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DATE OF ISSUE: 05 APRIL 2007

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

PUBLIC SERVICE VACANCY CIRCULAR NO 14 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 7 MAY 2007

AMENDMENT
:
The Presidency: Please note that the closing date for the posts advertised in PSVC 13 of 2007 is 20 April 2007.
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ANNEXURE A
DEPARTMENT OF ARTS AND CULTURE

The Department of Arts and Culture is an equal opportunity, affirmative action employer and is the intension to promote representivity in the Public Service through the filling of these posts. Persons whose transfer/ promotion/ appointment will promote representivity will therefore receive preference. An Indication in this regard will expedite the processing of applications.

APPLICATIONS
:
Please forward your application, quoting the relevant reference number and the name of the publication in which you saw this advertisement, to:  The Director:  Human Resource Management, Department of Arts and Culture, Private Bag X 897, Pretoria, 0001. Applications can also be hand delivered to the Department of Arts and Culture, Kingsley Centre Building, 481 Church Street, Arcadia, Pretoria.

CLOSING DATE
:
20 April 2007

NOTE
:
Applications must be submitted on Form Z83, obtainable from any Public Service departments or on the internet at www.gov.za, and should be accompanied by a comprehensive CV (including two contactable referees) and certified copies of qualifications. Failure to submit the required documentation will automatically disqualify applicants.

OTHER POST

POST 14/01
:
SENIOR SECURITY OFFICERS GR. I (4 POSTS)
SALARY
:
R79 407 per annum

CENTRE
:
Pretoria
REQUIREMENTS
:
Applicants must be in possession of a Grade 12 certificate coupled with previous experience in the security environment. A valid code EB driver’s license is essential. The successful candidate(s) will have to obtain a security clearance of secret and will act as a shift leader during the day and at night. Failure to obtain the required security clearance will result in the termination of the candidate(s) service with immediate effect. Registration with Private Security Regulatory Industry (PSIRA) and at least on grade C level. The ability to work independently and under pressure. Conflict resolution and negotiation skills. Applicants must have thorough knowledge of the MISS and Fire-fighting skills. Must be willing to work extensive hours.

DUTIES
:
Key performance areas: The successful candidate(s) will render a protection and security service. To supervise Security personnel at all access control points. To be responsible for the protection of State Assets and the Information contained in offices. To delegate general security duties to Security Officials ●To see that general patrols and observations are conducted during shifts. Ensure the safe custody and protection of officials. Update equipment regularly and the maintenance of security equipment. Inspections to offices internally and other buildings. Investigation of losses and damage of assets. Performance management reporting

ENQUIRIES
:
Mr. A Redelinghuys, Tel: (012) 441 3693

NOTE
:
The successful candidates will be subject to a security clearance.

ANNEXURE B

DEPARTMENT OF ENVIRONMENTAL AFFAIRS AND TOURISM

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

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

MANAGEMENT ECHELON

POST 14/02
:
PROJECT MANAGER: GREENING OF THE 2010 SOCCER WORLD CUP EVENT (2 YEAR RENEWABLE CONTRACT BASED ON PERFORMANCE) (AP 511/2007)

SALARY
:
Total remuneration package of R502 725 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
The candidate for appointment should have a bachelor’s degree in environmental management or equivalent. Experience in the environmental management field is required. In addition, project management experience is essential.  Experience in the field of greening initiatives would be an advantage. Knowledge of government procedures as well as financial management skills is also required. The must have good communication skills. He/she must be able to work individually and within a team as well as under pressure. Skills of report writing and computer literacy are required. 

DUTIES
:
The person will be responsible for coordinating and project managing the Greening 2010 initiative led by the Department of Environmental Affairs & Tourism.  The person will be the operational focal point for the Department and will engage and interact with various other agencies as well as host cities and provinces involved with implementation. The project manager would be required to draft a detailed business plan for the greening 2010 project Some of the responsibilities of this post will include the following: Produce a status quo report on the various projects that are currently being initiated towards the greening of 2010 nationally The project manager will also document areas where no projects are being planned or where capacity and/or financial constraints are impeding planning around the Greening of 2010. Work closely with the consultant undertaking the review of the status of the greening of stadia Once the status report has been drafted the project manager will be required to provide support on the implementation of the set of proposals The project manager would be required to organize necessary workshops with national and international technical experts from, the LOC as well as representatives from the host cities and provinces in South Africa The project manager will be required to communicate with the relevant host cities and provinces and mobilize a range of resources necessary to assist with identified projects The project manager will be required to procure the necessary capacity to support projects as and when necessary The project manager should be able to manage the budget set aside for Greening 2010, including cash flow planning, and expenditure management and reporting. The project manager will be required to liaise with the Communications section in the Department in order to develop and implement a Greening 2010 Communications Strategy.

ENQUIRIES
:
Ms Vinny Pillay: (012) 310-3745

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

FOR ATTENTION
:
Ms Tumi Sithole

CLOSING DATE
:
13 April 2007

OTHER POSTS

POST 14/03
:
2 X ASSISTANT DIRECTOR: AIR QUALITY MANAGEMENT (AP 68/2007)

SALARY
:
R183 084 (Total salary package of R 238 462 p.a./conditions apply)

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Bachelor's Degree or an equivalent in Science, or Engineering or Environmental Management (Post Graduate Degree would be an added advantage). In order to fill the post efficiently and effectively, the incumbent must have specialist knowledge of Air Quality Management. An appropriate experience in the area of Air Quality Management or Industrial process management. Applicants must have knowledge of government’s environmental quality and protection related policies, priorities and strategies. In addition, candidates must have general knowledge of: (a) Best practices in the field of air quality management; (b) Industrial processes; (c) Cleaner production practices; (d) Intergovernmental coordination and cooperation; (e) Government’s standard administrative procedures; (f) Business planning and budgeting methodologies; (g) Business plan monitoring and reporting methodologies; (h) HR practices and procedures; and (i) General management practices.

DUTIES
:
The Department of Environmental Affairs and Tourism is looking for a dynamic manager within the sub-directorate Air Quality Management implementation and support. In addition to carrying out standard management functions, the successful applicant will be responsible for the Air Quality management. To this end, the successful applicant will be responsible for the following key performance areas: (i) APPA implementation (Transitional); (ii) APPA – AQA Transition; (iii) Air Quality Management support; (iv) Air Quality Management Capacity Building and; (v) Air Quality Management systems

ENQUIRIES
:
Mr Ravi Pillay Tel: (012) 310-3598

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

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

CLOSING DATE
:
23 April 2007

POST 14/04
:
ASSISTANT DIRECTOR: COMMUNITY ENVIRONMENTAL WORKER (AP 513/2007)



(Three Year Renewable Contract based on Performance) 

SALARY
:
R183 084 per annum (All inclusive total package of R238 462 p.a) 

CENTRE
:
Kwa Zulu-Natal: Ink District Municipality 

REQUIREMENTS
:
The position calls for a Bachelor’s degree in Environmental management/ Environmental Sciences or equivalent qualification. appropriate experience in managing and communicating environmental management principles and tourism related issues. Relevant experience in community development; interacting with provincial and local authorities. In-depth knowledge of the Integrated Rural Sustainable Development Programme (ISRDP) and Urban Renewal Programme (URP) and Expanded Public Works Programme. The following skills will serve as recommendations, computer literacy, good verbal and written, interpersonal, organizational, communication and facilitation. The successful candidate must have driver’s license

DUTIES
:
Disseminate information to capacitate municipalities on environmental and tourism planning & reporting tools e.g. SEAs. EIAs; Bio-regional, Air quality & Waste Management plans & strategies. Assist & guide municipalities in the identification,  planning, prioritization and implementation of EPWP projects, Disseminate information to capacitate municipalities on relevant environmental and tourism legislation, policies and regulations, Assist municipalities in the planning & implementation of environmental awareness campaigns, Participate in municipal strategic planning fora e.g. IDP reviews, ISRDP and URP coordinating structures. Establish and maintain a database of projects, planning & environmental tools, skills profile and stakeholders of the district

ENQUIRIES
:
Ms N Mbatyazwa: 012 310 3016

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

FOR ATTENTION
:
Ms Tumi Sithole

CLOSING DATE
:
16 April 2007

POST 14/05
:
ASSISTANT DIRECTOR: SYSTEMS DEVELOPMENT AND SUPPORT (3-YEAR RENEWABLE CONTRACT BASED ON PERFORMANCE (AP 512/2007)
SALARY
:
R146 685 per annum (All inclusive total package of R194 298 p.a) 

CENTRE
:
Pretoria 

REQUIREMENTS
:
The position calls for a three year post-matric qualification in Information Technology or an equivalent qualification. Relevant experience in a help-desk support environment will be an advantage. Knowledge and experience in Information Technology, Systems Development, IT Training and IT Support. Knowledge of project management and database development. Good interpersonal as well as good written and verbal communication skills

DUTIES
:
The successful candidate will perform the following tasks: Manage an effective and efficient information technology logistical function for the Chief Directorate; Assist in the management of systems training for the both internal and external users and stakeholders; Provide a systems development and support function to the Chief Directorate.

ENQUIRIES
:
Mr N Moja at 012 310 3426

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

FOR ATTENTION
:
Ms Tumi Sithole

CLOSING DATE
:
16 April 2007

POST 14/06
:
SENIOR ADMINISTRATIVE OFFICER: FOCAL POINT ADMINISTRATION: SPECIALIST UNIT INTERNATIONAL COOPERATION REF AP 514/2007

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

CENTRE
:
Pretoria

REQUIREMENTS
:
A appropriate tertiary qualification or practical experience related to the duties. Good interpersonal, communication, decision making, organizing and problem solving skills. Good computer skills, with experience in MS Word, Excel, Powerpoint, Groupwise and Internet. Good administration and writing/ typing skills and the ability to draft minutes and reports. Willingness to, voluntary work after hours, when required. Knowledge of the overall government administrative policies, and the Public Service. 5 Year experience in financial, administrative and procurement fields.  

DUTIES
:
The successful candidate will; Assist in the maintenance of the Departmental International focal point e-mail, web-based and postal correspondence service. Assist in the maintenance of the Unit Focal Point stakeholders and other related database and related web-site preparations. Disseminate international cooperation information to international focal point stakeholders. Assist in the preparation of regular international cooperation progress, monitoring and compliance reports to management, Parliament and Auditor-General. Prepare and produce internal and external communication materials. Provide administrative support services for the Unit by maintaining work flow. Advice staff on requirements for administrative and legal issues. Assist with the procurement, human resource and asset management administrative services. Resolving of administrative matters through coordinating report preparation, analyzing data and identifying solutions.

ENQUIRES
:
Mr R Mathele (012) 310 3318

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

FOR ATTENTION
:
Mr Themba Shilenge

CLOSING DATE
:
20 April 2007

POST 14/07
:
SENIOR HUMAN RESOURCE PRACTITIONER REF NO: MCM 39/2007
SALARY
:
R122 841 per annum (All inclusive package of R194 298 per annum)

CENTRE
:
Cape Town

REQUIREMENTS
:
A Senior Certificate or equivalent qualification plus appropriate experience in Recruitment and Selection. Competencies required: Good understanding / knowledge of the Persal system. The successful candidate must be a dynamic, self-motivated individual with the ability to focus on details and play a supervisory role, yet think laterally with an in-depth knowledge of PSCBC Resolutions, Basic Conditions of Employment Act, Public Service Act, Public Service Regulations and DPSA prescripts and guidelines on HR functions. Ability to interpret HR policies and prescripts. Skills required: Frontline customer service, analytical thinking and problem solving, excellent communication (verbal and written) and interpersonal skills. Computer literacy.

DUTIES
:
Perform administrative functions related to Recruitment and Selection and other Human Resource Management matters. Deal with various submissions and handle general correspondence and memorandums. Prepare reports pertaining to Recruitment, Selection and Appointments. Provide support and advice on HR policies and practices. Update statistics and manage a personnel information system for the provision of required data to the Management.

ENQUIRIES
:
Mr Kgomotso Moela Tel – 021 402 3329

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

FOR ATTENTION
:
6th floor Registry: Integrated Human Resource Management

CLOSING DATE
:
20 April 2007

ANNEXURE C
DEPARTMENT OF HEALTH

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

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

FOR ATTENTION
:
Mrs Elsabe Visser. No faxed applications will be considered.

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

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

OTHER POST

POST 14/08
:
PRINCIPAL FORENSIC ANALYST


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

SALARY
:
R146 685 per annum (plus competitive benefits).  

CENTRE
:
Johannesburg

REQUIREMENTS
:
A Bachelor of Science (or equivalent qualification) in Chemistry as a major subject. Proven extensive experience working in a forensic chemistry laboratory or proven involvement in overseeing and initiation of projects pertaining to the field of analytical chemistry. Knowledge of Quality Systems and laboratory accreditation procedures (ISO17025). Handling analytical instruments e.g. Gas Chromatographs, High Performance Liquid Chromatographs and Atomic Absorption spectrohotometers, trouble shooting instruments. Experience in both gas chromatography and high performance liquid chromatography would be an advantage. Knowledge of Chemical Procedures Act and Occupational Health and Safety Act. Basic knowledge of the judicial system and court procedures. Good computer skills. Basic knowledge of official government administrative procedures and policies. Good working knowledge of computer and various software packages e.g. MS Word, Access, Excel, Chemstation, etc. Good communication skills (written and verbal). Candidates will be subjected to a practical test to determine their chromatography and sampling preparation abilities and skills as well as computer skills. A valid code 08 (code B) driver’s licence. 
DUTIES
:
*This is a junior management position and the successful candidate will support senior management in functions and duties of the laboratory. An overall skill in varying duties relating to all forms of forensic chemistry would be advantageous, as multi-tasking is often required of analysts. *Preparation of samples for toxicology and blood alcohol analysis, this includes activities such as grinding, weighing, chemical treatment, heating, filtration, dilutions evaporation, distillation, digestion (wet, dry, microwave) and solid phase extraction *Analysis of human biological tissues and fluid samples by means of certain processes and methods including, gas chromatography, high performance liquid chromatography, visual inspection, mass spectrometry, liquid chromatography, wet chemistry, spectrophotometry, atomic absorption spectroscopy thin layer chromatography, etc. *Statistical evaluation and interpretation of data as well as interpretation of analytical data and calculation of results by means of mathematical formula *Record sample information, complete and review analyses, statistical analysis, reviewing of reports, issuing of reports, certificates and affidavits *Give evidence in courts of law *Attend lectures, seminars and short courses, visit academic libraries *Assist in construction of standard operating procedures *Operation, maintenance and record keeping of all information and data associated with instrumentation *Advanced method development and validation of instrumentation *Creating working instructions *Mini-project management, assist with Health and Safety, accreditation, Drug standards laboratory *Assist with training and skill development *Assist with administration duties e.g. specifications and submissions of equipment.

ENQUIRIES
:
For further information regarding the post, please contact Ms IJ Fenyvesi tel.  (011) 242 9705.

ANNEXURE D
DEPARTMENT OF HOME AFFAIRS
The Department of Home Affairs is an equal opportunity employer, which prioritise employer development. Disabled people are encouraged to apply.
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APPLICATIONS
:
Forward applications, indicating the centre as well as the relevant reference number, of the position, which is being applied for, to Job Vest, Private Bag X5, East Rand, 1462. Alternatively, please send to 49A Bisset Road, Hughes Ext3, Boksburg, 1462. 

CLOSING DATE
:
16 April 2007 Applications received after the closing date or those that do not comply with the requirements, will not be taken into consideration.

NOTE
:
Applications must be submitted on the Application for Employment form (Z.83) obtainable from any Public Service Department and should be accompanied by a comprehensive CV and certified copies of qualifications with original certification stamp (including at least two contactable referees (these should be people who recently worked with the applicant) It is the responsibility of applicants in possession of foreign qualifications to submit evaluated results of the South African Qualification Authority. Where a valid driver’s licence is a requirement, applicants must attach certified copies of such licences. Applicants must be prepared to undergo competency assessment exercise as well as security clearance procedures. The successful candidate will have to sign a performance agreement within three months of their appointments. Submit separate documentation for each position. The Department of Home Affairs will not be handling any enquiries and responses. Candidates are advised to apply and/or enquire directly to JobVest. For more information please call JobVest centre on (011) 571 9906. If no contact has been made within three (3) months after the closing date of this advertisement, please accept that the application was unsuccessful.

MANAGEMENT ECHELON

POST 14/09
:
CHIEF DIRECTOR: LEGAL SERVICES REF HRMC Q/07/2
SALARY
:
An all inclusive salary package of R591 510 per annum which consists of a Basic Salary (60% of package), State’s contribution to the Government Employee Pension Fund.(13% of basic salary) and flexible portion that may be structured in terms of the applicable rules.

CENTRE
:
Head Office: Pretoria (Chief-Directorate: Legal Services)
REQUIREMENTS
:
An appropriate Bachelor’s degree in Law as well as practical experience in the use of standard enforcement tools. Admissions as an attorney will be an added advantage. Practical experience in the management of multi-skilled tasks and projects. Ability to negotiate, draft contracts and legislation, litigate, mediate, arbitrate and conciliate matters, and give general legal support and advice to the Department and Ministry. Ability to advise on the application of international protocols, conventions, agreements and other legal instruments as prescribed by the Department of Foreign Affairs. Knowledge and skills of international bilateral and multilateral negotiations. Good understanding of departmental policies and acts. Overall strategic management skills and abilities. core management Strategic Capability and Leadership, Client Orientation competencies: and Customer Focus, Knowledge Management, Communications, Financial Management, People Management and Empowerment, Honesty and Integrity, Service Delivery Innovation, Program and Project Management, negotiation skills, good inter personal skills, Problem Solving and Analysis as well as Change Management skills.

DUTIES
:
Key Performance Areas: the successful candidate will be responsible for the following specific tasks: Provide strategic leadership to the Chief Directorate. Co-ordinate and conduct quality assurance on all legal issues and legal documentation of concern to the Minister Deputy Minister and the Department. Manage all legal issues related to the department especially  National Immigration and Civic Services. Manage the compilation  and implementation of the annual legislative programme for the Department  Manage the litigation process. Provide legal advice pertaining to the protection and enhancement of Home Affairs. Co-ordinate specialist law reform research on departmental level. Manage contracts.

