwaba Tel:  (012) 354 5802

CLOSING DATE
:
23 March 2007

POSTS 10/246
:
MESSENGER/DRIVER REF 70040787
SALARY
:
R46 200 per annum (plus benefits)

CENTRE
:
Metsweding District

REQUIREMENTS
:
Junior certificate, valid driver’s licence and Public Driver’s Permit.  Ability to read and write and have good interpersonal skills.

DUTIES
:
Render quality service as driver to the department and ensure safe transporting of staff and patients either by car, combi, bus or driving the mobile clinic.  Delivering, collecting of mail, documents, goods to and from different area offices or institution.  Routine maintenance check on vehicle to report defects for timeouts repairs.

ENQUIRIES
:
Ms. M. Dikoebe Tel (013) 932 6303

FOR ATTENTION
:
Bradley Ramrock

CLOSING DATE
:
23 March 2007

POST 10/247
:
DRIVER/ MESSENGER (3 POSTS) REF NO: 70040802


Directorate: Human Resources

SALARY
:
R46 200 per annum (plus benefits)

CENTRE
:
Sterkfontein Hospital

REQUIREMENTS
:
Abet level 4. Ability to read and write as well as reading maps. Valid code 10 driver’s licence. Valid public driver’s permit. 2-5 years experience as a driver. Good communication skills.

DUTIES
:
Transport patients and staff. Transport goods. Equipment and assets. Routine maintenance and garaging of vehicles. Escort and transport patients. Vehicle inspections and report faulty. Delivery of patient’s food, medicine, and linen. Remove of garden waste. Collect and deliver post and correspondence. Assist transport officer.

ENQUIRIES
:
Mr. D. Mere Tel (011) 951 8259

FOR ATTENTION
:
Bradley Ramrock

CLOSING DATE
:
15 March 2007

POST 10/248
:
CLINIC CLERKS (17 POSTS) REF NO: 70040707


Directorate: Admin and Logistics 

SALARY
:
R46 200 per annum (plus benefits)

CENTRE
:
Pretoria Academic Hospital

REQUIREMENTS
:
Senior certificate or equivalent qualification. Good interpersonal communication and writing skills. Good telephone etiquette. Must be prepared to work shifts and unsociable hours. Must be computer literate.

DUTIES
:
Making appointments for doctor’s and medical repeats on the Medicom system. Filing and fastening of patient documents on the master patient file of records. Requesting and controlling patient files from records. Registering inpatient and inter-clinic visits on Medicom where applicable. Capturing and updating patient information on Medicom. Performing other relevant administrative duties as approved by the supervisor. Rotation in the records section. 

ENQUIRIES
:
Mr. M.F. Monama Tel No: (012) 354-1421

FOR ATTENTION
:
Mr. Bradley Ramrock

CLOSING DATE
:
30 March 2007
NOTE
:
These posts are for serving Public Servants only.
POST 10/249
:
SECURITY OFFICER (2 POSTS) REF NO: 70040918
SALARY
:
R 46 200 per annum (plus benefits)

CENTRE
:
Edenvale General Hospital

REQUIREMENTS
:
Junior Certificate (Grade 10) or Senior Certificate (Grade 12). Security experience. Basic knowledge of health and safety standards. Good communication skills (Written and Verbal). Must be willing to learn. Good organisational skills. Problem solving skills. Lead by example. 

DUTIES
:
Supervise in- house and build positive relationship with private security. Operate CCTV and report to management. Execute all security management duties and responsibilities. Allocate security guards according to requirements and control leave forms. Evaluate (PMDS) security guards throughout the year. Ensure compliance to institutional rules, regulations, policies and procedures etc. Maintain effective utilization of all allocated resources. Implement security measures in order to protect and safeguard the premises, patients, and equipment and hospital buildings. Implement disciplinary action against misconduct cases in your span of control. Take appropriate steps to prevent theft or loss of hospital property. Identify and report safety hazards such as defects or breaches. Perform risk assessment and compile risk management reports. Provide expert advisory service to the hospital management on security matters. 

ENQUIRIES
:
Mr J.K.A Buthelezi or Ms G Meyer Tel (011) 321 6003/321 6018

CLOSING DATE
:
26 March 2007

POST 10/250
:
SECURITY GUARD (2 POSTS) REF NO: 70040713


Directorate: Logistics 

SALARY
:
R41 445 per annum (plus benefits).

CENTRE 
:
Charles Hurwitz (Santa TB) Hospital 

REQUIREMENTS
:
Grade 10-12 or equivalent qualification with relevant experience. Knowledge of security policies. Good interpersonal relations communication (verbal and written). Honesty and reliable.
DUTIES
:
Provide access control to premises. Search vehicle and person within the hospital. Patrol building and grounds within hospital. Guard and secure state vehicle. Delegation of duties, monitoring of duties and training of subordinates. Must be able to work under pressure. 

ENQUIRIES
:
Mr. C.J.P. Strydom Tel No: (011) 938-8070

FOR ATTENTION
:
Mr. Bradley Ramrock

CLOSING DATE
:
30 March 2007 

POST 10/251
:
STORE ASSISTANT (TRANSIT) REF NO:  70040746


Directorate:  Stores

SALARY
:
R40 227 per annum (Plus Benefits)

CENTRE
:
Tshwane District Hospital

REQUIREMENTS
:
Grade 12 or equivalent with experience.  Successful completion of PAS 1 or SCM1 will be an added advantage.  Computer literacy.  Good communication skills.  Ability to work alone and in a team, good interpersonal and record keeping skills.  Knowledge of procurement processes and SAP will be an added advantage.