ANNEXURE E
DEPARTMENT OF LAND AFFAIRS

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

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

NOTE
:
Applications must be submitted on form Z 83, obtainable from any Public Service Department and should be accompanied by a comprehensive Curriculum Vitae. If you apply for more than one post in the Department, please submit separate application forms for each post. Applicants will be expected to be available for selection interviews and assessment at a time, date and place as determined by the department. Former employees who have taken voluntary severance packages are not allowed to apply for this position. Applications will not be considered after the closing date. A test may be conducted to assess candidates computer literacy. Indian, Coloured and White persons are also encouraged to apply. The Department reserves the right not to appoint any applicant in this position. Persons with disabilities are encouraged to apply.

OTHER POSTS

POST 14/10
:
CHIEF DEEDS CONTROLLER (3 POSTS) (REFERENCE: S8/3/2007/368) 

SALARY
:
R122 841per annum

CENTRE
:
Office Of The Registrar Of Deeds: Johannesburg
REQUIREMENTS
:
An appropriate recognized three-year qualification with RVQ 13. Relevant experience in Deeds registration where applicable. Extensive knowledge and proven ability in the interpretation and application of the Deeds Registries Act, Sectional Titles Act, other Acts, Ordinances, Proclamations, Case Law, Common Law and directives pertaining to registration of deeds is essential.
DUTIES
:
The examination of deeds and documents for validity and register ability in accordance with Common Statutory and case law, as well as accepted practice and procedure in the deeds registration system in order to secure legal title. Check notes on faults in deeds for their compatibility and deletes notes after the faults have been rectified. Ensuring that transfer duty, property tax, and office fees have been levied according to prescribed tariffs and procedures. Pass and reject deeds. Control the keeping of prescribed registers and other records of registered deeds. Giving of guidance to subordinates and conveyances where difficulties are experienced with drafting, controlling and registration of deeds.

CLOSING DATE
:
22 April 2007

POST 14/11
:
PRINCIPAL DEEDS CONTROLLER: REGISTRATION (4 POSTS) (REFERENCE: S8/3/2007/369)

SALARY
:
R98 916 per annum

CENTRE
:
Office Of The Registrar Of Deeds: Johannesburg
REQUIREMENTS
:
Grade 10 or equivalent and 10 year’s relevent experience. Grade 12 or equivalent and 5 year’s relevant experience. Good reading, writing and verbal communication skills. Ability to work under pressure. Knowledge of the deeds registration procedures and information system will be an added advantage. Experience in working in the Registration and Information section of a Deeds Registry will be an added advantage.
DUTIES
:
Receive deeds lodged by clients. Prepare deeds for execution. Delivery of deeds and documents,* numbering and sealing of deeds and documents,* keeping of registration statistics,* scan lodgements * covers, furnish deeds registration,* information to client,* final  checking of deeds and documents, *perform duties in the interdict section of the office, *further duties assigned by the Registrar. Supervise the registration and information section if required.

CLOSING DATE
:
22 April 2007

POST 14/12
:
PRINCIPAL DEEDS CONTROLLER: EXAMINATION (4 POSTS) (REFERENCE: S8/3/2007/370)

SALARY
:
R98 916 per annum

CENTRE
:
Office Of The Registrar Of Deeds: Johannesburg
REQUIREMENTS
:
Grade 10 or equivalent and 10 years relevant experience: /Grade 12 or equivalent and 5 years or more experience. .  Extensive knowledge on examination and proven ability in the interpretation of the Deeds Registries Act, Sectional titles Act, and other Acts, Ordinances, Proclamation, Case Law, Common Law and Chief Registrar’s Circulars are essential- Experience in a Deeds Registry.
DUTIES
:
The successful candidate will be responsible for examination of deeds in the Deeds Registry. Linking of deeds and supporting documents, endorsing of deeds and completion thereof. Pencil linking. Examine drafting of deeds and other supporting documents. Complete office fees. Calculate stamp duty. Verify information on printout. Check indicate and interpret interdicts on printout. Check, indicate and interpret information contained in flyleaf and township condition. Check general plan. Check indicate and interpret all references such as general power of attorney and all other reference in respect of sectional title transaction. Raise notes on all the above. Removal of notes and advise conveyancers regarding of notes made and any other duties that may from time to time be imposed by the Registrar of Deeds.

CLOSING DATE
:
22 April 2007

POST 14/13
:
PRINCIPAL DEEDS CONTROLLER: REGISTRATION (2 POSTS) (REFERENCE: S8/3/2007/371)

SALARY
:
R79 407 per annum

CENTRE
:
Office Of The Registrar Of Deeds: Johannesburg
REQUIREMENTS
:
Grade 10 or equivalent and 10 year’s relevant experience; /Grade 12 or equivalent and 5 years or more experience. Good reading, writing and verbal communication skills. Ability to work under pressure. Knowledge of the deeds registration procedures and information system will be an added advantage. Experience in working in the Registration and Information section of a Deeds Registry will be an added advantage.
DUTIES
:
Receive deeds lodged by clients. Prepare deeds for execution. Delivery of deeds and documents,* numbering and sealing of deeds and documents,* keeping of registration statistics,* scan lodgements * covers, furnish deeds registration,* information to client,* final  checking of deeds and documents, *perform duties in the interdict section of the office, *further duties assigned by the Registrar.

CLOSING DATE
:
22 April 2007

POST 14/14
:
PRINCIPAL DEEDS CONTROLLER: EXAMINATION (3 POSTS) (REFERENCE: S8/3/2007/372)

SALARY
:
R79 407 per annum

CENTRE
:
Office Of The Registrar Of Deeds: Johannesburg
REQUIREMENTS
:
Grade 10 or equivalent and 10 year’s relevant experience; /Grade 12 or equivalent and 5 years or more experience. Extensive knowledge and proven ability in the interpretation of deeds Registries Act, Sectional Titles Act, Ordinances, case Law and directives pertaining to registration of Deeds. Experience in a Deeds Registry and specifically the registration and data section will be an added advantage.
DUTIES
:
Examine deeds and documents for validity and registrability with Common, statutory and case law, as well as accepted practice and procedure in the deeds registration system in order to secure legal title.

CLOSING DATE
:
22 April 2007

POST 14/15
:
SENIOR DEEDS CONTROLLER: EXAMINATION (1 POSTS) (REFERENCE: S8/3/2007/373)

SALARY
:
R54 222 per annum

CENTRE
:
Office Of The Registrar Of Deeds: Johannesburg
REQUIREMENTS
:
Grade 10 or equivalent and 5 years experience in the registration of Deeds where applicable/Grade 12 or equivalent and 2 years experience. Extensive knowledge and proven ability in the interpretation of deeds Registries Act, Sectional Titles Act, Ordinances, Case Law and directives to registration of Deeds.
DUTIES
:
Examine deeds and documents for validity and registrability with Common, Statutory and case law, as well as accepted practice and procedure it the deeds registration system in order to secure legal title.

CLOSING DATE
:
22 April 2007

POST 14/16
:
SENIOR TELECOM OPERATOR (REFERENCE: S8/3/2007/374)

SALARY
:
R79 407 per annum (Level 6)

CENTRE
:
Office Of The Registrar Of Deeds: Johannesburg
REQUIREMENTS
:
Grade 10 or equivalent and 10 years relevant experience; /grade 12 or equivalent and 5 years or more experience, and strong communications skills. Ability to learn the department’s service delivery components and operate switchboard. Computer and typing skills. Ability to take initiative and work independently. Ability to organize and priorities work. Telephone etiquette.  Ability to communicate in English.
DUTIES
:
Operating the switchboard by answering incoming and handling out going calls. Ensuring that customers are referred promptly and correctly. Taking down messages and administering the correct distribution thereof. Supplying basic information to customers regarding the Department’s services. Managing and distributing the internal telephone directory and keeping a database of other important contact numbers. Responsible for faults reporting on the telephone system and liaising with service providers in this regard. Utilize the Telephone Management System to monitor telephone cost, including printing of reports and verifying information. Keeping and completing registers pertaining to there telephone system.

CLOSING DATE
:
22 April 2007

POST 14/17
:
PRINCIPAL DATA TYPIST (REFERENCE: S8/3/2007/376)

SALARY
:
R64 143 per annum

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

REQUIREMENTS
:
Applicant must be in possession of a Grade 12 certificate and computer literate with knowledge of Deeds Registration Procedures, MS Word and Excel;  Experience as Senior Data Typist will be an added advantage;  Typist with the ability to achieve 100% production and knowledge of the Deeds Registration Data Capturing and Information Systems and the Deed Office Document Tracking System;  Good communication skills and interpersonal skills;  Knowledge of functions of a deeds office will be an added advantage.
DUTIES
:
Counting and balancing total of deeds and documents received; Capture data on the system; To interpret information in registered deeds and documents and capture in the appropriate manner on the system;  Verify all relevant data which has been captured on the system;  Preparation and final black booking of deeds;  Update database, thereby ensuring that information supplied is accurate and up to date;  Generating computer printouts for deeds and documents lodged for examiners;  Generating computer printouts for all clients;  Any other duty assigned by the Registrar.

CLOSING DATE
:
22 April 2007

POST 14/18
:
CHIEF DEEDS CONTROLLER 1ST TWO (2) POSTS AND 2ND LEG ONE (1) POST (REF: S8/3/2007/363)

SALARY
:
R122 841 per annum (Level 8) R146 685 per annum (Level 9)

CENTRE
:
Mpumalanga

REQUIREMENTS
:
An appropriate recognised three-year legal qualification *Extensive knowledge and proven ability in the interpretation and application of the Deeds Registration Act, Sectional Title Act, and other Acts, ordinances, proclamations, case law, common law and directives pertaining to the registration of deeds is essential *Experience in the Deeds Registry is also essential *Extensive knowledge of deeds registration procured including knowledge of data capturing, microfilming and information systems and registration.

DUTIES
:
The successful candidate will be responsible for the examination of deeds and documents for validity and registrability in accordance with Common, Statutory and Case Law as well as accepted practice and procedure *Checking of notes of faults in deeds for their compatibility and delete notes after the faults have been rectified *Ensuring that transfer duty, property tax, stamp duty and office fees *Passing and rejection of deeds *Programming of the execution of deeds registration functions *Giving guidance to subordinates and conveyancers when difficulties are experienced with the drafting, controlling and registration of deeds *Supervise the Registration, Data, and Information or Microfilming sections, if the required *Supervise examination team.

CLOSING DATE
:
15 April 2007
NOTE
:
Candidates will be appointed on either salary level 9 or 8 depending on the performance of the candidate during the interviewing process. Candidates may be expected to examine a deed as part of the interviewing process.

POST 14/19
:
CHIEF PROVISIONING ADMINISTRATION CLERK (REF: S8/3/2007/349)

SALARY
:
R98 916 per annum 

CENTRE
:
Pietermaritzburg: Shared Service Centre

REQUIREMENTS
:
Relevant tertiary qualification in Buying/Purchasing/Supply Chain Management/Commerce or equivalent qualification with 1 to 2 years relevant experience/or Grade 12 certificate with Maths and Accounting with 2 to 3 years relevant experience *General Administrative Support experience e.g report writing, taking minutes, general correspondence and administration *Knowledge and experience of PFMA, PPPFA, SCM and procurement administration *Computer literacy *Good planning, organising and problem solving skills *Ability to communicate in English and Zulu *Valid driver’s licence. The following will be added advantages: *Experience in Provisioning administration and knowledge of LOGIS.

DUTIES
:
The successful candidate will perform the following duties: *Administration of procurement of goods and services for the Department of Land Affairs in KwaZulu-Natal *Receiving and processing requisitions *Preparing and advertising bid/quotation documents *Administering bids and quotations on closing dates *Provide advisory services during the evaluation of bids and quotations *Ensuring compliance to SCM policy and submission of monthly reports to the supervisor *Recording of contracts awarded *Liaising with Suppliers and clients *Supervision of staff, including performance assessment.

CLOSING DATE
:
15 April 2007
POST 14/20
:
PRINCIPAL NETWORK CONTROLLER (REF: S8/3/2007/346)
SALARY
:
R98 916 per annum 

CENTRE
:
Office of the Surveyor General: Pretoria

REQUIREMENTS
:
An appropriate recognised National Diploma or equivalent qualification in any related IT field accompanied by proven appropriate experience.  Knowledge of the following : * Hardware, software, networks within the frameworks of the standards used by the department. * Application of the relevant legislation. (IT policies and office related Legislation). * Programs used in the office process (Cadastral Information system). * Computer literate (MS-Word, MS-Excel, Outlook, internet research).

DUTIES
:
Provide IT User Support Services to Surveyor-General staff. * Attend to IT hardware and software problems. * Provide server administration and back-ups. * Provide technical advice on the procurement of new hardware and software. * Perform data administrator  tasks. * Provide regular technical updates to all users. * Maintain all hardware, network, relevant system and data base as well as upgrading installations.

CLOSING DATE
:
15 April 2007
NOTE
:
African males and Females are encouraged to apply

POST 14/21
:
CHIEF AUXILIARY SERVICE OFFICER X 1 POST (REF: S8/3/2007/359)

SALARY
:
R79 407 per annum 

CENTRE
:
Office Of The Registrar Of Deeds: Pietermaritzburg

REQUIREMENTS
:
Grade 12 *Computer literacy *Working knowledge of MS Word *Basic typing skills *Numeracy skills *Accuracy *Knowledge of deeds office procedures * Good interpersonal relations *Knowledge of scanning process.

DUTIES
:
Prepare deeds and documents for scanning *Scan deeds and documents *Verify scanned deeds and documents *Process and develop film *Sending deeds out of micro section *Assist with supervision of scanning personnel *Control films in strong room and archives and monitor temperatures and humidity *Training *Distribution of work *Deal with work related queries and ordering stationery.

CLOSING DATE
:
15 April 2007
NOTE
:
Preference will be give to African Males.

POST 14/22
:
SENIOR DATA TYPIST X1 POST (REF: S8/3/2007/361)
SALARY
:
R54 222 per annum 

CENTRE
:
Office Of The Registrar Of Deeds: Pietermaritzburg

REQUIREMENTS
:
Grade 12 or  equivalent qualification with typing *Computer literate *Numerical skills *Knowledge of the functions of a Deeds Office and of  the  Deeds registration System *Good communication and interpersonal relations skills *Ability to perform under pressure.

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

CLOSING DATE
:
15 April 2007
NOTE
:
Preference will be give to African Males.

POST 14/23
:
DATA TYPIST GRADE II X1 POST (REF: S8/3/2007/362)
SALARY
:
R46 200 per annum

CENTRE
:
Office Of The Registrar  Of Deeds: Pietermaritzburg

REQUIREMENTS
:
Grade 12 or equivalent qualification with typing *Computer literate Basic knowledge of activities of a Deeds Registry *Numerical skills * Ability to perform under pressure, good communication and interpersonal skills 

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

CLOSING DATE
:
15 April 2007
NOTE
:
Preference will be give to African Males.

POST 14/24
:
ACCOUNTING CLERK (REF: S8/3/2007/348)
SALARY
:
R46 200 per annum 

CENTRE
:
Office of the Surveyor General: Pretoria

REQUIREMENTS
:
A Senior Certificate or equivalent qualification with experience in Finance, especially within the Public Sector. * Workable knowledge of Public Finance Management Act (PFMA) and Treasury Regulations will be an advantage. * Knowledge of Basic Accounting System (BAS) and Pastel. * Good interpersonal relations, customer service and organising skills. * Computer literacy especially in MS Word, MS Excel and MS Outlook. * Proven ability to work under pressure and have knowledge of government financial administration with specific reference to cashier and  banking duties.

DUTIES
:
Cashier duties (receive state monies and issue receipts). * Capture receipts on Pastel. * Safe keeping of state money. * Prepare banking records of all cash and cheques received for depositing. * Capture BAS receipts. * Check  remittance and cheques. * Assist with additional tasks as required by supervisor.

CLOSING DATE
:
15 April 2007
NOTE
:
White females and Coloured females are encouraged to apply

POST 14/25
:
AUXILLIARY SERVICES OFFICER (VARIOUS POSTS)(REF: S8/3/2007/347)

SALARY
:
R40 227 per annum 

CENTRE
:
Office of the Surveyor General: Pretoria

REQUIREMENTS
:
Applicants must be in possession of a Grade 10 (Standard 8)  Certificate.  The following will be recommendations: * Good verbal, written communication and inter-personal skills. * Computer literacy. * Ability to work under pressure.

DUTIES
:
Compile, maintain and archive office records and documents. * Operation and maintenance of photographic equipment. * Supply office information. * Assisting the general public with queries related to the cadastre. * Compilation and maintenance of relevant office and personal production records. * Supply support services to technical and Professional staff.

CLOSING DATE
:
15 April 2007
NOTE
:
White females and Coloured females are encouraged to apply.

POST 14/26
:
OPERATOR X1 (REF: S8/3/2007/360)
SALARY
:
R40 227 per annum 

CENTRE
:
Office Of The Registrar Of Deeds: Pietermaritzburg

REQUIREMENTS
:
Grade 10 OR Grade 12 certificate *Good numeral, writing and verbal communication skills *Basic knowledge of the functions of a Deeds Office.

DUTIES
:
Photostat official documents on request for officials *Deliver documents to applicants *File back deeds, microfilms and documents *Maintenance of photocopier *Operate digitizers *Obtain micro cassettes and volumes *Scanning of documents *Operate PC 80 machines.

CLOSING DATE
:
15 April 2007
NOTE
:
Preference will be give to African Males.

ANNEXURE F

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
:
20 April 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)

OTHER POSTS

POST 14/27
:
POLICY DEVELOPER (SMALL SCALE MINING)
SALARY
:
R343 257 per annum (All inclusive package)

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A BSc degree or National Higher Diploma in Mining Engineering or equivalent or a Mine Manager’s Certificate of Competency and relevant experience in the South African mining industry, preferably in the Small Scale Mining sector. Prior experience in Policy development will be an added advantage PLUS the following key competencies(Knowledge of:(The Mine Health and Safety Act, 1996 and related legislation(The Small Scale mining Sector safety issues/challenges(Research processes(Policy development/analysis processes/techniques(Skills(Ability to interpret/analyse data/statistics and trends(Basic computer skills(Ability to conduct presentations(Tripartite stakeholder management skills(Conflict management(Communication(Ability to communicate effectively both orally and in writing(Ability to write reports(Good public speaker(Ability to communicate effectively in tripartite forums(Creativity(Creative input in the review and formulation of new mine safety legislation, guidelines and other regulatory mechanisms. Recommendation: Applicants must be in possession of a valid driver’s licence and a certificate of Fitness.