DUTIES
:
Receiving and issuing of stock to warehouse and end-users.  Safe keeping of stock within the Procurement Guideline Act.  Ensure that goods receipt voucher is captured correctly on the SAP System for all commodities. Deal with related queries for goods receipts.  Control all activities related to warehouse management.  Follow up on late deliveries and outstanding orders.

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

CLOSING DATE
:
23 March 2007

POST 10/252
:
PORTER (9 POSTS) REF 70040827


Directorate: Casualty 

SALARY
:
R40 227 per annum (Plus Benefits)

CENTRE
:
Tshwane District Hospital

REQUIREMENTS
:
Grade 10 certificate. Good verbal, communication and interpersonal skills. Be able to work in team environment. 

DUTIES 
:
Transporting patients within the hospital. Moving corpse from wards to mortuary and responsible for correct completion of relevant forms. Reporting of faulty, broken wheelchairs and trolleys. Collecting of human tissue and transporting it for disposal. Handle all inquiries.

ENQUIRIES
:
Mrs. R.G.  Letwaba Tel:  (012) 354 5802

CLOSING DATE
:
23 March 2007

POSTS 10/253
:
CLEANER GRADE II (20 POSTS) REF NO:  70040784
SALARY
:
R40 227 per annum (plus benefits)

CENTRE
:
Tshwane Rehabilitation Centre

REQUIREMENTS
:
ABET, be able to work shifts, read and write.  Be able to work under supervision and independently. Only candidates within the Government can apply and will be considered. 

DUTIES
:
Active involvement in cleaning and disinfecting of all surfaces according to programme. Maintain and keep all equipment in good order. Economic use of cleaning material.

ENQUIRIES
:
Ms. M. M. Rakwena Tel (012) 354 6135

FOR ATTENTION
:
Bradley Ramrock

CLOSING DATE
:
23 March 2007

POST 10/254
:
FOOD SERVICE AID REF NO: 70040731
SALARY
:
R35 916 per annum (plus benefits)

CENTRE
:
Germiston Hospital

REQUIREMENTS
:
Basic literacy ABET/GR 8. Must be able to read and write. Good verbal and written communication skills. Should be prepared to work shifts, weekends and public holiday. Willingness to work on physical nature.

DUTIES
:
Perform routine task and operate machinery. All tasks related to preparation, cooking and serving of food. Cleaning of kitchen, shelves and fridges. Pack suppliers received. Washing of cutlery/ crockery. Apply hygienic measures in food service unit.

ENQUIRIES
:
Ms. M.G. Mogashoa Tel (011)345 1252

FOR ATTENTION
:
Bradley Ram rock

CLOSING DATE
:
09 March 2007

NOTE
:
Excess staff will be given preference. Res. 7/2002

DEPARTMENT OF PUBLIC TRANSPORT, ROADS AND WORKS

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

CLOSING DATE
:
16 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 10/255
:
ASSISTANT DIRECTOR: DAC (2 POSTS) REF 70040560


Directorate: Procurement and BEE

SALARY
:
R146 685 per annum 

CENTRE
:
Johannesburg

REQUIREMENTS
:
A relevant business or supply chain or project  management Diploma. Management or supervisory experience in procurement and SCM experience in tender administration. Knowledge of procurement policies and procedures. GPG delegation of authority requirements, SCM Act, PPPFA and PFMA, Knowledge of Government procurement legislation. Understanding of South African market place. Knowledge of maintenance and construction industry is an advantage. 

DUTIES
:
Providing secretarial service to the Departmental acquisition council meetings, including preparing agenda and the taking of minutes. Coordinate communication and information between DAC’s. Scrutinize all submissions and minutes prior to submission to the DAC meeting for accuracy and compliance. Prepare and coordinate reports to DAC. Completion of the standard advertising process in accordance with issued instruction and procedures. Oversee the tender closing process, validating compliance in documents and safe guarding of all DAC material. Participate in tender evaluation process through cross functional sourcing team. Completion of the standard administrative compliance process for received bids in accordance with procedures. Follow up on tender queries and distribution of tenders within departmental procedures. Approval of documents in procurement within delegation. 
ENQUIRIES
:
Ms Dorothy  Mokgoro Tel (011) 355 9412

POST 10/256
:
ASSISTANT DIRECTOR: (2 POSTS) REF NO 70040572 



Directorate: Parliamentary Services and Stakeholder Management

SALARY
:
R146 685 per annum 

CENTRE
:
Johannesburg

REQUIREMENTS
:
Diploma, extensive experience in corporate services. Must be computer literate in all facets. Good communication, interpersonal, people management, organizing and analytical skills.

DUTIES
:
Liaise with the private sector and major corporate to ensure that they participate in departmental projects. Liaise with SMME’s and BEE’s to identify opportunities for the department. Develop different strategies to approach target audiences. Develop a database of private sector organizations, including those with corporate social responsibility departments. Assist with the establishment of a Social Development Fund ( Trust Account) to handle donations and sponsorships within the PFMA guidelines. Organize events where MEC interact with Corporate sector. Network with all major corporations, as well as small companies in the private sector.  
ENQUIRIES
:
Ms Peggy  Mabuza   Tel (011) 355 7424

ANNEXURE S
PROVINCIAL ADMINISTRATION:  KWAZULU-NATAL

DEPARTMENT OF TRANSPORT

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

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

FOR ATTENTION
:
Mrs S McCarthy

CLOSING DATE
:
23 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 10/257
:
ASSISTANT MANAGER:  OFFICE SERVICES (REF NO. P24/2007)
SALARY
:
R146 685 per annum
CENTRE
:
Head Office, Pietermaritzburg