DUTIES
:
Identify, review and develop industry OHS policies related to Small Scale Mining (SSM)(Represent the MHSI within tripartite structures on issues relating to OHS(Analyse information from accident investigations to identify policy needs in SSM(Liase with stakeholders and advice on policies and impact of implementation(Promote policy to ensure uniform enforcement and compliance(Conduct regular benchmarking to ensure acceptability and applicability of legislation(Promote policy to ensure uniform enforcement and compliance. 

ENQUIRIES
:
J. Boshielo ( (012) 317 8665
NOTE
:
The successful applicant will be required to sign a Performance Agreement within three (3) months of appointment. 

POST 14/28
:
POLICY DEVELOPER (MINE EQUIPMENT MECHANICAL)
SALARY
:
R343 257 per annum (All inclusive package)

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A BSc degree or National Higher Diploma in Mechanical Engineering or equivalent or a Government Certificate of Competency (Mechanical) and relevant experience in the South African mining industry, preferably in the Mechanical Engineering disciplines. Prior experience in Policy development will be an added advantage PLUS the following key competencies(Knowledge of:(The Mine Health and Safety Act, 1996 and related legislation(The Mine Equipment (Mechanical) safety issues/challenges(Research processes(Policy development/analysis processes/techniques(Skills(Ability to interpret/analyse data/statistics and trends(Basic computer skills(Ability to conduct presentations(Tripartite stakeholder management skills(Conflict management(Communication(Ability to communicate effectively both orally and in writing(Ability to write reports(Good public speaker(Ability to communicate effectively in tripartite forums(Creativity(Creative input in the review and formulation of new mine safety legislation, guidelines and other regulatory mechanisms. Recommendation: Applicants must be in possession of a valid driver’s licence and a certificate of Fitness.

DUTIES
:
Identify, review and develop industry OHS policies(Represent the MHSI within tripartite structures on issues relating to OHS(Analyse information from accident investigations to identify policy needs(Liase with stakeholders and advice on policies and impact of implementation(Promote policy to ensure uniform enforcement and compliance(Conduct regular benchmarking to ensure acceptability and applicability of legislation(Promote policy to ensure uniform enforcement and compliance.

ENQUIRIES
:
J. Boshielo ( (012) 317 8665
NOTE
:
The successful applicant will be required to sign a Performance Agreement within three (3) months of appointment. 

POST 14/29
:
POLICY DEVELOPER (OCCUPATIONAL HEALTH)
SALARY
:
R343 257 per annum (All inclusive package)

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
B. Curr/ B.tech / Advanced BA in Occupational Health/ B.S.C Occ. Health/Medical Science or equivalent qualification with extensive relevant experience in the field of occupational medicine/ health or equivalent.  Relevant experience in the South African mining industry and prior experience in policy development or research will be an added advantage PLUS the following key competencies(Knowledge of:(The Mine Health and Safety Act, 1996 and related legislation(Occupational Medicine trends and challenges(Research processes(Policy development/analysis processes/techniques(Skills(Ability to develop policies and legislation(Presentation and report writing skills(Networking Skills(Oral an written communicate skills(Ability to communicate effectively in tripartite forums(Creativity(Be able to make decisions in line with mandates and be able to negotiate. Recommendation: Applicants must be in possession of a valid driver’s licence. 

DUTIES
:
KRA’s Identify, review and develop OHS policies(Represent the MHSI within tripartite structures on issues relating to OHS(Analyse information from accident investigations to identify policy needs(Liase with stakeholders and advice on policies and impact of implementation(Promote policy to ensure uniform enforcement and compliance(Conduct regular benchmarking to ensure acceptability and applicability of legislation(Promote policy to ensure uniform enforcement and compliance.

ENQUIRIES
:
D. Mokoboto ( (012) 317 8454

NOTE
:
The successful applicant will be required to sign a Performance Agreement within three (3) months of appointment. 

POST 14/30
:
CHIEF ENERGY OFFICER X6
SALARY
:
R183 084 per annum

CENTRE
:
Free State, Mpumalanga, Gauteng, North West, Western Cape and Pretoria

REQUIREMENTS
:
An appropriate B degree / diploma in the Natural, Economics or Social Sciences or equivalent qualifications, coupled with appropriate community work experience PLUS the following key competencies(Knowledge of:(Energy Sector, Project management and development(Energy resources and utilisation in the region(Strategy and policy implementation(IDP, Urban Renewal and ISRDP(Ability to speak the local language(Skills:(Management and Negotiation skills(Good co-ordination and facilitation skills(Good organising and planning skills(Analytical and report writing skills(Computer literacy(Communication:(Excellent verbal and written communication(Ability to communicate at all levels, especially with provincial structures(Creativity:(Ability to work in a team(Ability to work under pressure(Articulate and Good listener(Innovative, open minded, action-orientated and results driven. Recommendation: A qualification in Energy and/or Development studies will be advantageous.
DUTIES
:
Identify, facilitate and support the establishment of IeC’s in the country(Organise and facilitate stakeholders meetings to discuss challenges related to IeC’s(Participate in fundraising activities in order to establish / support SMME’s(Attend ISRDP, IeC BOD meetings and other related community forums(Provide energy advisory services.

ENQUIRIES
:
Mr. Robert Maake ( 012 317 8025
NOTE
:
A code 08 driver’s licence is essential. Please note that this post will require extensive travelling. Applicants should indicate their preferred location / centre.
POST 14/31
:
ASSISTANT DIRECTOR: INTERNAL COMMUNICATION
SALARY
:
R146 685 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
An appropriate degree/diploma in Communication Science, Journalism and Public Relations and/or an extensive experience in Communication. An added advantage will be an experience in internal liaison communication PLUS the following key competencies(Knowledge of:(Understanding of Communication policies in the public sector(Communication practices and theories(Management theories and principles(Skills:(Strong leadership(Excellent verbal and written Communication(Organising and Planning(Assist in Policy formulation/ implementation(Exceptional interpersonal skills(Communication:(Excellent verbal and written Communication(Knowledge of Good presentation(Public speaking(Creativity:(Must be able to do duties without supervision(Must be an Innovative person with fresh ideas(Must be able to initiate projects that will promote internal relations. 
DUTIES
:
Assist in ensuring an effective flow of information through communication strategies to promote positive inter-departmental relations including the regional offices(Organise and manage the arrangements of internal events such as information sessions, year end functions, public service,  casual days, and  awareness campaign and exhibitions(Assist in drafting of policies pertaining to internal communication(Establish and maintain communication stakeholder relations with our public entities(Manage internal liaison sub-directorate(
Ensure the corporate brand image of the department is enhanced at both the Head office and in the  regional offices(Assist in managing DME intranet. 

ENQUIRIES
:
Mr S Kheswa ( (012) 317 8518
ANNEXURE G

NATIONAL YOUTH COMMISSION

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

FOR ATTENTION
:
Ms Lesego Makola

CLOSING DATE
:
20 April 2007

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

OTHER POSTS

POST 14/32
:
SENIOR SECRETARY (2 POSTS)
SALARY
:
R 54 222 per annum

CENTRE
:
Pretoria

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

DUTIES
:
To manage all telephone calls (screening incoming and outstanding calls in the office of the Director and ensuring the efficient flow of information). Render administrative and secretarial support to the Director i.e typing, coordination of daily activities. Management of electronic diary, proper preparation and recording all meetings and appointments, responding to telephonic queries as and when required. Provide professional support to the Director i.e. maintain filing system, complete transport and subsistence claims, make reservations for travel and follow up on arrangements. Assist in preparing for meetings and presentations: preparing agendas and minutes and assist with the compilation of reports. Record incoming and outgoing mail, distribute to relevant managers and assist with tracking of documentation.

ENQUIRIES
:
Ms Georgina Masipa – (012) 309 7824

POST 14/33
:
RECEPTIONIST
SALARY
:
R46 200 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
The minimum requirements for this position is a Grade 12 certificate plus Appropriate experience. Must be fluent in two official languages of which one Must be English. Basic knowledge of the National Youth Commission.

DUTIES
:
Assist external clients and refer them for further assistance to the correct Sections. Manage the calling system and computer terminal. See to it that the Reception area is properly managed. Receive and forward messages. Compile monthly relief roster so that telephone traffic flows properly. See to it that the switchboard is always in a proper working order, that all defects are reported and that repair are speedily done. Train relief personnel. Keep the National Youth Commission telephone directory up to date and describe amendments as and when necessary.

POST 14/34
:
REGISTRY CLERK
SALARY
:
R40 227 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
The minimum requirements for this position is a Grade 12 certificate plus  appropriate experience. Computer literacy   

DUTIES
:
The successful candidate will be responsible for receiving, identifying, numbering, rotating, filing, safekeeping, pending, searching, providing and preparing documents for posting. Opening and closing files, records and disposal thereof. Making copies of Documents, answering queries about the documentation system, day to day duties. 

ANNEXURE H
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
:
04 May 2007

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

OTHER POSTS

POST 14/35
:
PRINCIPAL PERSONAL OFFICER

SALARY
:
R98 916 per annum

CENTRE
:
Pretoria, Head Office

REQUIREMENTS
:
Ideal candidate profile: Senior (or Equivalent Certificate)or an appropriate recognized Bachelor’s Degree (or equivalent qualification), Sound knowledge of the Public Service prescripts and other relevant personnel administration legislation, good writing and verbal communication skills, working knowledge of PERSAL as well as Microsoft Office, good interpersonal relations skills.

DUTIES
:
Key performance areas: The successful candidate will be responsible for the following: Conditions of Service (Leave; Allowances; Medical Schemes; Resettlement Expenditure; Remunerated Overtime; Long Service Awards and Housing Allowance), Establishment, Middle Management Service (MMS), Senior Management Service (SMS), Advising Management and staff on personnel administration procedures, supervision, training and development of subordinates.

ENQUIRIES
:
Ms L Human (012) 352 1115
ANNEXURE I
DEPARTMENT OF PROVINCIAL AND LOCAL GOVERNMENT

The dplg intends to invest in human capital, increase integrated technical capacity directed at service delivery and promote representivity in the Department through the filling of these posts. Candidature of persons whose appointment/ transfer/ promotion will promote representivity will therefore receive preference.

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

NOTE
:
Applications, 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. 


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.

MANAGEMENT ECHELON

POST 14/36
:
WRITING, EDITING AND RESEARCH SPECIALIST (SENIOR MANAGER LEVEL)


Office Of The Director-General



Purpose: The Office of the Director-General provides strategic and executive support to the Ministry and the Department of Provincial and Local Government in contributing towards Government’s vision of a better life for all our people. We would like to provide you with an opportunity to apply your skills in the areas of writing, editing and research, and make your contributions within a diverse team. 

SALARY
:
All inclusive remuneration package of R502 725 per annum (The package includes a basic salary (60% of package), State’s contribution to the Government Employee Pension Fund (15% of basic salary) and a flexible portion that may be structured in terms of the applicable guidelines.)
REQUIREMENTS
:
A post-graduate qualification in Communications, Political Science or Social Sciences, or equivalent four-year qualification from a recognized educational institution.  Research experience at Masters level and demonstrated experience in governance matters would be an added advantage. Personal initiative and commitment to the ideals of the South African democratic government Ability to express the writing of documents/ speeches clearly, logically and with creativity. Extensive and proven experience in the writing and editing of articles, documentation and correspondence. Practical experience in research, and methods to analyze issues and trends that have relevance to the mandate of the dplg.  Advanced skills in the co-ordination and initiation of research work.  Comprehensive research and analytical skills, knowledge and experience of the conducting of research and the compilation of research reports. You will also be required to submit evidence of recent published or unpublished work. Planning and organising, problem-analysis and problem-solving as well as strategic and people management skills.  Advanced computer competencies. Ability to communicate effectively at all levels, facilitation and presentation skills. In addition to the aforementioned, you will be required to travel frequently, work outside the normal working hours, handle consistent pressure situations and work effectively and closely in a dynamic team. 

DUTIES
:
Review and edit publications, speeches and strategic documentation that are prepared for different audiences. Edit facts, language, structure and format of these documentation and correspondence before publication/ dissemination. Work closely with the Departmental Spokesperson to select material for publication, ensure accuracy and clarity of information being published, particularly to the South African public, stakeholders and other spheres of government. Source news and information on a domestic and international level, on matters of and related to Governance and provide a strategic analysis thereof. Liaise with internal and external community of researchers, academics, government agencies and state departments.

ENQUIRIES
:
Mr D Poonsamy Tel: 012- 334 0712

CLOSING DATE
:
20 April 2007
NOTE
:
It is important to note that as the successful candidate for a Senior Manager post, you will be required to sign an annual performance agreement, annually disclose your financial interests and be subjected to a security clearance of top secret.

OTHER POSTS

POST 14/37
:
DEPUTY MANAGER: ADMINISTRATION (PERSONAL ASSISTANT TO THE DEPUTY DIRECTOR-GENERAL)



Branch: Corporate Services

SALARY
:
R183 084 per annum 
CENTRE
:
Pretoria
REQUIREMENTS
:
Adaptable, self-motivated, assertive, innovative, reliable, trustworthy and honest. An appropriate recognised three-year tertiary qualification backed by appropriate experience and a good understanding of the core functions of the Department. Able to function efficiently under extreme pressure, interact with people at various levels and deal with information at a high level of confidentiality. Communication (verbal and written) and interpersonal skills. Time and office management. Administration and organisational skills. Computer literacy. Report and minute writing skills. Planning and monitoring skills. Ability to deal with queries promptly.

DUTIES
:
Promote the image of the Office of the Deputy Director-General at all times. Effectively manage the Deputy Director-General’s office, including correspondence management, office budget and expenditure control, developing and managing a system of information and document control, following up on reports and actions to be taken and managing deadlines and tracking progress. Compile referral memoranda. Ensure that the DG and the DDG have one-on-one meetings regularly to keep the DG informed of developments in the Branch. Ensure that the DDG has annual plan with objectives broken down into action steps aligned to the Strategic Plan of the Department (MTTP). Ensure that the action steps as set out in the DDG’s annual plan are accommodated in his schedule for the year. Ensure all urgent correspondence, including Ministerial and DG ‘s referrals are brought to DDG’s attention within 48 hours. Ensure that all responses to Parliamentary questions are forwarded to the Minister’s and DG’s office as soon as it is possible for him/her to note. Attend to all other correspondence that has been received and processed in the office. Ensure that all instructions issued by the DDG in the correspondence forms are followed at all times. Ensure all submissions received are scheduled for DDG to look at daily and the DG’s attention is always brought to them. Ensure the DG and the other participants receive all documents for each meeting that is organised by the DDG’s office at least two days before the meetings. Ensure all news articles prepared by the DDG are always neatly typed and sent without any errors to the relevant news houses. Ensure follow-up is always done to confirm receipt of all correspondence sent out at all times. Follow up on performance agreements and assessments of all personnel reporting to the DDG. Arrange for branch and dept standing meeting, such as EXCO, QRM and Izimbizo. Accompany DDG to meetings, visits and other engagements, as and when required. Co-ordinate proper servicing of the DG’s office with the Executive Secretary.

ENQUIRIES
:
Ms S Moshebi (012) 334 0738
CLOSING DATE
:
20 April 2007
POST 14/38
:
DEPUTY MANAGER:  FREE BASIC SERVICES MONITORING, EVALUATION AND ANALYSIS SUPPORT


Branch: Free Basic Service And Infr

SALARY
:
R146 685 per annum
CENTRE
:
Pretoria

REQUIREMENTS
:
A B degree or equivalent qualification in research or statistics coupled with practical experience and knowledge of data collection, analysis and management. Comprehensive understanding of Local Government and the related policies and legislation. A sound understanding of Government policies as it relates to infrastructure provision, basic services provision, policies relating to Free Basic Services namely: water, sanitation, electricity and refuse removal. Independent/ team worker, strategic and analytical thinker. Strong facilitation and stakeholder engagement skills Good spoken and written English language. Innovative and independent thinker. Willingness to travel extensively to provinces and municipalities. Code 8 driver’s licence

DUTIES
:
Assist in the development and upgrading of the M&E systems Monitor and analyse the trends in the implementation of BS and FBS Monitor the compliance with the service delivery agreements between municipalities and the different service providers in line with the requirements of the MSA (2000) Monitor and support municipalities to report an the agreed time frames and provide feedback to municipalities when required Coordinate reports and facilitate the distribution of reports to partner sector departments In conjunction with DWAF, DME and DEAT, monitor and analyse targets for the implementation and acceleration of the Free Basic Services policies. Respond to information requests by stakeholders and role players. 

ENQUIRIES
:
Ms M Ndlovu.  Tel. number (012) 334 4948

CLOSING DATE
:
20 April 2007
POST 14/39
:
ADMINISTRATIVE OFFICER


Branch: Systems and Capacity Building



Directorate: Municipal Finance Monitoring

SALARY
:
R98 916 per annum 
CENTRE
:
Pretoria
REQUIREMENTS
:
The ideal candidate must: Have tertiary qualification (preferably in financial management). He /she must have an understanding of the Municipal Management Act, Public Finance Management Act, Division of Revenue Act (DoRA) and knowledge of Local Government related Legislation. The ability to communicate both verbally and in writing and perform well under pressure is essential. The ideal candidate must be able to work in a team and willingness to travel frequently. Word processing, Excel (spreadsheets), Power Point and a valid driver’s license is required.

DUTIES
:
The successful candidate will be required to: Provide administrative support to the Manager. Monitor and provide support to municipalities with regards to the management and administration of capacity building grants. Ensure compliance by the department with the relevant legislation regarding the spending of grant funding. Communicating with municipalities on all matters related to the effective monitoring of   annual grant allocations. Maintain filing of the grant documentation and municipal reports. Preparation of power point presentations.  Responding to queries.
ENQUIRIES
:
Mr Kenneth Mookeng ; 012 334 4846

CLOSING DATE
:
26 April 2007
ANNEXURE J

DEPARTMENT OF PUBLIC ENTERPRISES

APPLICATIONS
:
Submit applications, to The Directorate: Human Resources, Private Bag X15, Hatfield 1028

CLOSING DATE
:
20 April 2007 

NOTE
:
Applications should be submitted on form Z83, and attached a concise CV and qualifications. 