REQUIREMENTS
:
A recognised Bachelor’s Degree / National Diploma plus a minimum of 3 years appropriate experience OR a Senior Certificate plus a minimum of 6 years appropriate experience. Knowledge, Skills, Training And Competencies Required:  *Knowledge of procedures and policies applicable to functions of component (e.g. Treasury Instructions, Practice Notes, Public Service Regulations, Occupational Health and Safety Act, Registry and Archive procedures, State Archive Act, etc.)  *Knowledge of Computer Software – MS Word, Windows, MS Access, MS Excel, Visiman Telephone Management System, Voicemail, Asset Management, PERSAL. *Knowledge of disciplinary, grievance, supply chain management and leave procedures. *Sound leadership, interpersonal, problem-solving and decision-making skills.  *Ability to interpret, apply and formulate policies.  *Good verbal and written communication skills. *Supervisory and training of staff skills.  *Ability to work independently and under pressure. *The ideal candidate should be friendly, courteous, loyal, responsible, reliable, punctual, honest, trustworthy and receptive to new ideas. *He / she should also be innovative, teamwork orientated and be willing to work overtime.

DUTIES
:
*Manage all resources for the component as well as formulate and implement procedures and policies pertaining to auxiliary services.  *Manage building maintenance and repairs at Head Office. *Manage tender processes, contracts and services for Head Office.  *Ensure an efficient and effective telecommunication service at Head Office. *Manage the provision and maintenance of stores and stationery for Head Office. *Provision of an effective and efficient reprographic and tea service. *Ensure an effective and efficient records management within the Department.

ENQUIRIES
:
Mr Ahmed Tel. No. 033-355 8619

POST 10/258
:
ASSISTANT MANAGER:  BUDGETARY AND FINANCIAL MANAGEMENT SERVICES (REF NO. P32/2007)
SALARY
:
R146 685 per annum
CENTRE
:
Head Office, Pietermaritzburg

REQUIREMENTS
:
A recognised Bachelor’s Degree / National Diploma plus a minimum of 3 years management experience OR a Senior Certificate plus a minimum of 6 years supervisory / administrative experience. Knowledge, Skills, Training And Competencies Required:  *Extensive knowledge of applicable BAS policy, prescripts and practices. *Knowledge of computer based BAS administration systems. *Knowledge of Public Service reporting procedures.  *Knowledge of Human Resource Management and Labour Relations. *Knowledge of procurement administration processes and procedures. *Knowledge of Delegations of Authority.  *Knowledge of PFMA, Treasury regulations and Provincial Practice Notes.  *Knowledge of Departmental strategies (goals, mission and vision).  *Ability to interpret and apply policy.  *Problem solving and decision making skills.  *Report writing and formulation skills.  *PC Packages: Excel, Spreadsheets, Advanced Excel. *Supervisory and motivation skills. * The ideal candidate should be innovative, pragmatic, honest, responsible, accountable, reliable, accurate and have integrity. *He / she should also be receptive to ideas and suggestions, believe in teamwork, demonstrate work ethic and be a total quality controller.

DUTIES
:
*Ensure efficient and effective implementation of the Public Finance Management Act (PFMA), Provincial practice notes, normal administration procedures, rules, instructions and legislation pertaining to the Financial allocation for the Chief Directorate:  Corporate Services including the monitoring and control of the said budget and the Department Delegation of Authority.  *Checking and authorizing the availability of funding for payment of supplies and services, simultaneously promoting the development of SMME’s and eliminating fraud and errors.  *Formulate and maintain compliance of BAS polices and procedures.  Provision of an efficient and effective administrative support service to all clients, both internally and externally.  *Ensuring the timeous payment for services with regard to all Departmental contracts, including the monitoring of contract periods and amounts.  * Supervise, train and develop staff in order to attain service delivery targets.

ENQUIRIES
:
Mr Ahmed Tel. No. 033-355 8619

ANNEXURE T
PROVINCIAL ADMINISTRATION: LIMPOPO

DEPARTMENT OF AGRICULTURE

The Department of Agriculture is an equal opportunity, affirmative action Employer.

APPLICATIONS
:
Head of Department ,Department of Agriculture, Private Bag X9487, Polokwane, 0700

CLOSING DATE
:
19 March 2007 at 16:30

NOTE
:
Applicants are hereby invited for the filling of posts as outlined on the attached annexure. Applications should be submitted on Z83 forms obtainable from Public Service Departments / Institutions and should be accompanied by certified copies of educational qualifications and comprehensive CV. Applicants should note that correspondence will be entered with short listed candidates only. Applicants should also note that if one does not receive any correspondence 60 days after the closing date it implies the application has been unsuccessful. NB: Women and people with disabilities are encouraged to apply.

MANAGEMENT ECHELON

POST 10/259
:
SENIOR MANAGER: LOGISTIC SERVICES (1 POST)



Component: Transversal Services


SALARY
:
R502 725 – 541 284 per annum

CENTRE
:
Head Office

REQUIREMENTS
:
Bachelor Degree in Transport Management and/ Utilities administration or Equivalent Qualification.5-10 years proven managerial experience in transport and utilities area. Knowledge of Subsidized and Government Transport Management. Knowledge of Property/Assets and Office Space Management. Competency in Office Facilities/Equipment procurement. Competency in Transport Record Management. Knowledge of Minimum Information Security Standard (MISS).Knowledge of Project Management and Problem solving skills. Competent in Cost Accounting, Contract management. Organizational Management and Leadership skills. Communication and Inter-personal skills. Knowledge of PFMA, Public Service Regulations, Labour Relation Act and Batho Pele Transformational Framework. Proficiency in MS Office suite applications, especially in MS-Excel Spreadsheet. Skills will be tested. Valid drivers’ license.