OTHER POST

POST 14/40
:
ADMINISTRATIVE ASSISTANT IN THE BRANCH: TRANSPORT 

SALARY
:
R98 916 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Applications are invited from persons in possession of an appropriate secretarial diploma/post matric, secretarial qualification coupled with a minimum of one year experience. The successful applicant will be a dynamic and confident person, with good interpersonal and networking skills, with the ability to comprehend. Excellent writing and communication skills and a high level of computer literacy; Excel, Word and PowerPoint; are essential for this position. If you have good organizational skills, the ability to work under pressure, and the willingness to go an extra mile, then we invite you to apply for the position.(Minutes writing – clear and correct business writing skills

DUTIES
:
The person appointed to this position will be responsible for: 1. Distribution of documents 2. Maintaining manager’s diaries within the branch: Transport 3. Responsible for all logistical arrangements within the branch 4. Taking care of visitors for the branch Responsible for all Administrative activities within the branch: Transport  Custodian of all Internal and External documents Screening of calls Filing of all correspondence to and from the branch Taking minutes for the branch

ENQUIRIES
:
Ms Dorah Mawela: tel: 012- 431-1183

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.

CLOSING DATE
:
Monday, 16 April 2007
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. Failure to submit these copies will result in the application not being considered. The Department of Public Service and Administration will not be handling any responses, candidates must apply directly to Human Communications.

OTHER POSTS

POST 14/41
:
DEPUTY DIRECTOR: PLANNING, MONITORING AND EVALUATION ANALYSIS



Purpose: Reporting directly to Director: Planning, Monitoring and Evaluation within the Governance Branch, the incumbent will support the development, implementation and maintenance of a system for planning, monitoring and evaluation of Public Service reform programmes.

SALARY
:
An all-inclusive remuneration package R343 257 per annum An annual progression up to a maximum salary of R397 986 per annum is possible subject to satisfactory performance

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate tertiary qualification and working experience/knowledge of research, analysis and report writing in M&E OR a Senior Certificate and extensive working experience/knowledge of research, analysis and report writing in M&E. Competent report writing, analysis and fluency in English.

DUTIES
:
Provide assistance with the development, implementation and maintenance of a monitoring and evaluation system to prevent a deterioration in services. Assist the different programmes within the DPSA and G&A Cluster to monitor and evaluate the impact of their programmes within the Public Service. Analyse and publish regular reports related to the Public Management Watch. Analyse and report on HR trends in order to assist decision-making within DPSA and the Public Service as a whole. Manage the M&E Sub-Component to ensure that an efficient and effective service is delivered through the efficient and effective utilisation of human resources. 

ENQUIRIES
:
Mr H Serfontein, tel. (012) 336-1210.

NOTE
:
Successful candidate will have to sign a Performance Agreement and be required to obtain a Security Clearance. On Salary Levels 12, 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.

POST 14/42
:
DEPUTY-DIRECTOR: PLANNING, MONITORING AND EVALUATION- ICT SYSTEMS


Purpose: Reporting directly to Director: Planning, Monitoring and Evaluation within the Governance Branch, the incumbent will support the development, implementation and maintenance of a system for planning, monitoring and evaluation of Public Service reform programmes.

SALARY
:
An all-inclusive remuneration package of R343 257 per annum An annual progression up to a maximum salary of R397 986 per annum is possible subject to satisfactory performance.

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate tertiary qualification and working experience/ knowledge of ICT in M&E OR a Senior Certificate and extensive working experience/knowledge of ICT in M&E. Competent knowledge of computer applications. Fluency in English. 

DUTIES
:
Provide technical assistance with the development, implementation and maintenance of a monitoring and evaluation system to prevent a deterioration in services. Develop, implement and maintain an ICT solution to assist the different programmes within the DPSA and G&A Cluster to monitor and evaluate the impact of their programmes within the Public Service. Assist with the development of ICT systems to facilitate the effective monitoring of the implementation of DPSA’s programmes within the Public Service. Provide a single source of accurate, timely and relevant information on public administration to the national oversight departments in order to facilitate decision-making. Provide real-time access to HR information to assist evidence-based decision-making within the DPSA and the rest of the Public Service. Manage the M&E Sub-component to ensure that an efficient and effective service is delivered through the efficient and effective utilization of human resources.

ENQUIRIES
:
Mr H Serfontein, tel (012) 336-1210

NOTE
:
Successful candidate will have to sign a Performance Agreement and be required to obtain a Security Clearance. On Salary Levels 12, 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.

POST 14/43
:
DEPUTY DIRECTOR: SPECIAL PROJECTS INTERNATIONAL AND AFRICAN AFFAIRS 



Purpose: The incumbent will manage the entire project cycle for ad hoc and special International and African Affairs projects, with special focus on projects that deal with bilateral, multilateral exchange programmes and technical visits to the Department. 

SALARY
:
An all-inclusive remuneration package of R343 257 per annum An annual progression up to a maximum salary of R397 986 per annum is possible subject to satisfactory performance

CENTRE
:
Pretoria

REQUIREMENTS
:
Recognised Honours Degree in International Relations, African Studies, or Political Science or related equivalent qualification. Appropriate  management experience in project management, administration and/or international relations. Sound knowledge of and experience in Government, with particular exposure to the International Relations field.  International relations background. Project management. Strategic thinking. Strategic planning. Financial management. Strategy and policy development. People development. Business writing skills.

DUTIES
:
Manage entire project flow – from initiation to closure. Ensure project alignment. Manage information systems. Research and business writing. Strategy development.  Design, implement and manage IAA special projects, on bilateral and multilateral matters including exchange programmes, study tours and research missions. Establish and maintain a user friendly IAA project management system. Establish and maintain proper records of technical visits with bilateral and multilateral partners. Update data on special projects to support the International Governance and Public Administration programme, including but not limited to the signing and updating Memorandums of Understanding (MOUs). Promote and market IAA special projects, including but not limited to the African Public Sector Innovation wards.

ENQUIRIES
:
Ms D Mthembu, tel (012) 336-1373

NOTE
:
Successful candidate will have to sign a Performance Agreement and be required to obtain a Security Clearance. On Salary Levels 12, 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.

ANNEXURE L
DEPARTMENT OF PUBLIC WORKS

The Department of Public Works is an equal opportunity, affirmative action employer. The intention is to promote representativity in the Public Service through the filling of these posts and with persons whose appointment will promote representativity, will receive preference.

[image: image2.jpg]



CLOSING DATE
:
13 April 2007

NOTE
:
An indication by candidates in this regard will facilitate the processing of applications. If not suitable candidate from the unrepresented groups can be recruited, candidates from the represented groups will be considered. People with disabilities are encouraged to apply. 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 14/44
:
DIRECTOR: ELECTRICAL ENGINEERING SERVICES: Ref 2007/290

SALARY
:
An all inclusive package of R502 725 per annum 

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
An appropriate four year degree in Electrical Engineering (or recognized equivalent) coupled with full registration with E.C.S.A as a Pr Eng. In the Electrical Engineering Discipline or a Government Certificate of Competency in Electrical Engineering. Experience: Extensive relevant experience which clearly demonstrates a high level of insight, understanding and competence in all facets of practices, design, construction methods and techniques, as well as systems applied in the full spectrum of electrical engineering services found in the built environment and a good understanding of all relevant legislation and construction industry contracts used in the built environment.

DUTIES
:
Manage and control the development and maintenance of the Department’s policies regarding electrical installations to Government Buildings and facilities as well as facilities and monitor implementation thereof. Study and comment on relevant draft legislation affecting the built-environment and ensure that the impact of such legislation to the Department is understood and the Department is well positioned to comply with such legislation. Manage and control the development and maintenance of Standard Specifications for electrical installations with view to ensuring value for money and reduction of life cycle costs in Government buildings and facilities. Manage and provide technical support for the Department’s Project Managers and ensure that solutions offered by appointed Consultants are evaluated for effectiveness and efficiency, and also to ensure that Consultants briefs are executed satisfactorily. Manage and conduct incident investigations in order to determine the root-causes of incidents and accidents and ensure that necessary procedures or standard specifications are adjusted accordingly in order to eliminate similar accidents or incidents occurring in future. Represent the Departments’ interest at various stakeholders’ interactions in the electrical engineering community. 

ENQUIRIES
:
Mr G. Damstra Tel. (012) 337-2326

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 14/45
:
REGIONAL MANAGER: MAFIKENG REGIONAL OFFICE: REF 2007/291



Please note that this post of Regional Manager Mafikeng 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 incumbent will be expected to effectively manage the property portfolio financial and human resource within the regional office. 

SALARY
:
All inclusive salary package of R502 725 per annum

CENTRE
:
Mafikeng Regional Office

REQUIREMENTS
:
A seasoned manager with appropriate recognised Bachelor’s degree or equivalent qualifications. Postgraduate or equivalent qualifications in management and/or experience in the management of property portfolio. Ideally have proven ability to manage effectively, supplemented by well-developed communication and negotiation skills as well as the ability to liaise at all levels.  

DUTIES
:
The span of responsibilities will include: Financial Management. Human Resources. Emerging Contractor Development Programme. Regional Key Accounts Management. Accommodation delivery Unit. Capital and maintenance projects. Facilities Management. As part of the performance contract the incumbent will be expected to focus on the following areas: Financial Management, Quality Client Service. Maintain proper communication channels with all stakeholders. Manage outsourced non-core functions (where applicable). Day-to-day maintenance / emergencies. Nominate and appoint consultants for projects. Deliver quality projects including Prestige Portfolio within the budget on time and ensure the Department’s socio-economic objectives are achieved.

ENQUIRIES
:
Mr. D. Dlamini, Tel (012) 337 3437

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 POSTS

POST 14/46
:
DEPUTY DIRECTOR: PROPERTY PORTFOLIO MANAGEMENT: REF 2007/271

SALARY
:
All inclusive salary package of R289 635 per annum

CENTRE
:
Pretoria Regional Office

REQUIREMENTS
:
A recognized tertiary qualification (National Diploma or Degree). Preferably in Real Estate/ Facilities/ Law/ Town Planning/ Public Administration coupled with at least three years experience in the property industry. Knowledge and understanding of PFMA, Property Act and other laws and local regulations. Good financial skills, proven budgeting ability. Knowledge of building inspections and valuation methods and the real estate market and its trends. Analytic ability. Strong written and verbal communication skills. Computer literacy. Driver’s license will be an added advantage.

DUTIES
:
Manage the Property Management unit (asset register, tenancy management and regional portfolio performance), implement long-term cost effective property asset management strategies for entire lifecycle. Develop and implement and accurate property asset register ( for state owned and private owned property assets) and ensure that is maintained and is updated regularly. Manage vacant and unimproved properties, admiralty reserves and secure these to avoid illegal occupations for the former and encroachments for the latter. Carry out regular inspection to ensure maximization of property asset utilization and maintain an up to date available space inventory register. Compile inputs for property asset management plans; analyze portfolio and measure performance along various dimensions, characteristics, functionality, location, condition, suitability, capacity, utilization, financial and life span. In conjunction with Project and Technical Maintenance unit, explore and implement energy efficient solutions and best management practices for water conservation. Develop and maintain a database of property asset condition survey results with the assistance of Projects and Technical Maintenance unit. Develop and implement an integrated system to record and monitor all financial transactions for all the four stages of the lifecycle of the property assets.

ENQUIRIES
:
Mr.  O Mashiane. Tel. 012 310 5056

APPLICATIONS
:
The Regional manager, Department of Public Works, Private Bag  X229, Pretoria 0001, or can be hand Delivered at AVN Building Cnr. Andries and Skinner Street 

FOR ATTENTION
:
Mr. MI Jele

POST 14/47
:
PROJECT MANAGER X11: PROJECTS AND TECHNICAL MAINTENANCE: REF 2007/295



The incumbent will be responsible for the management of construction, renovation and refurbishment projects within the constrains of set time, cost, quality and socio-economic objectives under the supervision of a Senior Project Manager per Financial Year.   

SALARY
:
Range from R122 841-R183 084 per annum

CENTRE
:
Mmabatho Regional Office

REQUIREMENTS
:
Relevant recognized 4-year degree (BTech/Higher National Diploma) in any of the build environment discipline (Architecture, Quantity Surveying, Engineering or Project management) and a minimum of 2 years’ experience in the build environment OR a National Diploma in any of the built environment disciplines as mentioned above with a minimum of 3-years’ experience in the planning and managing of projects in the built environment  OR National T, S or N stream certificate\diploma (minimum N3), including a trade test qualification with 3 years’ experience in the planning and managing of Projects in the built environment.. A qualified candidate but not registered with the SACPCMP Council will qualify for level 08.  Registration as a candidate with the South African Council for the Projects and Construction Management Professions (SACPCMP) will qualify for level 09. Registration as a Professional with the South African Council for the Projects and Construction Management Professions (SACPCMP) will qualify for level 10. A valid driver’s license. Computer literacy.  Knowledge and understanding of the following Acts: Public Finance Management Act, Occupational Health and Safety Act as well as Building Regulations, Environmental Conservation Act. Knowledge and understanding of the Government Procurement System.  Good planning, financial and budget skills. Sound analytical and good written and verbal communication skills.

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

ENQUIRIES
:
Mr S Chishimba, Tel (018) 384 9331 ext 2298

APPLICATIONS
:
The Regional Manager, Department of Public Works, Private Bag X120, Mafikeng, 2735 or Hand delivered 2nd Floor West Gallery, Mega City 

FOR ATTENTION
:
Mr HS Dlamini 

POST 14/48
:
ASSISTANT DIRECTOR: CONDITIONS OF SERVICE: HUMAN RESOURCE ADMINISTRATION: REF 2007/287

SALARY
:
R183 084 per annum

REQUIREMENTS
:
A recognized Bachelor’s Degree/National Diploma or equivalent qualification with extensive appropriate experience plus a thorough knowledge of applicable service benefits practices and procedures within the public service environment as well as the PERSAL System. Recommendations: A very good knowledge of services benefits; leave, long service recognition, overtime, pension, service terminations, etc.

DUTIES
:
Manage, develop and maintain departmental processes and procedures on Service Benefits. Implement and analyze policies on Service Benefits. Provide training in the application of Service Benefits. Provide advice and support to line managers and other role players on departmental policies. Liaise with role players involved in the policy-making process. Manage a team of practitioners who execute conditions of service in Head Office. Provide guidance on Conditions of Service to Human Resources Units in the Regional Offices. Ensure compliance to policies and regulations on the implementation of service benefits; Supervise and develop staff in the unit.

ENQUIRIES
:
Mrs. P Mostert, Tel (012) 337 2679

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 14/49
:
ASSISTANT DIRECTOR: PROPERTY PAYMENTS: Ref 2007/293

SALARY
:
R183 084 per annum

CENTRE
:
Johannesburg Regional Office

REQUIREMENTS
:
A Bachelor’s Degree/National Diploma in Finance or Property Management with relevant experience. Computer Literate and knowledge of PMIS and AKTEK. Knowledge of PFMA, Treasury instructions and related regulations. Good communication skills, customer orientated and be able to work under pressure. Have a Valid driver’s license.

DUTIES
:
Effective administration of Municipal payments. Effective administration of rates payments. Manage a regular reconciliation of municipal services and rates taxes accounts. Manage creditor’s age analysis. Proper management of creditor’s master. Liaise with clients and creditors and attend to section, human resource matters, skills development and training. Timeous response to audit queries and implement recommendations from auditors. Effective budget planning and control. Comply with PFMA, Treasury Regulations and other related regulations. 

ENQUIRIES
:
Ms M Matlholwa, Tel (011) 713 6163

APPLICATIONS
:
The Regional Manager, Department Of Public Works, Private Bag X3, Braamfontein, 2017
FOR ATTENTION
:
Mr Com Nxumalo 
POST 14/50
:
SENIOR ADMINISTRATIVE OFFICER: LOGIS PROVISIONING PROPERTY MANAGEMENT: REF 2007/283

SALARY
:
R122 841per annum 

CENTRE
:
Cape Town 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 and asset register. 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
:
Mr MJ Hartman, Tel:  (021) 402 2055

Applications
:
The Regional Manager, Department of Public Works, Private Bag X 9027, Cape Town 8000

FOR ATTENTION
:
Mr S Ngaziwa

POST 14/51
:
CHIEF INDUSTRIAL TECHNICIAN (X2 POSTS): REF 2007/289

SALARY
:
R122 841 per annum 

CENTRE
:
Head Office (Pretoria) 2007/289A



Cape Town 2007/289B
REQUIREMENTS
:
Three year National Diploma level in Water Care or Analytical Chemistry or equivalent qualification on that level. A driver’s license is essential. The minimum requirement is a code B driver’s license. The following requirements are essential: Experience: Relevant years of experience demonstrating a high level of competence in chemical water analysis, water purification practices and sound knowledge of commercially available plants. A sound understanding of legislation pertaining to water and environment is required. The following capabilities are essential: Performance of analytical techniques for the analysis of water samples. Handling of glassware and electronic analytical equipment. Handling of purification plant equipment (pumps, dosing siphons, distribution arms on biofilters, aerators, mechanical screens etc.) Computer literacy. Good oral and written communication skills. Good technical problem solving abilities. Good reasoning and persuasion abilities. Sewage and potable water process design and operational procedures. Good human relations. Knowledge of the Water Act and Water Services Act. Knowledge of the Environmental Conservation Act and the National Environmental Management Act. 

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

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

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

FOR ATTENTION
:
Mr SC Zaba

NOTE
:
Applicants must specify their preferable regions

POST 14/52
:
SENIOR PERSONNEL PRACTITIONER: HUMAN RESOURCE DEVELOPMENT & LABOUR RELATIONS: REF 2007/298

SALARY
:
R122 841 per annum

CENTRE
:
Nelspruit Regional Office

REQUIREMENTS
:
A degree/diploma Social Sciences and/or related fields on Human Resources Management. A relevant experience in Training Development and Labour Relations. A generalist with in depth knowledge of related Legislation such as the Public Service Act and Regulations, collective agreements, LRA, BCEA, PFMA, Skill Development Act, etc. Proven exposure/experience in collective bargaining processes and handling of individual and collective disputes/grievances. Good verbal and written communication skill. Facilitation and presentation skills. Mediation and conflict management skills. A valid drivers licence and willingness to travel. Computer literacy.