DUTIES
:
Provide leadership and operational direction to ensure attainment of organizational goals. Formulate, review and monitor policies, procedures, rules, regulations and strategies on transport, assets/property and office services. Ensure acquisition of Government and Subsidized Vehicles. Ensure and Implement completion of Transport Asset Register (For Government and Subsidized Vehicles, All LDA Offices, Office Facilities and Office Furniture). Manage Lease Agreements for office buildings and office equipment. Evaluate and analyze office facilities needs, transport and office space. Ensure and Facilitate payment of LDA Offices’ Equipment rental and related services. Compile sub branch budget and monitor expenditure performance. Design, promote and continuously improve service delivery standards for the sub branch. Provide overall human resource management of the sub-branch.

ENQUIRIES
:
Ms Mashau V.R and Ms Madzivhandila M.A Telephone: (015) 294 3000

ANNEXURE U
PROVINCIAL ADMINISTRATION: MPUMALANGA

PROVINCIAL LEGISLATURE

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

APPLICATIONS
:
The Human Resource Manager, Mpumalanga Provincial Legislature P/Bag X11289, Nelspruit, 1200 or Delivered to: Building No 1, Mpumalanga Government Complex, Riverside Park, Nelspruit

CLOSING DATE
:
16 March 2007

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

OTHER POSTS

POST 10/260
:
PERSONAL ASSISTANT OF THE SECRETARY TO THE LEGISLATURE REF.NO.MPL0034

SALARY
:
R183 084 per annum

CENTRE
:
Nelspruit 

REQUIREMENTS
:
An appropriate Bachelor’s degree or equivalent qualification and relevant experience in office management. He or she must possess excellent written and verbal communication skills and pay attention to detail. He / she should have computer skills; good interpersonal skills and must be able to work 
under pressure. He / she must have excellent organizational and planning skills.

DUTIES
:
Key Performance Areas: Coordinate meetings of the Legislature Service Board, Audit Committee, Ethics Committee, Secretariat and Management Committee and record minutes thereof● Compile and manage the budget for the Office of the Secretary● Compile weekly Management Briefs for the Extended Management on certain items agreed upon from the Secretariat and the Management Committee meetings● Draft correspondence, type and compile reports on behalf of the Secretary’s Office and submit it for approval● Distribute documents internally and externally● Prepare and edit reports, prepare agendas, minutes and documents for the Legislature Service Board, Audit Committee, Ethics Committee, Secretariat and Management Committee Meetings● Oversee and organise schedule of the Secretary with the assistance of the Executive Secretary● Follow-up on assignments delegated to Managers● Liaise with the Office of the Speaker regarding actions and items arising from Legislature Service Board and other meetings which the Secretary had attended● Liaise with the Executive Secretary of the Speaker and Deputy Speaker on weekly basis to coordinate diaries, events, ensuring the smooth functioning of the Offices of the Speaker and the Secretary● Fulfill all other duties as may be assigned by the Secretary from time to time. Liaise with political parties, the administration of the Legislature and external bodies / organisations.

ENQUIRIES
:
Ms Sibongile Mpangane (013 766 1114)

POST 10/261
:
COMMITTEE COORDINATOR REF.NO.MPL0035
SALARY
:
R 122 841 per annum

CENTRE
:
Nelspruit 

REQUIREMENTS
:
A three year tertiary qualification, knowledge of finances or accounting would be an added advantage. Good organizational and co-ordinating skills. Good written and verbal communication skills. Sound knowledge of how the Legislature operates. Valid South African driver’s license. The appointee will provide procedural advice, administrative and logistical support to Committees. Advice the chairperson on Committee Budget and take responsibility for the effective functioning of the Committees. 

DUTIES
:
Key performance areas include: Plan and coordinate Committee activities in consultation with the chairperson• Write minutes and report on the Committee’s proceedings• Coordinate specific research work as per the directive of the Committee• Manage implementation of the Committee’s decisions • Manage and processes resolutions of the House • Draft and monitor Committee budgets • Keeping Committee’s records • Arranging/ prepare for Committees meetings, briefings, public hearings, site visits or study tours. 

ENQUIRIES
:
Ms Sibongile Mpangane (013 766 1114)

ANNEXURE V
PROVINCIAL ADMINISTRATION: NORTH WEST

DEPARTMENT OF TRANSPORT ROADS, AND COMMUNITY SAFETY

The Department is an equal opportunity, affirmative action employer.  It is our intent to promote representativity (race, gender & disability) in the Department through the filling of this post and candidates whose transfer/promotions/appointment will promote representivity will receive preference.  An indication in this regard will facilitate the processing of applications.

APPLICATIONS
:
Applications should be forward to: The head of Department, Department of Transport Roads, and Community Safety. Directorate: Human Resources Management, Private Bag X2080, Mmabatho, 2735, 

FOR ATTENTION
:
Ms N.V Sebitloane, Ga-bomotho Building. Application should clearly state the post, station/center and post reference number of the 

CLOSING DATE
:
23 March 2007

NOTE
:
persons in possession of a foreign qualification must furnish this Department with an evaluation certificate from the South African Qualifications authority (SAQA). It will be expected of candidates to be available for selection interview on a date, time and place as determined by the Department. Applications must be submitted on Z83 form, obtainable from any Public Service Department, and should be accompanied by a recent updated and comprehensive CV as well as certified copies of all qualifications, ID documents and the names of at least three referees.  Failure to submit the requested documents will results in the application not being considered. All qualifications will be verified.  Successful candidate shall be required shall be required to undergo security clearance.

OTHER POSTS

POST 10/262
:
DEPUTY DIRECTOR – INTERGRATED EMPLOYEE HEALTH WELLNESS (I.E.H.W) REF NO. 12/2007



Chief Directorate: Corporate Services


Directorate: Human Resource Management

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

CENTRE
:
Head Office/Mmabatho

REQUIREMENTS
:
Qualifications: Appropriate tertiary qualification in Social Work/Psychology/Public Management/Human Resource Management. Experience: Management experience and ability to develop; interpret and implement policies. Training: Employee equity, Labour Relations, Occupational Health and Safety, Diversity Management, HIV/AIDS and EAP, Events Management. Knowledge: Integrated Employee Health and wellness programme.  Employee Assistance Programmes. Counselling. Bereavement and funeral management.  HIV/AIDS prevention and management strategies. Cultural diversity management.  Policy and Procedure formulation. Financial management. Project management and Performance Development for Public Servants. Skills: Report writing, Communication (verbal & written), presentation facilitation, creativity, negotiation and listening skills.

DUTIES
:
main objectives (core function/job outputs): To co-ordinate and monitor implementation of EAP, OHS, HIV/AIDS, Social interaction and Diversity management programme.  To establish a departmental HIV/AIDS strategy, including departmental policies, programmes, pro-active counselling, development and distribution of educational material.  To develop and maintain an acknowledgment strategy.  To represent the department at Provincial and National Committees and manage the sub-unit of I.E.H.W.

ENQUIRIES
:
Ms Du Preez (018) 387 4719 

CLOSING DATE
:
23 March 2007

POST 10/263
:
ASSISTANT DIRECTOR - SENIOR COUNSELLOR – I.E.H.W REF NO. 13/2007
SALARY
:
R183 084 per annum
CENTRE
:
Head Office/Mafikeng

REQUIREMENTS
:
Minimum Qualifications:  Appropriate tertiary qualification in Social Work/Psychology.  Registered with the SACHP Board, have a driver’s licence. Training: Employee equity, Labour Relations, Occupational Health and Safety, Diversity Management, HIV/AIDS and EAP, Events management. Knowledge: Integrated Employee Health and Wellness programme. Employee Assistance Programmes.  Counselling. Bereavement and funeral management. HIV/AIDS prevention and management strategies.  Cultural diversity management. Policy and Procedure formulation. Financial management. Project management.  Performance Development for Public Servants. Experience: Management experience and ability to develop interpret and apply policies. Skills: Report writing, Communication (verbal & written), presentation, facilitation, creativity, negotiation and listening skills.

DUTIES
:
main objectives (Core Functions/Job Outputs):  To Co-ordinate departmental funerals, EAP and HIV/AIDS programmes.  To render employee Assistance through counselling.  To render Employee Assistance through counselling and/or referral of serving employees.  To establish a departmental HIV/AIDS strategy, including departmental policies, programmes, pro-active counselling, development and distribution of educational material.  To develop and maintain an acknowledgement strategy.  Provide management support.

ENQUIRIES
:
Ms Du Preez (018) 387 4719 

POST 10/264
:
ASSISTANT DIRECTOR - COUNSELLOR – I.E.H.W REF NO. 14/2007
SALARY
:
R146 685 per annum
CENTRE
:
Head Office/Mafikeng

REQUIREMENTS
:
Minimum Qualifications:  Appropriate tertiary qualification in Social Work/Psychology, registered with appropriate board and have a driver’s licence. Training:  Employee equity, Labour Relations, Occupational Health and Safety, Diversity Management, HIV/AIDS and EAP, Events managements. Experience: Management experience and ability to develop interpret and apply policies. Skills: Report writing, Communication (verbal & written), presentation, facilitation, creativity, negotiation and listening skills. Knowledge: Integrated employee Health and Wellness programme.  Employee Assistance Programmes. Counselling. HIV/AIDS prevention and management strategies.  Cultural diversity management. Policy and procedure formulation. Financial management.  Project management and Performance Development for Public Servants. 

DUTIES
:
main objectives (Core Functions/Job outputs) To co-ordinate EAP. To render employee assistance through counselling and/or referral of serving employees.  To establish a departmental HIV/AIDS strategy, including departmental policies, programmes, pro-active counselling, development and distribution of educational material. To develop and maintain an acknowledgement strategy.  Provide management support.

ENQUIRIES
:
Ms K Gabanakgosi (018) 387 9844 

POST 10/265
:
ASSISTANT DIRECTOR - WELLNESS MANAGER – WELLNESS PROGRAM REF NO. 15/2007

SALARY
:
R146 685 per annum
CENTRE
:
Head Office/Mafikeng

REQUIREMENTS
:
Minimum Qualifications: Appropriate tertiary qualification in Social Work/Psychology/Public Management/Human Resource Management/Sport Management. Training:  Employee equity, Labour Relations, Diversity Management, Events Management. Experience: Management experience and ability to develop interpret and apply policies. Knowledge: Integrated Employee Health and Wellness programme.  Cultural diversity management. Policy and Procedure formulation. Financial management. Project management. Sports and events management. Performance Development for Public Servants. Skills: Report writing, Communication (verbal & written) presentation, facilitation, Creativity, negotiation and listening skills.

DUTIES
:
main objectives (Core Functions/Job outputs) To co-ordinate diversity management. Co-ordinate social interaction programmes for employees’ i.e funerals, sports, choirs, social events. Establish and maintain intervention strategies in terms of cultural diversity programmes. To co-ordinate the management of the departmental employee interaction events. To develop and maintain an acknowledgement strategy. To establish and implement departmental policies in terms of participation of employees in interactive events, including funerals, choirs, social clubs, sports, etc.

ENQUIRIES
:
Ms K Gabanakgosi (018) 387 9844 

POST 10/266
:
ASSISTANT DIRECTOR – RESEARCH & SPEECH CO-ORDINATION REF NO.: 09/2007
SALARY
:
R146 685 per annum
CENTRE
:
Head Office - Mmabatho

REQUIREMENTS
:
Grade 12 plus three (3) year degree majoring Political Science. Experience:  Supervisory experience. Research and speech writing experience and acumen in linguistic field. Knowledge: Departmental and Public Service Regulations and Acts. Human Resource Policies and PSCBC Resolutions. Skills: Communication skills. Report writing. Policy analysis, formulation and interpretation. Communication: Writing and verbal communication. Interpersonal relations.