DUTIES
:
Implementation of Labour Legislation. Advise and consult with the line managers on Labour Relations and Human Resources Development issues. Pro actively project and manage departmental risk on industrial action. Maintain Labour Relations, Bursary and Performance Management database. Implement the Performance Management and Development System in the Region. Implement and maintain all HR development programmes, policies and interventions for the region. Prepare and provide relevant reports to the Head of Human Resources, Regional Management and Head Office. Manage Employee Wellness Programme. Lead sub-projects on organisational development interventions in the region. Provide reports on bursary administration, performances management, training and development including the co-ordination of the HRD committee.

ENQUIRIES
:
Ms R Ndlovu, Tel (013) 753 6300

APPLICATIONS
:
The Regional Manager, Department of Public Works, Private Bag X 11280, Nelspruit, 1200 

FOR ATTENTION
:
Ms R Ndlovu

POST 14/53
:
IT TECHNICIAN: INFORMATION SERVICES PROVISIONING AND LOGISTICAL SERVICES: REF 2007/302

SALARY
:
R122 841 per annum

REQUIREMENTS
:
A National Diploma in Information Services or relevant IT tertiary qualification. Appropriate experience in IT networks environment and support. MCSE, A+ or N+ qualification will be an added advantage. Strong communication skills, verbal and written. Good understanding of MS windows 2000/3 networking, MS Windows and any other Operating Systems (e.g. Linux) as well as MS Office suite. Two (2) years experience on Desktop support (Computers, Printers installation, Software (MS Operating System, MS Office Suite, and any other Software) installation. Be able to function independently. Be self-driven. Knowledge of Logis, WCS, BAS, PMIS and a valid Code 08 driver’s license is not a requirement, but will be an added advantage.

DUTIES
:
Perform back-ups, monitor wide and local area networks. Detect and repair faults on LAN/WAN, pc’s, peripherals and software. Maintenance of computer hardware and software. Provide and maintain printing services and electronic mailing services. Manage disaster recovery. Assist with the planning, design implementation and maintenance of LAN/WAN infrastructure. Provide advanced desktop support. Liaise with users on requests/faults. Create/maintain inventory of all desktop and network related equipment in conjunction with Inventory Section. File all IT related correspondence. Investigate new trends in IT. Investigate user-training needs regarding applications, systems and equipment. Liaise with suppliers, install and support software/application. Download and install patches. Update and compile monthly reports. Draft and Manage IT budget. Monitor IT expenses. Provide weekly and monthly reports to Head office and Regional management. 

ENQUIRIES
:
Mr M Sibefu, Tel (041) 408 2007

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

FOR ATTENTION
:
Ms F Clark

POST 14/54
:
ADMINISTRATION OFFICER: UTILIZATION AND CONTRACT ADMINISTRATION X3 POSTS PROPERTY MANAGEMENT : REF 2007/284

SALARY
:
R98 916 per .annum

CENTRE
:
Cape Town Regional Office

REQUIREMENTS
:
An appropriate Degree/National Diploma or equivalent qualification. Appropriate experience in the property management (building, land/or administration). Knowledge and understanding of PFMA, Property related Acts and other Property laws and local Regulations. A valid driver’s license, and be prepared to travel. Strong communication skills (written and verbal) and the ability to communicate at all levels. Good interpersonal, analytical, planning, organizing and financial management skills. Knowledge of contracts and administration of leases is recommended.

DUTIES
:
Supervise the updating of the National Fixed Asset Register on Property Management Information System of the Regional Office to reflect all relevant property-related information. Keep trend of developments with regard to property management trends to ensure optimal performance and maximum value of fixed assets. Communicate with relevant stakeholders regarding the maintenance of the National Fixed Asset Register. Carry out regular inspections to ensure maximization of property utilization and for vesting purposes. Negotiate with the potential tenants and conclude lease agreements in line with the requirements of the PFMA, Treasury regulations and other prescripts and Policies of the Department. Identify superfluous State properties and prepare for disposal.

ENQUIRIES
:
Ms HJ Wessels, Tel (021) 402 2170

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

FOR ATTENTION
:
Mr S Ngaziwa

POST 14/55
:
ADMINISTRATION OFFICER: SECURITY MANAGEMENT: REF 2007/288



Key post statement: Assist in the implementation of the total security functions and the creation of a condition of security on an acceptable level and to ensure compliance with the Minimum Information Security Standards (MISS) Act and other security prescripts in terms of physical security. 
SALARY
:
R98 916 per annum

CENTRE
:
Head Office Pretoria

REQUIREMENTS
:
A recognised Tertiary qualifications or appropriate equivalent qualifications in Public Management or Security Management. Applicant must in a possession of Grade A PSIRA certificate with intensive relevant working experience. A candidate must be familiar with security legislations. Recommendations: Ability to work independently, analyze problem areas and to initiate corrective measures. Valid driver’s license and willing to travel on regular basis. Good communication skills at all level. Good writing and analytical skills regarding the submissions and briefing notes. The ability to do presentation on security matters. Project management skills 

DUTIES
:
The improvement of the effectiveness of physical security conditions. Assist with the management of outsourced security services. Assist with the management of the section

ENQUIRIES
:
Mr Z Rambau (012) 337 2620

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 14/56
:
ADMINISTRATIVE OFFICER: ACQUISITION: REF 2007/292

SALARY
:
R98 916 per annum

CENTRE
:
Johannesburg Regional Office

REQUIREMENTS
:
An appropriate diploma or equivalent qualification, preferably in Law or property related field. Knowledge and understanding of government procurement procedures and regulations. Good Financial and negotiations skills. Understanding of property market and its trends. Verbal and Written communication skills. Good Interpersonal skills. Computer literacy. Understanding of derivative/various forms of acquisition of property.  A Valid driver’s license.

DUTIES
:
Procure fixed property or rights in fixed property. Determine and analyze acquisition options to meet client requirements. Negotiate and implement the most beneficial and legally acceptable form of acquisition and disposal of immovable properties. View tendered or identified properties. Keep track of property market and its trends.

ENQUIRIES
:
Mr PT Moloi, Tel (011) 713 6184

APPLICATIONS
:
The Regional Manager, Department Of Public Works, Private Bag X3, Braamfontein, 2017
FOR ATTENTION
:
Mr COM Nxumalo 
POST 14/57
:
ADMINISTRATION OFFICER: TRANSPORT PROVISIONING AND LOGISTICS: REF 2007/294

SALARY
:
R98 916 per annum

CENTRE
:
Mafikeng Regional Office

REQUIREMENTS
:
A Bachelor’s Degree/National Diploma or equivalent qualification with relevant experience in the Government Transport environment. Knowledge of MS Word and Excel is vital. Driver’s licenses. Good verbal and written communication skills as well as organizing skills are important. Be able to work under pressure. Knowledge of Transport circulars and policies as well as Subsistence and Transport policies. Knowledge of LOGIS payment processes will be an advantage. Experience in LOGIS Procurement Integration is important. 

DUTIES
:
Manage and issue Fleet vehicles. Manage maintenance of fleet vehicles. Check and calculate Subsistence and Transport claims. Provide and maintain departmental pool cars for official purpose. Arrange petrol cards and maintenance. Process log sheets for departmental pool and subsidized cars. Verify kilometers traveled and prepare monthly reports. Capture travel arrangements’ payments on LOGIS Procurement Integration. Prevent misuse of Government transport. 

ENQUIRIES
:
Ms T Matlholwa, Tel (018) 384 9331 ext 2254

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

FOR ATTENTION
:
Mr HS Dlamini 

POST 14/58
:
ADMIN OFFICER: CLEANING SERVICES FACILITIES MANAGEMENT: REF 2007/300

SALARY
:
R98 256 per annum

CENTRE
:
Port Elizabeth Regional Office 

REQUIREMENTS
:
Appropriate three years Degree or Diploma, with extensive related experience in administrative. A valid driver’s licence, Knowledge and understanding of procurement and tender regulations, Occupational Health and Safety Act, Labour Relations Act and PFMA. Good written and verbal communications skills, report writing and interpersonal skills and computer literacy. The candidate must be prepared to travel extensively. Knowledge of performance management and development system.

DUTIES
:
Prepare service contracts, ensure compliance with service policies and procedures, verify invoices and compile payments certificate. Determine and consolidate budget requirements, monitor expenditure according to budgets limit and provide inputs to financial and audit reports. Provide support to the administration of cleaning services by liaising  with clients, verifying the purchase and distribution of cleaning materials and equipments, supervising cleaning personnel in accordance with PMDS, recommending appointment of relief cleaners and supporting the administration of the office Visit Magistrate Offices and other sites where the Department rendered a cleaning service.

ENQUIRIES
:
E Tonono, Tel (041) 408 2307

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

FOR ATTENTION
:
Ms F Clark

POST 14/59
:
ADMIN ASSITANT OFFICER FACILITIES MANAGEMENT: REF 2007/285

SALARY
:
R79 407 per annum

REQUIREMENTS
:
Applicants must be in possession of a Senior Certificate with appropriate in secretarial (A Degree/National Diploma in Secretarial/Office Management will be an added). Knowledge in secretarial management, office administration. Ability to work under pressure and independently. Good communication skills (written and verbal). Knowledge of MS Office packages.
DUTIES
:
Typing of letters, memos, minutes and general correspondence. Responsible for the organization of manager`s diary. Taking minutes in meetings. Compilation of typing of weekly and monthly statistics. Monitoring and recording of Facilities expenditure. Booking of conferences\venues, meetings, luncheons etc. Ordering of stationery, letterheads and application forms. Maintenance of the filing system \ fax machine\printers. Booking of travel arrangements. Monitoring leave applications, cellphone accounts and subsidized claims. Manage office and correspondence at all times. Must have excellent presentation skills. 

ENQUIRIES
:
Mr E Kemp, Tel (031) 3147157

APPLICATIONS
:
The Director General, Department Of Public Works, Private Bag X54315, Durban, 4000
FOR ATTENTION
:
Mr BE Mbatha

POST 14/60
:
ASSISTANT PERSONNEL PRACTITIONER HR PLANNING AND RECRUITMENT: REF 2007/286

SALARY
:
R79 407 per annum 

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A Senior Certificate with appropriate experience in HR planning & recruitment. (A National Diploma/Degree in HR will be an added advantage). Knowledge of standard practices, processes and procedures related to HR recruitment and planning. Practical knowledge of Persal Understanding of Minimum Information Security Standards (MISS) Act., Public Service Act and Regulations, Employment Equity Act, Basic Conditions of Employment Act, Collective agreements, Codes of Remuneration. Computer literacy (MS word, Excel, Powerpoint). The following skills will be an added advantage: Basic numeracy, interpersonal and diplomacy skills, general administration and organisational skills, ability to work with confidential information, analytical thinking, and problem solving skills, communication and report writing abilities. The candidate should be innovative and creative. Ability to work under stressful situations. People orientated, trustworthy, assertive, hard-working, self-motivated, and ability to work in a team.

DUTIES
:
Provide administrative support to recruitment and selection processes. Advertising of posts. Ensure adherence to effective implementation of policies, regulations and Acts with regard to HR recruitment and planning. Maintain the organisational structure of the Department both manually and on Persal. Process appointments, transfers, promotions, relocations and movements on the Persal system.  Maintain and provide related statistical information. Ensure provisioning of stationary to the section and the payment of related expenses.
ENQUIRIES
:
Mr SC Zaba, Tel (012) 337 2688

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 14/61
:
ADMIN ASSISTANT PROPERTY MANAGEMENT: Ref 2007/296

SALARY
:
R79 407 per annum

REQUIREMENTS
:
A Senior Certificate with appropriate experience in office assistance/secretarial services.  High level of computer literacy in word, excel etc.  Good written and verbal communication skills. Basic understanding of the PFMA and Government procurement legislation. Strong interpersonal skills. Co-ordination skills.

DUTIES
:
Arranging meetings and taking minutes during property management meetings. Making traveling arrangements for personnel under property management unit.  Assisting the  Head of property management unit with general administrative duties.  Maintaining a proper filing system within property management documents and liaising with Registry on filing issues where necessary. Compilation and consolidation of reports.  Execution of any other general administrative duties.

ENQUIRIES
:
Mr AS van der Merwe, Tel (013) 753 6388 

APPLICATIONS
:
The Regional Manager, Department of Public Works, Private Bag X 11280, Nelspruit, 1200 

FOR ATTENTION
:
Ms R Ndlovu

POST 14/62
:
ASSISTANT PERSONNEL PRACTITIONER HR RECRUITMENT & SELECTION: Ref 2007/301

SALARY
:
R79 407 per annum 

CENTRE
:
Port Elizabeth Regional Office

REQUIREMENTS
:
A Senior Certificate with appropriate experience in HR planning & recruitment. (A National Diploma/Degree in HR will be an added advantage). Knowledge of standard practices, processes and procedures related to HR recruitment and planning. Practical knowledge of Persal Understanding of Minimum Information Security Standards (MISS) Act., Public Service Act and Regulations, Employment Equity Act, Basic Conditions of Employment Act, Collective agreements, Codes of Remuneration. Computer literacy (MS word, Excel, Powerpoint). The following skills will be an added advantage: Basic numeracy, interpersonal and diplomacy skills, general administration and organisational skills, ability to work with confidential information, analytical thinking, and problem solving skills, communication and report writing abilities. The candidate should be innovative and creative. Ability to work under stressful situations. People orientated, trustworthy, assertive, hard-working, self-motivated, and ability to work in a team.

DUTIES
:
Provide administrative support to recruitment and selection processes. Advertising of posts. Ensure adherence to effective implementation of policies, regulations and Acts with regard to HR recruitment and planning. Maintain the organisational structure of the Department both manually and on Persal. Process appointments, transfers, promotions, relocations and movements on the Persal system.  Maintain and provide related statistical information. Ensure provisioning of stationary to the section and the payment of related expenses.
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 14/63

SENIOR SECURITY OFFICER (CONTROL ROOM OPERATORS) X4 SECURITY MANAGEMENT: REF 2007/305



Key post statement: To support the delivery of security services in the department, in the management of the security control room and other security functions within the directorate

SALARY
:
R79 407 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS

A Senior Certificate and Grade B PSIRA certificate with relevant experience. (Bachelor’s Degree/National Diploma or studying towards Security Management will be an added advantage). A candidate must be familiar with security legislations. Recommendations: Computer literacy, Ability to work independently, analyze problem areas and to initiate corrective measures. Valid driver’s license and willing to travel on regular basis. Good communication skills at all level. Good writing and analytical skills. Knowledge of security systems will be an added advantage

DUTIES
:
The supervision of the effective delivery of security services. The provision of support to the administration of security services. Security control room functions. 

EQNRUIRIES
:
Mr Z Rambau, Tel (012) 337 2620

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 14/64
:
SENIOR ADMIN CLERK FACILITIES MANAGEMENT: Ref 2007/303
SALARY
:
R64 143 per annum

CENTRE
:
Port Elizabeth Regional Office

REQUIREMENTS
:
A Senior Certificate with appropriate experience. coupled with good written and verbal communication skills. (Degree/National Diploma will be an added advantage). Computer literacy in (MS Word and Excel) and telephone etiquette is essential for this position .Ability to work under pressure.

DUTIES
:
The incumbent will manage and execute liaison functions in the office the Head of Facilities Management. Manage and maintain the office, schedule of appointments, meetings etc. manage incoming and outgoing mail correspondence in the office. Perform general secretarial duties. Complete various financial forms for payment of service providers. Monitor payment register for all sectional service providers. Assist in the compilation and maintenance of sectional budget. Monitors leave register of the section.

ENQUIRIES
:
Mr E. Tonono, Tel (041-4082307) 

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

FOR ATTENTION
:
Ms F Clark

POST 14/65
:
ACCOUNTING CLERK: BUDGETS: REF 2007/299

SALARY
:
R54 222 per annum

REQUIREMENTS
:
A Senior Certificate with Accounting and Mathematics as major subjects. Relevant experience. Sound analytical, statistical and problem- solving skills. Computer literacy, especially working with spreadsheets. Good communication skills. Understanding of PFMA.

DUTIES
:
Monthly requesting of expenditure reports and distribute to responsibility managers. Compile expenditure spreadsheets. Maintain budget and expenditure file. Assist responsibility managers with budget compilation and submission. Safe keeping of monthly expenditure reports. Effect journals for incorrect of expenditure. Registration of entities on BAS. Keeping of all payment documents (batches).

ENQUIRIES
:
Mrs N Kani, Tel (041) 408 2028

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

FOR ATTENTION
:
Ms F Clark

POST 14/66
:
SECURITY OFFICER X2POSTS SECURITY MANAGEMENT: REF 2007/306



Key post statement: To render effective security duties in Head Office
SALARY
:
R54 222 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A Senior Certificate and Grade C PSIRA certificate with relevant experience. (Bachelor’s Degree/National Diploma or studying towards Security Management will be an added advantage). Familiarity with security legislations will also be an added advantage. Recommendations: Ability to work independently, analyze problem areas and to initiate corrective measures. Valid driver’s license and willing to travel on regular basis. Good communication skills at all level. Good writing and analytical skills.  

DUTIES
:
The execution of access and egress control of staff, visitors and assets. The execution of surveillance duties. Assist in the supervision of the contract security company. 

EQNRUIRIES
:
Mr Z Rambau, Tel (012) 337 2620

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 14/67
:
SWITCHBOARD OPERATOR PROVISIONING AND AUXILIARY SERVICES: REF 2007/304

SALARY
:
R46 200 per annum 

CENTRE
:
Cape Town

REQUIREMENTS
:
Senior Certificate or equivalent. Good customer services skills. Friendly, good communication  and interpersonal skills. Ability to work on a switchboard. Ability to cope under pressure.  Knowledge of a switchboard [telephone management] system would be an advantage. Serve  internal clients as well as external clients. Must be able to work under pressure. Computer literate.