DUTIES
:
Main Objectives (Core Functions/Job Outputs) Build database for the contents of speeches.  Interpret information and policies obtained from research & draft speeches. Participate in building research networks. Other Key Responsibilities: Consult with internal and external stakeholders. Support research and reports compilation in the department.  Assist in conceptualization, planning and execution of all policy research work.

ENQUIRIES
:
Mr T Ndlovu, Tel (018) 387 4702 

CLOSING DATE
:
16 March 2007

POST 10/267
:
SENIOR ADMINISTRATIVE OFFICER REF NO.: 08/2007
SALARY
:
R122 841 per annum
CENTRE
:
Head Office - Mmabatho

REQUIREMENTS
:
Grade 12 plus appropriate or Bachelor Degree in Public Administration. Experience: Two years experience in an administration field. Knowledge: Human Resource Management. Training: Financial management and Computer literacy. Creativity: Innovative & activation. Communication: Writing & verbal. Skills: Report writing skills. Interpersonal skills. financial management. 

DUTIES
:
MAIN OBJECTIVES (CORE FUNCTIONS/JOB OUTPUTS) Manage the directorate budget. Manage directorate assets. OTHER KEY RESPONSIBILITIES: Manage subordinates. Responsible for incoming and outgoing information. Responsible for drafting submissions, reports and ensure timeous delivery of documents/correspondence.

ENQUIRIES
:
Mr T Ndlovu, Tel (018) 387 4702 

CLOSING DATE
:
16 March 2007

POST 10/268
:
PERSONNEL PRACTITIONER WELLNESS MANAGER – WELLNESS PROGRAM REF NO. 16/2007

SALARY
:
R98 916 per annum
CENTRE
:
Head Office/Mafikeng

REQUIREMENTS
:
Minimum Qualifications: Appropriate tertiary qualification in Social Work/Psychology/Public Management/Human Resource Management/Sport Management. Training:  Employee equity, Labour Relations, Diversity Management, Events Management. Experience: Management experience and ability to develop interpret and apply policies. Knowledge: Bereavement and funeral management. Cultural diversity management.  Policy and Procedure formulation.  Financial management. Sports management. Project management. Performance Development for Public Servants. Skills: Report writing, Communication (verbal & written) presentation, facilitation, Creativity, negotiation and listening skills. 

DUTIES
:
main objectives (Core Functions/Job outputs) To co-ordinate social interaction programmes for employee i.e funeral, sports, choirs, social events. Establish and maintain intervention strategies in terms of cultural diversity programmes. Co-ordinate the management of the departmental employee interaction events.  Develop and maintain an acknowledgement strategy.  To establish and implement departmental policies in terms of participation of employees in interactive events, including funerals, choirs, social clubs, sports, etc.

ENQUIRIES
:
Ms K Gabanakgosi (018) 387 9844 

CLOSING DATE
:
23 March 2007

POST 10/269
:
SECRETARY REF NO.: 03/2007
SALARY
:
R98 916 per annum
CENTRE
:
Head Office - Mmabatho

REQUIREMENTS
:
Grade 12 plus Secretarial courses or Diploma. Training: Systematic filling. Experience:  Two years working experience. Skills: communication skills, Interpersonal skills. Communication: Verbal and writing skills. Creative: Pro –active and creative. Knowledge: Computer literacy e.g  Word,  Excel, Internet, telephone etiquette and office Administration. Main Objectives (Core Functions/Job Outputs) Receive and dispatch correspondence. Scan incoming calls. Manage Director’s diary. Do typing work for the directorate.

DUTIES
:
other key responsibilities:  Filling of correspondence. Receiving visitors to the Directorate. Arrange meetings for the Directorate. 

ENQUIRIES
:
Mr T Ndlovu, Tel (018) 387 4702 

CLOSING DATE
:
16 March 2007

ANNEXURE W
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. Kindly note that preference will be given to excess personnel.

OTHER POSTS

POST 10/270
:
MEDICAL OFFICER
SALARY
:
R183 084 per annum plus a non-pensionable scarce skills allowance of 15% of basic annual salary.

CENTRE
:
Division of Forensic Medicine, UCT, GSH 

REQUIREMENTS
:
Registration with the Health Professions Council of South Africa as Medical Practitioner. The ability to communicate in at least two of the three official languages of the Western Cape. A valid driver’s licence. Ability and willingness to perform duties outside of normal hours and away from base of employment, if and when required MBCHB. recommendations: Computer literacy. The ability to perform post-mortem examinations. The ability to present evidence in Local, Regional and High Courts. The ability to give lectures to students.

DUTIES
:
Performing forensic autopsies to determine the cause of death in non-natural and natural deaths. Attendance of crime scenes when instructed to do so. Presenting evidence in courts of law. Completing the necessary documentation on all cases timeously and accurately. Assisting the Head of Division with administrative functions. Participating in the teaching, research and learning activities in the Division.

ENQUIRIES
:
Prof L Martin,  tel.no. (021) 406-6412

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

FOR ATTENTION
:
Mr G Limby

CLOSING DATE
:
23 March 2007
POST 10/271
:
ASSISTANT DIRECTOR: MORTUARY MANAGER 

Forensic Pathology Laboratory (M3)

SALARY
:
R139 302 per annum.

CENTRE
:
Paarl

REQUIREMENTS
:
Relevant diploma with appropriate managerial and extensive forensic (medico-legal) laboratory experience. Valid Code B driver’s licence. Fluency in two of the three official languages of the Western Cape. Above average computer and software literacy. Financial and asset management skills. Planning skills. May be required to work overtime. Candidates will be subjected to a security clearance.