DUTIES
:
Manage the switchboard by facilitating incoming and outgoing calls. Assist technicians with the movement of telephone and fax lines (e.g. escort technicians through the building).  Certifying job done by the technicians when called in for the service. Open telephone lines. Checking of faulty lines and telephone handsets before logging a call to telephone companies.  Ensure that all invoices for services rendered by technicians are timeously paid. Arranging telephone instruments for new employees. Capturing monthly telephone information/data on Excel. Monthly printout, distribution and collection of telephone bills to staff. Report faults to Telkom. Manage about 300 lines

ENQUIRIES
:
Ms N. Benenengu, Tel. (021) 402-2066

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

FOR ATTENTION
:
Mr S Ngaziwa

NOTE
:
Disable people are encouraged to apply

ANNEXURE M

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. An indication in this regard will facilitate the processing of applications
APPLICATIONS
:
The Director General, Department of Social Development, Private Bag X901, Pretoria, 0001 physical address: HSRC Building, 134 Pretorius Street

FOR ATTENTION
:
Mrs MJM (Jane) Malala 

CLOSING DATE
:
26 April 2007

NOTE
:
A curriculum vitae with a detailed description of duties and the names of two referees must accompany your application for employment. It will be required of the successful candidate to undergo an appropriate security clearance. 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 14/68
:
PRINCIPAL PERSONNEL OFFICER


Directorate: Human Resource Management

SALARY
:
R98 916 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
A Senior Certificate (or equivalent qualification) PLUS credible experience in human resource administration. Practical experience of PERSAL. Knowledge of HR prescripts and procedures. Competencies needed: Problem-solving skills. Planning and organising skills. Communication (written, verbal and liaison) skills. Computer literacy. Ability to analyse and interpret HR policies and prescripts. Supervisory skills. Interpersonal skills. Attributes: Ability to work under pressure. Ability to cope with a high work load. 

DUTIES
:
Key Responsibilities: Control and administer human resource procurement and utilisation matters (appointments, transfers, secondments, promotions, etc). Control and administer allowances, remuneration of the Senior Management Service, MMS, performance bonuses and notch progressions. Control and administer the receiving and scheduling of applications for advertised posts. Render advice to clients regarding human resource procurement and utilisation matters. Draft more complex letters and submissions. Compile monthly statistics and reports. Approve PERSAL transactions. Supervise subordinates and quality assure their work.

ENQUIRIES
:
Mrs MJM Malala Tel: (012) 312-7343

ANNEXURE N
THE PRESIDENCY

APPLICATIONS
:
The Presidency, Private Bag x 1000, Pretoria, 0001 or hand deliver to Union Buildings, East Wing Entrance @ Government Avenue 
FOR ATTENTION
:
Mr D Mabunda, tel 012 300 5600.

CLOSING DATE
:
20 April 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. It is the responsibility of the applicants to have his/ her foreign qualification evaluated by South African Qualification Authority (SAQA). Confirmation of final appointment will be subject to a positive security clearance. Due to the large number of responses anticipated, correspondence will be limited to short listed candidates only. People with disability are encouraged to apply.

MANAGEMENT ECHELON

POST 14/69
:
CHIEF POLICY ANALYST, ECONOMIC SECTOR, PCAS
SALARY
:
R591 510 inclusive salary package
CENTRE
:
Pretoria
REQUIREMENTS
:
A Master’s degree or higher in economics, A record of excellent performance in policy research, policy research supervision and policy work, strong verbal and written communications skills, Ability to engage leaders in government, business and labour at a very high level, A good knowledge and understanding of the government’s economic policies, Personnel and financial management skills
DUTIES
:
Manage of the economic sector Chief Directorate in The Presidency, Provision of prompt and well-considered advice to the leadership in The Presidency, Strategic and analytical support for the development and implementation of economic policies, Support for the effective operation of the Economic Cluster of Directors General, Supervise the development and implementation of the Economic Sector Programme of Action, Monitor and evaluate of the execution and impact of the Economic Sector Programme of action and broader economic policies and programmes
ENQUIRIES
:
Mr A Hirsch, tel (012) 300 5498
ANNEXURE O

DEPARTMENT OF WATER AFFAIRS AND FORESTRY

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

[image: image3.emf]
APPLICATIONS
:
The Chief Director Water Services:  Department of Water Affairs and Forestry, Private Bag X313, Pretoria, 0001.

CLOSING DATE
:
26 April 2007

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

MANAGEMENT EHCELON

POST 14/70
:
CHIEF ENGINER: TECHNICAL INNOVATION AND GUIDANCE (SENIOR SPECIALIST ENGINEER)
SALARY
:
R502 725 per annum (All inclusive)

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate recognized degree in Civil Engineering plus expert knowledge and extensive experience relating to Water Services projects and schemes. The following will serve as recommendations: Good communication skills. Good Contract administration skills: In depth knowledge of Water Services and the ability to work and liaise effectively with other disciplines and role players.  A driver’s licence is essential.

DUTIES
:
Key Performance Areas: Reporting to the Director: Planning and Information, the successful candidate will lead an experienced and dynamic team that will be required to train and support Departmental provincial officials in the evaluation of technical and engineering aspects of all water services project proposals that will be funded by the Municipal Infrastructure Programme.  The projects, or parts thereof, range from the development of a water source, pipelines and pumping stations to purification works, storage facilities and municipal reticulation networks.  Appropriate solution guidelines and best practice to be maintained or developed to ensure that the projects to be implemented are effective, sustainable and affordable and aligned to the different policies and Acts.  Addition responsibilities will include the maintenance of a costing model for water services. and a technical innovation resource centre, and providing assistance to municipal capacity building programmes.
ENQUIRIES
:
Mr G Oosthuizen, Tel (012) 336 6526.

FOR ATTENTION
:
Mr F Van Zyl, Room 656, Waterbron Building.

OTHER POSTS

POST 14/71
:
DEPUTY DIRECTOR:  LOCAL DEVELOPMENT PLANNING (MACRO PLANNING) (MANAGER)

SALARY
:
R343 257 per annum (All inclusive)

CENTRE
:
Pretoria (225130)

REQUIREMENTS
:
An appropriate, recognized, Bachelor’s degree in Engineering or Human, Economic or Natural Sciences plus extensive experience.  The following will serve as recommendations: Good communication skills.  Good Contract administration skills: In depth knowledge of Water Services and the ability to work and liaise with other disciplines and role players. A driver’s licence is essential.

DUTIES
:
Key Performance Areas: Reporting to the Director: Planning and Information the successful candidate will ensure and facilitate the link between National Water Services business elements and the Water Services Development Planning and Management Process at Provincial and Local Government levels via the Integrated Development Planning process. The individual must be able to coach and guide the sector towards an effective strategic planning culture and therefore requires extensive planning experience. Previous communication with National and Provincial offices of local governments and Provincial Governments is essential.

ENQUIRIES
:
Mr S Marais, Tel (012) 336 8276.

FOR ATTENTION
:
Mr F Van Zyl, Room 656, Waterbron Building.

POST 14/72
:
DEPUTY CHIEF ENGINEER: TECHNICAL INNOVATION (WATER SERVICES REGULATION)

SALARY
:
R289 635 per annum (All inclusive)

CENTRE

Pretoria (225130)

REQUIRMENTS
:
An appropriate recognized Bachelor’s degree in Civil Engineering with extensive experience in the Water Service field. The following will serve as recommendations:  Good communication skills. Good Contract administration skills:  In depth knowledge of Water Services and the ability to work and liaise effectively with other disciplines and role players. A driver’s licence is essential..

DUTIES
:
Key Performance Areas: Reporting to the Chief Engineer Technical Innovation and Guidance the successful candidate will be part of an experienced and dynamic team who will provide training and support to Provincial co-coordinators in the evaluation of feasibility studies of proposed water services projects. The projects, or parts thereof, range from the development of a water source, pipelines and pumping stations to purification works, storage facilities and municipal reticulation networks. Appropriate solution guidelines and best practice to be maintained or developed to ensure that the projects to be implemented are effective, sustainable and affordable and aligned to the different policies and Acts. Addition responsibilities will include the maintenance of a costing model for water services. and a technical innovation resource centre, and providing assistance to municipal capacity building programmes.

ENQUIRIES
:
Mr G Oosthuizen, Tel (012) 336 6526.

FOR ATTENTION
:
Mr F Van Zyl, Room 656, Waterbron Building.

POST 14/73
:
SENIOR SECRETARY GRADE III (WATER SERVICES REGULATION)

SALARY
:
R79 407 per annum

CENTRE
:
Pretoria

REQUIRMENTS
:
A Grade 12 Certificate and extensive appropriate working experience. Excellent verbal and written communication skills. Organisational skills. Interpersonal sensitivity, flexibility and personal motivation. Computer literacy (Microsoft packages: Word, Excel, PowerPoint and Outlook). Willingness to work irregular hours.  Ability to use one’s own initiative.  

DUTIES
:
key performance areas: The successful candidate will be responsible for effective management of the Director’s office. Office organization as well as general administration and rendering of secretarial service such as professional reception of clients, handling of reports and telephone calls. Arranging appointments. Organizing meetings and workshops. Taking minutes of meetings. Making travel arrangements. Typing correspondence. Typing and maintaining an effective record and information system. Providing support service to the Directorate. Filing and maintaining the Directors’ diary and performing all other secretarial duties as requested.

ENQUIRIES
:
Ms R Naiker, Tel (012) 336 6511.

FOR ATTENTION
:
Ms R Naiker, Room 724, Waterbron Building.

POST 14/74
:
SENIOR ACCOUNTING CLERK GRADE 1L
SALARY
:
R64 143 per annum (Level 5)

CENTRE
:
Pretoria (Gauteng Regional Office) (796100/800851/01)

REQUIREMENTS
:
Grade 12 or equivalent certificate with Accounting as a passed subject plus appropriate experience in Financial Management. Knowledge of BAS and Persal is essential.  The applicant must also have knowledge of PFMA, Treasury regulations and other financial management prescripts. Good interpersonal skills.  Good written and verbal communication skills. Computer literate. 

DUTIES
:
Key performance areas: Capture sundry and order payments on BAS.  Capture S & T claims and advances. Capture journals on BAS. Implement salary deductions. Implement overtime and salary related allowances. Assist in the salary management of salary Advices and payroll. File documents for employees and suppliers.

ENQUIRIES
:
Mr. N Masekela, Tel 012 392 1364

APPLICATIONS
:
The Regional Director: Department of Water Affairs and Forestry, Private Bag X995, Pretoria, 0001, for attention: Ms NP Mudau

POST 14/75
:
SENIOR ACCOUNTING CLERK GRADE II (CASHIER)
SALARY
:
R64 134 per annum  (Level 5)

CENTRE
:
Pretoria (Gauteng Regional Office) (796100/80058/2)

REQUIREMENTS
:
A senior certificate (Grade 12) with accounting as a passed subject or equivalent qualification, plus appropriate experience in finance. Recommendation: Knowledge of PFMA and treasury regulations. Computer literate. Knowledge of BAS or SAP and Persal system. Knowledge of cashier functions and petty cash. Be able to work under pressure and as a team member.

DUTIES
:
Key performance areas: Capture receipts and payment. Issue petty cash. Attend to related queries and perform other duties delegated by supervisor.

ENQUIRIES
:
Ms P Ndala Tel (012) 392 1616

APPLICATIONS
:
The Regional Director, Department of Water Affairs and Forestry, Private Bag X995, Pretoria, 000l, for attention: Ms. K. Mathole

ANNEXURE P
PROVINCIAL ADMINISTRATION: FREE STATE

DEPARTMENT OF THE PREMIER

Free State Department of the Premier is an equal opportunity affirmative action employer. It is our intention to promote representativity (race, gender and disability) in the Department through the filling of these posts and candidates whose appointment/promotion/transfer will promote representativity will receive preference.

APPLICATIONS
:
Ms. P. Norval, Department of the Premier, Human Resource Advice, Co-ordination and Management Directorate, P O Box 517, Bloemfontein, 9300, or Room 22, Lebohang Building, Bloemfontein

CLOSING DATE
:
20 April 2007

NOTE
:
Applications must be submitted on form Z.83, obtainable from any Public Service Department and must be accompanied by certified copies of qualifications, driver’s license, identity document and a C.V. (Separate application for every vacancy).  Applicants are requested to complete the Z83 form properly and in full. Qualification certificates must not be copies of certified copies. No e-mailed or faxed applications will be considered. Applications received after the closing date and those that do not comply with these instructions will not be considered.  The onus is on the applicants to ensure that their applications are posted or hand delivered timeously. It is the applicant’s responsibility to have foreign qualifications evaluated by the South African Qualification Authority (SAQA). The successful candidate will be subjected to the verification of qualifications, reference checks as well as a criminal record check. Applicants are respectfully informed that if no notification on appointment is received within 4 months of the closing date, they must accept that their application was unsuccessful.

OTHER POST

POST 14/76
:
DEPUTY MANAGER: BUDGETING AND BOOKKEEPING REFERENCE: DM: BB



Internal Control And Risk Management Directorate

SALARY
:
An all inclusive package of R289 635 per annum
CENTRE
:
Bloemfontein

REQUIREMENTS
:
A recognized Degree in Financial Accounting/Management Accounting. Experience in the development of policies/Implementation Strategies Practical experience in a financial environment. Experience in the management of resources. Knowledge of the relevant legislation applicable to financial management. Computer literacy, good interpersonal relations, communication, writing, analytical and management skills will be a necessity.

DUTIES
:
Key Responsibilities: It will be expected of the successful candidate to perform the following duties: Compile the budget, evaluate and obtain agreement on the requested and approved budget Monitor, evaluate and compile of in-year reports and budget report on a monthly basis. Compile financial reports on a monthly and quarterly basis for programme monitoring in terms of financial projections, actual progress and deviations. Provide advice to management on statistical analysis of trends in budget, expenditure, shifting of funds and virement. Prepare presentations and reports for meetings. Overall management of staff and other resources.

ENQUIRIES
:
Mr. M J Ndhove, Tel: (051) 405 4061

ANNEXURE Q
PROVINCIAL ADMINISTRATION: GAUTENG

DEPARTMENT OF ECONOMIC DEVELOPMENT

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

CLOSING DATE
:
17 April 207

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 14/77
:
DEPUTY DIRECTOR GENERAL: REF NO: 70041301


Economic and Development Planning Business Unit 

SALARY
:
R717 045 per annum (Fully Inclusive remuneration packages)

CENTRE
:
Matlotlo House

REQUIREMENTS
:
At least an appropriate recognised Bachelor’s degree or equivalent qualification plus extensive experience at a senior-/executive management level, especially in public sector management and governance.  The successful candidate must possess strong strategic capability and leadership programme – and project management, financial – and people management skills and experience. In addition, the successful candidate must possess a strong understanding of national and provincial strategic planning frameworks including ASGISA, Gauteng Growth and Development Strategy (GDS) Gauteng Global City Region Perspective (GRC) and Gauteng Vision 2014.

DUTIES
:
As part of the Top Management Team of the Department of Economic Development., the incumbent of this position will be responsible for: Ensuring the implementation of the Gauteng Growth and Development Strategy (GDS) for the Gauteng  Province.  Overall management and coordination of progammes consisting of Economic research, policy and planning. Local economic Development and Economic Empowerment. Ensuring that these progammes contributes towards the development of economic policies for the province that will result in sustained levels of economic growth, job creation, development of human capital and an improved quality for life   for all. Promotion and coordination of integrated development planning that will lead to compact cities with appropriate facilities. Providing strategic leadership to EDP Business Unit, overseeing the development, implementation and monitoring of programmes in line with organizational policies , ensuring healthy financial management and Human Resource management Business Unit

ENQUIRIES
:
Siphiwe Nhlapo, Tel: (011) 355 8540

GAUTENG SHARED SERVICES CENTRE

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

CLOSING DATE
:
10th April 2006
NOTE
:
Applications must be submitted on form Z83, obtainable from any Public Service department, which must be completed in full. A certified copy of your Identity Document and qualifications as well as a CV must be attached. The specific reference number of the post must be quoted; failure to comply with these instructions will disqualify applications from being processed. Please note that applications without the post reference number will not be processed.

OTHER POST

POST 14/78
:
EVENTS COORDINATORS: COMMUNICATIONS (2 POSTS) 70041624



Directorate: Corporate Services

SALARY
:
R122 841 – R142 617 per annum (Plus benefits)

CENTRE
:
Johannesburg 

REQUIREMENTS
:
Senior certificate, relevant degree and/or equivalent. Clerical / administrative duties. Person Profile: Someone who uses their initiative, is result driven, innovative, a good negotiator, communicator, planner, organizer.

DUTIES
:
To coordinate activities as directed by the Events Manager, for events, launches promotions and any other communication related activities. To gather intelligence within the organization to facilitate effective communication through the use of posters and co-coordinated events. Co-ordinate the execution of communicational events and launches for the GSSC. Initiate innovative and creative concepts to ensure successful delivery of events. Conceptualise and ensure strategic and successful implementation of tasked event. Maintain a comprehensive categorized invitee database and function statistics. Compile and maintain a quality database of digital images form all functions co-coordinated. Ensure project plans are updated timeously.

ENQUIRIES
:
Tendai Kuruneri (011) 689 8630

DEPARTMENT OF HEALTH

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

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

OTHER POSTS

POST 14/79
:
SPECIALIST (ANAESTHESIOLOGY) REF NO: 70041574


Directorate: Anaesthesiology Department

SALARY
:
R 289 635 per annum (Inclusive package)

CENTRE
:
Kalafong Hospital

REQUIREMENTS
:
MBChB, MMed (Anaes) or FCAS. Registration as a Specialist Anesthesiologist with the Health Professional Council of South Africa. 

DUTIES
:
Teaching and training duties in Anesthesiologist at under and post-graduate level, including Medical officers and interns. Be able to provide guidance to Junior Doctors. Clinical services as required at Kalafong Hospital. Consultancy activities of the department. Participate in the day-to-day running of the theatre complex. Participate in Hospital working committees.