DUTIES
:
Ensure the rendering of an effective, efficient and caring service within the forensic pathology laboratory. Effective management of all human resources, buildings, physical assets and finances of the forensic pathology laboratory. Efficient and effective support to the forensic pathology laboratories in the region. Effective management of occupational health and safety, and medical waste disposal. Compilation and communication amongst role players and staff regarding efficient and effective  mass/mini disaster plans.

ENQUIRIES
:
Mr Deon Bruiners, tel. no. (021) 483-6118.
APPLICATIONS
:
The Director, Human Resource Management, Department of Health, PO Box 2060, Cape Town, 8000.

FOR ATTENTION
:
Mr G Limby

CLOSING DATE
:
23 March 2007
POST 10/272
:
CHIEF FORENSIC OFFICER 

SALARY
:
R116 658 per annum.

CENTRE
:
Forensic Pathology Laboratory (M1 – M2) Swellendam

REQUIREMENTS
:
Senior Certificate with appropriate supervisory and extensive forensic (medico-legal) laboratory experience. Valid Code B driver’s licence. luency in two of the three official languages of the Western Cape. Above average computer and software literacy. Ability to lift and work with corpses (mutilated, decomposed, infectious viruses, etc). Planning skills. Will be required to work standby duties (after hours) and wear a uniform. Candidates will be subjected to a security clearance. Recommendation: Ability to be trained in 4 x 4 vehicle handling and photography skills.

DUTIES
:
Render an efficient support service to the Deputy Director: Regional Forensic Pathology Services with regard to the management of the service (budget, asset and operational management). Effective utilisation of human resources. Effective and efficient recovery, storage and processing of deceased, that includes physically collecting, processing and safekeeping of corpses, information, exhibits and property from incident scenes. An effective forensic autopsy process rendered in accordance with set standards and guidelines by assisting the Forensic Pathologist in autopsies (evisceration) and X-raying of corpses. Optimal control of reports and specimens during and after the forensic mortuary process including the completion and administration of statements and documentation.

ENQUIRIES
:
Mr Stephen Cloete, tel. no. (021) 483-8868 or Mr Deon Bruiners, tel. no. (021) 483-6118.
APPLICATIONS
:
The Director: Human Resource Management, Department of Health, PO Box 2060, Cape Town, 8000.

FOR ATTENTION
:
Mr G Limby

CLOSING DATE
:
30 March 2007
POST 10/273
:
PROFESSIONAL NURSE
Directorate: Metro District Health Services)

SALARY
:
R79 407 per annum.

CENTRE
:
Good Hope Community Health Centre, Ysterplaat

REQUIREMENTS
:
Registration with the South African Nursing Council as Professional Nurse and Midwife. Respectful and courteous to patients and maintaining confidentiality at all times. The ability to function independently as well as in a team. The ability to perform routine Professional Nurse tasks.

DUTIES
:
Counseling and education. Taking of blood specimens. Perform routine nursing procedures. Record-keeping. Management of medication Data collection and interpret as needed for routine work and research. Training.

ENQUIRIES
:
Ms LE van Wyk, tel. no (021) 511-8606 

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

FOR ATTENTION
:
Mr G Barry

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

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.



Two 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.



The Director: Service Delivery and Community Empowerment post was previously advertised and applications previously received will be considered and candidates do not have to submit applications again.

MANAGEMENT ECHELON
POST 10/274
:
DIRECTOR: HOUSING PROJECT ADMINISTRATION (REF NO L018/07)


Component Chief Directorate: Housing Delivery

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: ( understanding of relevant policies, legislation and its relationship with national and local governments, civil society and other stakeholders ( knowledge of the integrated human settlement policy, Housing Act as well as the Urban Development Framework ( knowledge of the Growth Employment and Re-distribution strategy ( knowledge of the Reconstruction and Development Programme ( understanding of the Provincial Spatial Development Framework (PSDF).

DUTIES
:
The successful candidate will be responsible for the following duties: ( promoting transparent and accountable housing delivery ( overall management of the processing of housing subsidy applications ( disbursement of payment to developers ( responsive to queries from municipalities, developers and communities ( management of the conditional grant for housing ( management of contracts between the Department and developers ( contribute to the strategic planning of the Department as part of senior management in the implementation of the sustainable and integrated human settlement policy ( managing staff, monitoring and exercising control over the budget and expenditure for the Directorate and ensure effective utilisation of human and financial resources.

ENQUIRIES
:
Mr R Rughubar at (021) 483-2854.

CLOSING DATE
:
30 March 2007
POST 10/275
:
DIRECTOR: SERVICE DELIVERY AND COMMUNITY EMPOWERMENT (REF NO L148/06)



Component: Chief Directorate: Housing Delivery

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.  Candidates in possession of an appropriate post-graduate qualification will receive preference. The following will serve as recommendations: ( understanding of relevant policies, legislation and its relationship with national and local governments, civil society and other stakeholders ( knowledge of empowerment, e.g. Small, Medium, Macro Enterprises (SMME’s), broad based Black Economic Empowerment (BEE), woman and disability ( knowledge of and experience in capacity building ( architectural, engineering, design and communication skills ( knowledge of project management and community facilitation.

DUTIES
:
The successful candidate will be responsible for the following duties: ( promote and manage the People’s Housing Process (PHP) ( co-ordinate and manage capacity building programmes for local authorities, Non-governmental Organisations (NGO’s), communities and officials in the Department ( empower local governments, emerging contractors and communities economically ( co-ordinate and promote private sector investments to accelerate housing development ( co-ordinate the housing Extended Public Works Program (EPWP) ( promote BEE, SMME’s and woman/disability empowerment ( contribute to strategic policy of the Department as part of top management in the implementation of sustainable and integrated human settlement policy ( manage staff, monitor and exercise control over the budget and expenditure for the Directorate and ensure effective utilisation of human and financial resources.