ENQUIRIES
:
Prof P.J.H.L Fourie Tel, (012) 373 1053 

CLOSING DATE
:
24 April 2007

POST 14/80
:
ASSISTANT DIRECTOR (WELLNESS MANAGER: WELLNESS PROGRAMME) REF NO: 70041292



Directorate: Human Resource

SALARY
:
R151 128 per annum (plus benefits)

CENTRE
:
Charles Hurwitz (Santa TB) Hospital

REQUIREMENTS
:
An appropriate tertiary qualification in Social Work / Psychology / Public Management / Human Resource Management / Sport Management. Experience in Health sector for 5-10 years. Profound knowledge of Public Health Sector. Training employee equity, labour relations diversity management and events management. Management experience and ability to develop interpret and apply policies. Knowledge of the integrated Employee Health and Wellness Programme, cultural diversity management, policy and procedure formulation. Financial, Project, Sports, Events management and performance development for Public Servants. Report writing, good communication (verbal and written) presentation, facilitation, creativity, negotiation and listen skills. Debriefing ability in times of loss etc.

DUTIES
:
Coordinate diversity management social interaction programmes for employees i.e. funerals, sports, choir and social events. Establish and maintain intervention strategies in terms of cultural diversity management programmes. Coordinate the management of the departmental employee interaction events. Develop and maintain an acknowledgement strategy. Establish and implement departmental policies in terms of participation of employees in interactive events including funerals, choirs’, social clubs sports etc.

ENQUIRIES
:
Dr. L. Cline Bailey Tel No: (011) 938-8070

FOR ATTENTION
:
Mr. Bradley Ramrock

CLOSING DATE
:
16 April 2007 

POST 14/81
:
SENIOR BUYER REF NO: 70041294


Directorate: Finance

SALARY
:
R126 567 per annum (plus benefits)

CENTRE
:
Charles Hurwitz (Santa TB) Hospital

REQUIREMENTS
:
Relevant purchasing diploma / equivalent or grade 12 qualifications. Three years experience in procurement and working in SAP environment. Understanding of Public Sector Purchasing negotiation, administrative, creative and lateral thinking, strong ethics and time management skills.

DUTIES
:
To ensure that Buyer Procure goods and services in accordance with procurement policies, procedures and in adherence to the SLA. Ensure that goods and services meet customer requirements. Interact with vendors and customers to ensure satisfactory service delivery. Accountable orders release decisions up to the delegated values. Supervise the buying process from accurate data capturing onto the SAP system to requisition routing to the right buyer. Assist in obtaining and analyzing of SAP system reports. Report writing and operational plan strategy development.

ENQUIRIES
:
Mr. J. Seshoka Tel No: (011) 938-8070

FOR ATTENTION
:
Mr. Bradley Ramrock

CLOSING DATE
:
16 April 2007

POST 14/82
:
CHIEF RADIOGRAPHER (4 POSTS) REF NO: 70041139



Directorate: Allied

SALARY
:
R122 841 per annum (plus benefits)

CENTRE
:
Helen Joseph Hospital  

REQUIREMENTS
:
Relevant Diploma or Degree IN Diagnostic Radiography. Registered with HPCSA as a diagnostic Radiographer. Minimum experience of five years as a diagnostic Radiographer.

DUTIES
:
Must be prepared to participate in a 24 hour service. Have good technique, communication and teaching skills. Be prepared to work in specialized areas. Participation of QA programs. Knowledge of Batho Pele Principles, Accreditation Standards, Procurement procedures and administration procedures.

ENQUIRIES
:
Dr P. Govender, Tel (011) 489 1070

CLOSING DATE
:
19 April 2007

POST 14/83
:
PERSONAL ASSISTANT REF NO : 70041248


Directorate: Administrative

SALARY
:
R 122 841 per annum (plus benefits)

CENTRE
:
Helen Joseph Hospital

REQUIREMENTS
:
Standard 10 (Grade 12) Certificate. In possession of a secretarial or Office Management / Administration or an equivalent Certificate. Computer literacy and knowledge / experience in Ms Word, Excel, Power Point, Ms Outlook and excellent typing skills. Good interpersonal, organizational and communication skills as well as telephone etiquette are essential. The candidate should at least have 3-5 years experience in the secretarial and or office management  field. Shortlisted candidates will be subjected to a practical and oral interview. Ability to work independently, under pressure and overtime when necessary.

DUTIES
:
Screen / transfer calls and handle telephonic as well as other enquiries from internal and external clients. Manage the projects team diary and office supplies. Type documents / correspondence and conduct filling thereof. Handle travel and other logistical arrangements for meetings/ workshops/ events. Scrutinise submissions/ reports and make abbreviated notes and or recommendations for the manager. Handle office correspondence and distribute accordingly. Co-ordinate inputs from different officials. Accompany the team on some visits if required to assist with administration and logistical arrangements. Co – ordinate and administer the payment of financial and procurement claims for the component. Keep up to date with regard to the applicable prescripts, policies and procedures to ensure effective support to the manager. Ensure that facility management arrangements are made for project team accommodation. Take minutes at meetings. Obtain, collate and compile information for reports. Assist in the effective administration for the budget of  the office.

ENQUIRIES
:
Ms G. Bogoshi, Tel (011) 489 0306

CLOSING DATE
:
19 April 2007

POST 14/84
:
CHIEF PROFESSIONAL NURSE (2 POSTS) REF NO: 70041402


Directorate: Nursing

SALARY
:
R122 841 per annum (plus benefits)

CENTRE
:
Stretford Community Health Centre

REQUIREMENTS
:
Diploma in General Nursing or Midwifery. Registration SANC. Be prepared to work shifts, wee-ends and public holidays

DUTIES
:
To render a caring nursing service in primary health care setting.  Guidance and supervision of subordinates’ personnel. Educating of patients safety at all times. Cost effective use of stock and equipment. Accurate patient documentation. In-service training and evaluation of staff. Be active team member to assist with developing the district health system. Ensure the implementation of patient’s rights charter and batho pele principles. PHC experience will be an advantage

ENQUIRIES
:
Mr. D.G. Mtambo Tel No: (011) 855-4648

FOR ATTENTION
:
Mr. Bradley Ramrock

CLOSING DATE
:
20 April 2007

POST 14/85
:
SENIOR PROFESSIONAL NURSE (17 POSTS) REF NO: 70041293



Directorate: Nursing

SALARY
:
R101 913 per annum (plus benefits)

CENTRE
:
Charles Hurwitz (Santa TB) Hospital

REQUIREMENTS
:
Registration with Nursing Council and one year experience in the field of HIV/ AIDS / TB. Good management and communication (written and verbal) skills. Will be expected to work weekends, night duty, and public holidays and after hours. Driver’s license will be an advantage.

DUTIES
:
Render a caring health care service in the field of TB. Provide direction and supervision for surbodinates. Initiate and maintain quality assurance standards and therapeutic environment. Ensure compliance to government prescripts. Be an active team member to assist in the unit. Work with the pharmacist to ensure and uninterrupted supply in drugs for the management of different TB conditions

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

FOR ATTENTION
:
Mr. Bradley Ramrock

CLOSING DATE
:
16 April 2007

POST 14/86
:
ADMINISTRATIVE OFFICER: GOVERNMENT TRANSPORT ADMINISTRATION REF NO: 70041296


Directorate: Logistics

SALARY
:
R101 913 per annum (plus benefits)

CENTRE
:
Charles Hurwitz (Santa TB) Hospital

REQUIREMENTS
:
A National diploma in Transport Management / degree in Business Administration or equivalent qualification with experience. Plus the following key competencies, knowledge of Supply Chain Management Principles, Government Transport Policies, and Public Finance Management Act. Good interpersonal, Communication (verbal and written), Supervisory, Numeric, and Problem Solving skills. Ability to work under pressure, Innovative thinker. Able to provide guidance to subordinates. Computer literate Excel, Power Point. Driver’s license code 10 will be an advantage

DUTIES
:
KRA’s effective administration, reconciliation, verification and payment of Government garage and Departmental transport accounts. Supervise the timely statements. Provide training processing and administration of traffic fines. Reconcile and verify inspections. Liaise with Department of transport, government garages and the services providers. Compile monthly reports. Verify logbook entries for irregularities

ENQUIRIES
:
Mr. J. Seshoka Tel No: (011) 938-8070

FOR ATTENTION
:
Mr. Bradley Ramrock

CLOSING DATE
:
16 April 2007

POST 14/87
:
OCCUPATIONAL HEALTH AND SAFETY OFFICER REF NO: 70041297



Directorate: Human Resource 

SALARY
:
R101 913 per annum (plus benefits)

CENTRE
:
Charles Hurwitz (Santa TB) Hospital

REQUIREMENTS
:
Grade 12, 5 years experience in OHS. Understanding of comprehensive intergrated EHW. Experience in strategy and policy formulation, implementation, monitoring and evaluation. Ability to conduct safety audits, risk assessments and health screening.  Good communication, reporting, presentation, facilitation, general management and financial skills. Computer literacy. Driver’s licence will be an advantage.  

DUTIES
:
Develop, monitor and evaluate the implementation of policies, strategies, projects and programmes on OHS. Develop tools to measure implementation and impact of OHS. Conduct safety audits, risk, assessments and impact of OHS. Manage internal OHS committee at institution be part of Quality Assurances committee. Represent OHS at the wellness meetings in the Institution. Liaise with the CEO on all matters pertaining to OHS Safety / Quality Assurance.

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

FOR ATTENTION
:
Mr. Bradley Ramrock

CLOSING DATE
:
16 April 2007

POST 14/88
:
SENIOR PROFESSIONAL NURSE (10 POSTS) REF NO: 70041403


Directorate: Nursing

SALARY
:
R100 905 per annum (plus benefits)

CENTRE
:
Stretford Community Health Centre 

REQUIREMENTS
:
Diploma in General Nursing or Midwifery. Registration SANC. Be prepared to work shifts, wee-ends and public holidays.

DUTIES
:
To render a caring nursing service in primary health care setting. Special emphasis on all aspects of midwifery, ante-natal, post-natal and labour ward. Family planning, reproductive health and treatment of sexually transmitted diseases. Be active team member to assist with developing the district health system.  Guidance and supervision of subordinates’ personnel. Educating of patients, family and community. Prevention of medico-legal hazards. Ensuring patient’s safety at all times.  Cost effective use of stock and equipment. Accurate patient documentation. In-service training and evaluation of staff. PHC experience will be an advantage.

ENQUIRIES
:
Mr. D.G. Mtambo Tel No: (011) 855-4648

FOR ATTENTION
:
Mr. Bradley Ramrock

CLOSING DATE
:
20 April 2007

POST 14/89
:
SECRETARY REF NO: 70041249


Directorate: Administrative

SALARY
:
R 98 916 per annum (plus benefits)

CENTRE
:
Helen Joseph Hospital

REQUIREMENTS
:
Standard 10(Grade 12) Certificate. In possession of a Secretarial certificate and office management or Diploma in the secretarial field. Computer literacy (Ms Word, Ms Excel, Ms Power Point and Office Outlook). Good interpersonal relations. Ability to work independently, under pressure and overtime when necessary.

DUTIES
:
Provide general office duties. Making and receiving telephone calls, typing of letters, minutes. Managing the diary of the diary of the Head of  department. Manage and arrange meetings. Ensure office is equipped with necessary  equipment and stationery. Assist in preparing of presentations. Draft routine memorandums, reports and correspondence. Maintaining efficient filing system. Compiling of monthly statistics. General administrative tasks as required.

ENQUIRIES
:
Mr C.Van Wyk, Tel (011) 489 0974

CLOSING DATE
:
19 April 2007

POST 14/90
:
SPECIALISED AUXILLIARY WORKER (DENTAL) REF NO: 70041726



Directorate: Central Wits (Region A)



NB: This is a re-advertisement, Persons who have already applied, do not have to apply again

SALARY
:
R98 916 per annum (plus benefits)

CENTRE
:
Wits Dental Hospital

REQUIREMENTS
:
Grade 12 or equivalent qualification. More than ten years experience. Certificate in Dental Assistance from a recognised tertiary institution. Registration with the HPCSA. 

DUTIES
:
Control and co-ordination of the work of staff in the component. Planning and organisation of work schedules of the components. Performance management. Training of staff. Infection control. Control of allocated stock.

ENQUIRIES
:
Matron JM. Buys, Tel (011) 488 4312

CLOSING DATE
:
18 April 2007

NOTE
:
Applications are invited for the position as a Specialised Auxiliary Worker (Dental), to manage Dental assisting services in the Polyclinics of the institution. The successful incumbent will hold an appointment with the Department of Health, Gauteng Provincial Government.

POST 14/91
:
RADIO STATION MANAGER REF NO : 700


Directorate: 

SALARY
:
R 98 916 / 122 841 per annum (plus benefits)

CENTRE
:
Dr George Mukhari Hospital

REQUIREMENTS
:
Senior certificate or appropriate Diploma or equivalent qualification or appropriate experience. Management, broadcast, supervisory, budgeting  and fundraising experience.

DUTIES
:
Ensure that the Radio Station operates in accordance with hospital policies. Oversee and help to nurture and inspire volunteers and full –time employees. Monitor broadcasting and quality of work by on air hosts and producers. Lead development of the broadcast schedule. Develop budget for station operations and manage use of budget funds. Manage the procurement and safe keeping of materials. Selection of producers and on – air Hosts. Stand in on- air for broadcast hosts.

ENQUIRIES
:
Mrs Nolo Nkosi - Bashe, Tel (012) 529 3216

CLOSING DATE
:
2007

POST 14/92
:
SENIOR RADIOGRAPHER (2 POSTS) REF NO.70041456


Directorate: Radiographer

SALARY
:
R98 916 per annum ( plus benefits)

CENTRE
:
Leratong Hospital

REQUIREMENTS
:
National Diploma / B RAD Diagnostic  Radiographer. Current registration with HPCSA as a Radiographer. Communications skills. Good Interpersonal skills. Ability to work under pressure.

DUTIES
:
To perform a 24 hour Radiographer services. To provide Radiographic procedures according to The standard and protocols. To supervise community service Radiographer and other support personnel. To ensure optimal patient care according to Batho Pele principles

ENQUIRIES
:
Dipuo Phooko (011) 411 3500

CLOSING DATE
:
20 April 2007

POST 14/93
:
SECURITY OFFICER REF NO: 70041298



Directorate: Logistics

SALARY
:
R81 822 per annum (plus benefits)

CENTRE
:
Charles Hurwitz (Santa TB) Hospital

REQUIREMENTS
:
Grade 10 or 12, equivalent experience. Knowledge of security policies. Good communication and interpersonal skills. Computer literacy MS Word, Excel will be an advantage.  

DUTIES
:
Supervise and training of subordinates. Search vehicle and person within the hospital. Patrol building and grounds within hospital. Guard and security state vehicle and assets. Delegation of duties of subordinates. Must be able to work under pressure

ENQUIRIES
:
Mr. N. Nyanga Tel No: (011) 938-8070

FOR ATTENTION
:
Mr. Bradley Ramrock

CLOSING DATE
:
16 April 2007 

POST 14/94
:
PROFESSIONAL NURSE (19 POSTS) REF NO: 70041404


Directorate: Nursing

SALARY
:
R81 006 per annum (plus benefits)

CENTRE
:
Stretford Community Health Centre 

REQUIREMENTS
:
Diploma in General Nursing or Midwifery. Registration SANC. Be prepared to work shifts, wee-ends and public holidays.

DUTIES
:
To render a caring nursing service in primary health care setting. Special emphasis on all aspects of midwifery, ante-natal, post-natal and labour ward. Family planning, reproductive health and treatment of sexually transmitted diseases. Be active team member to assist with developing the district health system. PHC experience will be an added advantage. Guidance and supervision of subordinates. Accurate patient documentation. Cost effective use of stock and equipment. Prevention of medico-legal hazards.     

ENQUIRIES
:
Mr. D.G. Mtambo Tel No: (011) 855-4648

CLOSING DATE
:
20 April 2007

POST 14/95
:
SENIOR ENROLLED NURSE (2 POSTS) REF NO: 70041405



Directorate: Nursing

SALARY
:
R 79 407 per annum (plus benefits)

CENTRE
:
Stretford Community Health Centre

REQUIREMENTS
:
Grade 10 / 12 certificate. Registration as an auxiliary nurse with SANC. Good communication and interpersonal skills. Be willing to work shifts

DUTIES
:
Render basic quality nursing / patient care. Work as part of the multidisciplinary team. Perform all functions under the supervision of the professional nurse or enrolled nurse. Observe and report abnormalities. Develop and Supervise enrolled and auxiliary nurses in the unit. Ensure the implementation of patient’s rights charter and Batho Pele Principles.  

ENQUIRIES
:
Mr. D.G. Mtambo Tel No: (011) 855-4648

CLOSING DATE
:
20 April 2007

POST 14/96
:
ADMINISTRATION CLERK REF NO: 7001140


Directorate: Administrative

SALARY
:
R79 407 per annum (plus benefits)

CENTRE
:
Helen Joseph Hospital

REQUIREMENTS
:
Grade 12 or equivalent qualification

DUTIES
:
Must be prepared to work shifts. Computer literacy. To perform administration functions.

ENQUIRIES
:
Mr C. Van Wyk Tel (011) 489 1070

CLOSING DATE
:
19 April 2007

POST 14/97
:
JUNIOR PHYSIOTHERAPIST REF NO.70041457


Directorate: Physiotherapy

SALARY
:
R79 407 per annum (plus benefits)

CENTRE
:
Leratong Hospital 

REQUIREMENTS
:
BSc Physiotherapist or equivalent. Communication skills, Interpersonal skills and decision making. 

DUTIES
:
The officer will plan, Implement and evaluate physiotherapy treatment programmes. The officer will attend staff meetings and other relevant meetings e.g. multidisciplinary meetings, ward rounds etc. Render quality clinical programmes. The officer will have to keep records and collect data ,help plan budget ,take care of and control equipment and consumables. Educate colleagues, patients, care givers other team members and students. Supervise assistants.

ENQUIRIES
:
Ratlabala M D Tel: (011) 411 3570

CLOSING DATE
:
20 April 2007
POST 14/98
:
PROFESSIONAL NURSE REF NO: 70041327
SALARY
:
R79 407 per annum (plus benefits)

CENTRE
:
Cullinan Care and Rehabilitation Centre 

REQUIREMENTS
:
Grade 12 certificate. Registration with the South African Nursing Council in general, midwifery and psychiatry. Be prepared to work night duty and shifts 

DUTIES
:
Render promotive, preventive, curative and rehabilitative care to the intellectually disabled (mentally retarded) patients, educate patient’s families and the public about care for those mentally disabled patients. Draw up teaching programmes, supervise and guide subordinates, evaluate patients progress and implementation of therapeutic programmes.