ENQUIRIES
:
Mr R Rughubar at (021) 483-2854.

CLOSING DATE
:
30 March 2007
OTHER POSTS

POST 10/276
:
DEPUTY DIRECTOR: WORKS INSPECTION (REF NO L019/07)



Component: Directorate: Professional and Project Management Service

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 National Diploma (T- or N-stream) (or equivalent qualification) in the Built Environment with extensive appropriate experience OR an appropriate N3 (or equivalent qualification) in the Built Environment plus the successful passing of an official trade test with extensive appropriate experience.  The following will serve as recommendations: ( knowledge of national and provincial housing legislation, building standards as well as the National Housing Code ( knowledge of the CiDB Act ( knowledge and understanding of supply chain management ( knowledge of the financial procedures ( experience in labour relations ( human resource management experience ( must be friendly, adaptable with strong leadership skills ( excellent verbal and written communication skills in at least two of the official languages of the Western Cape ( computer literacy in MS Word and Excel ( a valid Code 08 driver’s licence.

DUTIES
:
The successful candidate will be responsible for the following duties: ( management and execution of project inspections of housing projects and the Provincially-owned Housing assets ( technical evaluation of new low cost housing project applications ( maintenance of the Provincially-owned housing assets, including land and buildings ( take part in the Senior Management strategic planning workshops and meetings ( render technical advice and guidance to developers, contractors and local authorities ( development and maintenance of minimum standard specifications and norms ( technical evaluation and quality control of maintenance projects executed by municipalities ( evaluation of building systems, methods, materials and new products for low cost housing ( manage the investigating and writing of technical reports and submissions in response to queries from senior management and the Ministry ( project management of construction of housing units under the Individual and Rural Housing Subsidy Schemes ( supervision and development of personnel ( monitor and exercise control over expenditure and ensure effective utilisation of financial resources.
ENQUIRIES
:
Mr AT Fourie at (021) 483-4792.
CLOSING DATE
:
23 March 2007

POST 10/277
:
DEPUTY DIRECTOR: STATEGIC SUPPORT (REF NO L021/07)


Component: Directorate: Policy and Strategy

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 three-year degree (or equivalent) qualification in Public Administration/Management with appropriate experience in government environment. The following will serve as recommendations: knowledge and understanding of constitutional, legislative and policy frameworks, planning cycle and reporting processes applicable to government ( knowledge of national inter-governmental legislation ( knowledge of labour relations legislation and regulations ( experience in strategic planning, project management ( good conceptualisation and report writing skills ( facilitation and co-ordinating skills ( good organising, problem solving, analytical thinking, conflict management and interpersonal skills ( be creative, assertive, pragmatic, innovative and self motivated ( ability to work under pressure and irregular hours computer literacy ( human resources and financial management experience ( a valid Code B driver’s license.

DUTIES
:
The successful candidate will be responsible for the following duties: ( facilitate departmental strategic planning processes and ensure the integration of the work of all the components in the Department ( co-ordinate the compilation of in-house and external reports and other strategic documents ( Ensure quality control of all the reports and strategic documents generated within and dispatched out of the Department ( Provide support to the Department and local government in respect of the implementation of departmental policies and strategies ( report on the activities of the directorate and contribute to the compilation of the Departmental Annual Report ( develop, implement, monitor and evaluate action plans of the directorate to execute strategic initiatives ( supervise and develop personnel ( monitor and control expenditure to ensure efficient, economical and effective utilization of financial resources.
ENQUIRIES
:
Mr MM Mpofana at (021) 483-4708.
CLOSING DATE
:
23 March 2007

POST 10/278
:
ASSISTANT DIRECTOR: ADMINISTRATION (REF NO L162/06)


Component: Directorate: Financial Management



Note: This post was previously advertised and applications previously received will be considered and candidates do not have to submit applications again.

SALARY
:
R146 685 per annum

CENTRE
:
Cape Town
REQUIREMENTS
:
The formal qualification requirement for this post is an appropriate B. degree (or equivalent qualification) plus appropriate experience.  The following will serve as recommendations: ( sound knowledge of procurement and provisioning prescripts, regulations, accounting officers system and asset management ( knowledge of the Public Finance Management Act (PFMA), National Treasury Regulations and Provincial Treasury Instructions ( knowledge and experience in provisioning administration ( excellent knowledge of LOGIS and the Provisioning Administration System (PAS) ( excellent knowledge of asset management and processes ( numeric and strong leadership skills ( good communication skills in at least two of the official languages of the Western Cape Province ( computer literacy ( human resource management experience ( a valid driver’s licence.

DUTIES
:
The successful candidate will be responsible for the following duties: ( ensuring the proper maintenance, utilisation and safeguarding of departmental assets ( ensure monthly asset reconciliation, quarterly/annually asset count, asset spot checks and disposal of redundant, obsolete and unusable assets according to prescripts ( ensure the serialisation of all assets, physical reconciliation between Logis and asset register and updating asset register in terms of National Treasury minimum requirements ( checking and maintenance of registers and files ( serve as member on the departmental disposal and DITCOM committees ( responsible for all rental and maintenance contract pertaining to facsimile machines, photocopier machines, departmental cellular phone and departmental televisions ( manage all SITA contract related transactions (  formulating, revising and maintaining all relevant policies and prescripts ( supervision and development of personnel.

ENQUIRIES
:
Ms L Nel at (021) 483-3204.

CLOSING DATE
:
23 March 2007
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