ENQUIRIES
:
Ms C.L Duba Tel: (012) 734-7016

CLOSING DATE
:
23 April 2007

POST 14/99
:
SENIOR NURSING ASSISTANT (4 POSTS) REF NO: 70041406


Directorate: Nursing

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

CENTRE
:
Stretford Community Health Centre

REQUIREMENTS
:
Grade 10 / 12 certificate. Registration as an auxiliary nurse with SANC. Good communication and interpersonal skills. Be willing to work shifts.

DUTIES
:
Render basic quality nursing / patient care. Work as part of the multidisciplinary team. Perform all functions under the supervision of the professional nurse or enrolled nurse. Observe and report abnormalities. 

ENQUIRIES
:
Mr. D.G. Mtambo Tel No: (011) 855-4648

CLOSING DATE
:
20 April 2007

POSTS 14/100
:
HEALTH PROMOTION PRACTITIONER (2 POSTS) REF NO: 70041570

SALARY
:
R 64 143 per annum (plus benefits)

CENTRE
:
Tshwane District

REQUIREMENTS
:
Grade 12 certificate or equivalent qualification.  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 participation programs through techniques such as peer education, support groups and self help projects.  NGO’s, private sector initiatives in the health advocacy and poverty alleviation programmes.

ENQUIRIES
:
Mr. S.J.Mncube Tel (012) 303 9059

FOR ATTENTION
:
Mr. Bradley Ramrock

CLOSING DATE
:
20 April 2007

POST 14/101
:
PROCUREMENT CLERK REF NO: 70041299


Directorate: Finance

SALARY
:
R55 863 per annum (plus benefits)

CENTRE
:
Charles Hurwitz (Santa TB) Hospital

REQUIREMENTS
:
Grade 10 or 12, equivalent experience. Knowledge of Supply Chain Management Policies, Circular 34/2006. Knowledge of PFMA Act and Treasury Regulation. Good communications and interpersonal skills. Computer literacy Ms Word, Excel and PowerPoint will be an advantage.

DUTIES
:
Procurement of stock through SAP system. Completion of RLS 01 and 02. Invitation of quotation for estimate price. Liaising with GSSC for stock requisitions. Handling of VA2 for internal stock. Assist in stocktaking of stores. Maintaining of database of suppliers. Compile monthly reports e.g. leases of equipment. Procure items through petty cash facility. Filing of procurement documentations.

ENQUIRIES
:
Ms. P. Mabusela Tel No: (011) 938-8070

FOR ATTENTION
:
Mr. Bradley Ramrock

CLOSING DATE
:
16 April 2007 

POST 14/102
:
SENIOR PERSONNEL OFFICER ( 2 POSTS) REF NO: 70041454



Directorate: Gauteng Department of Health

SALARY
:
R54 222 per annum (plus benefits)

CENTRE
:
Medunsa Oral Heath Centre

REQUIREMENTS
:
Senior Certificate or Equivalent qualifications. Knowledge of PERSAL system, Public Service Act, Public Service Regulations and PSCBC Resolutions. Good Communication and Computer skills are essential.

DUTIES
:
The duties attached to this post will normal HR practices, which will include- Recruitment and selection, Appointments, Transfers, Terminations of service, Promotions, Translations in Rank and Personnel movements, conditions of service and leave management.

ENQUIRIES
:
Mr. Paul Phatswana (Tel: 012 521-5869)

CLOSING DATE
:
19 April 2007

POST 14/103
:
SECRETARY REF NO: 700



Directorate: CEO Office

SALARY
:
R 54 222 per annum (plus benefits)

CENTRE
:
Dr George Mukhari  Hospital

REQUIREMENTS
:
Grade 12 or equivalent qualification. One year experience in secretarial and administrative work, Computer literacy. Ability to work independently and without  supervision. Good communication, writing, typing, interpersonal and organizational skills.

DUTIES
:
Perform secretarial and administrative tasks in an efficient and highly professional manner. Manage the diary. Receiving visitors including provision of tea and refreshments. Answer incoming and making outgoing calls. Provide general support to the PA in managing the Office of the CEO. Record incoming and outgoing mail. Develop and manage an efficient, professional document management  (filing) system. Submit claims for travel and accommodation  expenditure. Type, fax photocopy and dispatch documentation. Order stationary.

ENQUIRIES
:
Mr MR Letswalo, Tel (012) 529 3201

CLOSING DATE
:
 2007

POST 14/104
:
ADMINISTRATION CLERK REF NO: 70041704



Directorate: Admininstration

SALARY
:
R54 222 per annum (plus benefits)

CENTRE
:
Sizwe Tropical Disease Hospital

REQUIREMENTS
:
Grade 10/12 plus relevant experience. Interpersonal relations, organizational skills. Communication skills (verbal and written) Team work.

DUTIES
:
Perform administrative tasks in accordance with the regulatory framework and guidelines relating to general office function. Communicate with various stakeholders (patients, community and employees). Record keeping of documents in accordance with guidelines and instruction. File documents in a way that is orderly and will enable easy reference. Assist in writing of minutes. Maintain the database for all patients. Compile statistics.

ENQUIRIES
:
Mr. J. Modiga Tel (011) 531-4306

CLOSING DATE
:
18 April 2007

POST 14/105
:
AUXILIARY NURSE (4 POSTS) REF NO: 70041328
SALARY
:
R 46 200 per annum (plus benefits)

CENTRE
:
Cullinan Care and Rehabilitation Centre 

REQUIREMENTS
:
Grade 12 (Standard 10) certificate. Enrolled with SANC as an Enrolled Nursing Auxiliary. Work shifts & night duty.

DUTIES
:
Implementation of basic nursing procedures e.g. bathing, feeding, rehabilitate patients daily. Create environment which will promote physical and mental health of patients. 

ENQUIRIES
:
Ms C.I. Duba Tel: (012) 734-7016

CLOSING DATE
:
23 April 2007

POST 14/106
:
FOOD SERVICE SUPERVISOR REF NO: 70041329
SALARY
:
R46 200 per annum (plus benefits)

CENTRE
:
Cullinan Care and Rehabilitation Centre 

REQUIREMENTS
:
Grade 12 certificate with relevant experience. Any relevant certificate in food service field. Supervisory skills. Work effectively with a team. Problem solving communication skills. Negotiation skills.

DUTIES
:
Control and supervise serving of food, as well as the cleaning of the  kitchen. Supervision of Food Service Aids. Ensure that food is served to the patients and is prepared in a hygienic environment.  

ENQUIRIES
:
Mr C Makgoba Tel: (012) 734-7068

CLOSING DATE
:
23 April 2007

POST 14/107
:
MESSENGER REF NO: 70041141



Directorate: Support

SALARY
:
R 40 227 per annum (plus benefits)

CENTRE
:
Helen Joseph Hospital

REQUIREMENTS
:
Grade 12 or equivalent qualification. Good communication skills ( verbal and written)

DUTIES
:
Collecting of patient files. Filing of patient files. Assisting in the admission of out and in patients. Updating of patient files.

ENQUIRIES
:
Mr C.Van Wyk, Tel (011) 489 1070

CLOSING DATE
:
19 April 2007

POST 14/108
:
CLEANER II REF NO: 70041142



Directorate: Support

SALARY
:
R 40 227 per annum (plus benefits)

CENTRE
:
Helen Joseph Hospital  

REQUIREMENTS
:
Relevant experience. Basic numeracy. Basic literacy. Organizing ability to perform routine tasks. Ability to operate equipment and machine.

DUTIES
:
Clean and create an orderly environment. Operate cleaning machines and basic maintenance. Elementary support to higher level work output.

ENQUIRIES
:
Mr C. Van Wyk, Tel (011) 489 1070

CLOSING DATE
:
19 April 2007

POSTS 14/109
:
CLEANER (2 POSTS) REF NO: 70041572
SALARY
:
R 40 227 per annum (plus benefits)

CENTRE
:
Tshwane/ Metsweding District Office

REQUIREMENTS
:
Must be able to read and write. Recommendation:  Must have relevant experience.

DUTIES
:
Executing general cleaning work in offices and rooms at the institution.  To wash dishes 3 times a day and when there are training and meetings. Note:  People who previously applied must re-apply

ENQUIRIES
:
Mr. S.Ratema Tel (012) 303 9223

FOR ATTENTION
:
Mr. Bradley Ramrock

CLOSING DATE
:
20 April 2007

POST 14/110
:
CLEANER REF NO: 70041702


Directorate: Household

SALARY
:
R40 227 per annum (plus benefits)

CENTRE
:
Sizwe Tropical Disease Hospital 

REQUIREMENTS
:
Ability to read and write. Initiative. Problem solving. Good interpersonal relations. Ability to communicate in at least three languages.

DUTIES
:
Routine cleaning functions, empty dustbins, dust furniture, watering of plants, safe keeping of equipment such as polisher machine, brooms and mobs, cleaning of toilets and serve tea during meetings.

ENQUIRIES
:
Mr. M.E Nkoana Tel (011) 531-4300

CLOSING DATE
:
18 April 2007

OFFICE OF THE PREMIER

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

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

MANAGEMENT ECHELON

POST 14/111
:
DIRECTOR: SUPPLY CHAIN MANAGEMENT – REF. NO.: 70041337


Directorate: Supply Chain Management



This is a re-advertisement, previous applicants who did apply for the same post need not apply, previous applications will be considered. Appointment subject to the signing of a performance agreement contract. The successful candidate will be required to submit to a security clearance check and competency assessment.

SALARY
:
R 502 725 per annum (all inclusive remuneration package)
CENTRE
:
Johannesburg

REQUIREMENTS
:
An appropriate recognized Bachelor’s degree in Finance, Purchasing Management / or equivalent qualification. Extensive experience in Financial and Asset Management. Communication, Computer literacy, management/leadership and organizational skills are imperative.  

DUTIES
:
Management of the Supply Chain Management directorate, DAC, (including DAC submission and reports to the CFO).  Ensure effective and efficient service delivery within the Procurement unit of the Office. Implementation of internal Supply Chain Management controls and systems.  Procurement Standard Operating Procedure setting, design and implementation.  Manage procurement requests, orders and suggest and implement improvements. Clear procurement audit queries. Managing the resources such as assets, utilization of government garage cars, acquired by the office.  Staff management and development.  Overall management of the Supply Chain unit.

ENQUIRIES
:
Mr W Mphetso Telephone no:  (011) 355-6837

CLOSING DATE
:
20 April 2007

OTHER POSTS

POST 14/112
:
CHIEF INFORMATION OFFICER REF NO: 70041332


Directorate: HR and Auxiliary Services

SALARY
:
R343 257 per annum [An all inclusive package]

CENTRE
:
Johannesburg
REQUIREMENTS
:
An appropriate recognised Bachelors Degree/or equivalent qualification in Information Technology and Management. Proven management skills with specific reference to the management of management of information systems. Track record in the preparation and the alignment of information management and information technology with the development of strategic plans, business plans and budget. Ability to implement internal systems and controls to ensure sound information management and information technology management. Skills at identifying and evaluating new technological developments, determine their appropriateness for application in the department and the re-engineering of business processes.     

DUTIES
:
Promote and manage effective Information Management and Information Technology as enabler as a strategic resource. Establish an information plan, information technology plan and operation plans to give effect to the strategic direction and management plans of the Oop. Create an enabling environment for other managers to perform their functions more effectively and efficiently by facilitating the implementation of and adherence to the policies and strategies as contained in the different plans, policies, etc. Represent the Office of the Premier at the GPG Forums and the GITO council (Provincial). Manage the GSSC relationship as well as the relationship with other services providers and suppliers of information technology goods and services. Responsible for ensuring development and training of the members in the Oop in relevant information technology matters
ENQUIRIES
:
Ms N Nomatse Tel (011) 355 6870

CLOSING DATE
:
23 April 2007
NOTE
:
Appointment subject to the signing of a performance agreement contract. The successful candidate will be required to submit to a security clearance check. 

POST 14/113
:
ASSISTANT DIRECTOR: AUXILIARY SERVICES AND RECORDS MANAGEMENT REF NO: 70041333



Directorate: HR and Auxiliary Services

SALARY
:
R183 084 per annum [Plus benefits]

CENTRE
:
Johannesburg
REQUIREMENTS
:
The suitable candidates should have a Degree/Diploma in Administration, Management, or equivalent qualification. Minimum of 5 years experience in the field of Logistics/Facilities Management. At least 2 years management experience. Creative thinking; analytical; business writing skills; communication skills; computer literacy. Working knowledge of archiving. Archive legislation, policies, etc. Auxiliary services policies, procedures, ect. Understanding of maintenance issues.  Interpretation of legislation, policies and procedures
DUTIES
:
Responsible for general management of internal administrative services; including: an efficient and effective telecommunication service in the Office of the Premier, registry system, ensuring that the physical service condition of the building is in good state and developing and implementing improvements thereof. General management and control functions of the Division: Auxiliary Service. General maintenance of the building as well as ensuring effective and efficient food service to various forums, meeting and committees. Management of central archiving, Recording and Logistics support. 
NOTE
:
Appointment subject to the signing of a performance agreement contract. The successful candidate will be required to submit to a security clearance check. 

ENQUIRIES
:
Ms N Nomatse Tel (011) 355 6870

CLOSING DATE
:
23 April 2007
GAUTENG TREASURY

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

CLOSING DATE
:
20 April 2007

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

OTHER POST

POST 14/114
:
DEPUTY DIRECTOR: FINANCIAL ACCOUNTING (2 POSTS) REF NO: 70041218



Provincial Financial Management & Governance

SALARY
:
R343 257 per annum(Total package)

CENTRE
:
Matlotlo House 

REQUIREMENTS
:
B comm. Degree – Financial / Auditing. Experience – must completed articles. At least 2-3 years post article experience.

DUTIES
:
Assist in the consolidation of the Annual Financial statement of GPG. Co-ordinate monthly and quarterly reporting by departments. Communicate any new formats or standard during implementation phase of GRAP with departments and Public Entities. Maintain relationship with departments. Assist in clearing of all audit queries by the Auditor General. Receive annual financial statements from the departments, review inputs and then prepare the consolidated report. Provide feedback to departments as the submission. Ensure compliance with PFMA Treasury Regulations and Accounting principles through consolidated compliance Certificate received from departments, Where necessary undertake physical visits to departments to verify confirmation submitted by departments. Ensure proper classification of items on the AFS using the standard chart of accounting..

ENQUIRIES
:
Charlotte Magogodi: Tel: (011) 355 8653

DEPARTMENT OF SOCIAL DEVELOPMENT

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

FOR ATTENTION
:
Ms Ann Jooste

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 14/115
:
DEPUTY DIRECTOR: INTERSECTORAL DEVELOPMENT REF NO: 70041336
SALARY
:
R343 257 per annum (All inclusive flexible remuneration package)

CENTRE
:
Head Office, Johannesburg 

REQUIREMENTS
:
Appropriate tertiary qualification (a qualification in social work or development administration will be preferable. Extensive proven middle managerial experience. Proven strategic leadership and intergovemmental partnering; policy management and development; problem solving and decision-making; analytical and advanced programme / project management skills. Knowledge of best practice in partnering with municipal social development programmes and strategies, and the development, implementation, monitoring, evaluation and improvement of such. Knowledge and understanding of the current social development approach and priorities, competencies to work in multisectoral teams, ability and innovation to solicit municipal support to social development programmes. Proven track record of leading change management initiatives and applying innovative thinking. Excellent communication skills (verbal and written), strong interpersonal relationships and the ability to liaise on a high level with the spheres of government, etc Knowledge and understanding of the Public Finance Management Act, Legislation, Policies and Regulations that underpin the delivery of Social Development Services. Knowledge of the Intergovernmental Relations Framework Act. Code B driver's license. Computer literacy.

DUTIES
:
Facilitate Developmental Social Services that are advanced and of intergovernmental nature, which promote programmes and campaigns aimed at co-operative governance and intergovernmental relations to maximize the organizational goals of Social Development. Facilitate and execute planning and implementation of integration and alignment of strategic plans and policies that promotes social functioning and self-reliance of the vulnerable individuals and groups between Social Development and municipalities through Integrated Development Plans. Provide guidance and solve complex procedural, technical and management problems and policy issues arising from a quest to align and integrate varying mandates, strategies and policies between municipalities the Department of Social Development. Facilitate smart and innovative partnership by planning, facilitating and ensuring the execution of integration and alignment of policies/plans, strategic plans, priorities etc between Municipalities and Regional Social Development offices within Districts and Metros throughout Gauteng Develop and oversee programmes and campaigns aimed at promoting multisectoral approaches to social development and in particular partnering municipalities in social development initiatives. Promote policy dialogue and influence policy development for multisectoral approaches to social development through intergovernmental structures. Consult role-players / stake-holders likely to be affected by strategic initiatives, resource management and service delivery decisions taken by the Department. Building of sound and sustainable relationships / partnerships with all municipalities towards the upliftment of communities, especially those marginalized in the past. Oversee the collation and analysis of data on intergovernmental interventions, and reparation for reporting purposes

ENQUIRIES
:
Mr. Solly Ndweni (011) 298 4704

CLOSING DATE
:
16 April 2007

POST 14/116
:
CHIEF ADMINISTRATION CLERK (PROCUREMENT AND ASSET MANAGEMENT) REF.NO:70041250

SALARY
:
R98 916 per annum (plus benefits)

CENTRE
:
Johannesburg Metro Region

REQUIREMENTS
:
Grade12 or equivalent qualification plus sufficient appropriate experience. Competencies: Sound knowledge of government procurement policy and procedures. Computer literacy, supervisory and training skills. Completion of PAS 1 and PAS 2 will be an added advantage

DUTIES
:
Reconciliation of all RLSO1 with the RLSO2. Weekly updating of the asset register i.e. Items procured, procurement status versus the procurement plans. Maintain a Database of all contracts. Liaise with service providers, the Head Office and the GSSC facilitate the processing of payments. Liaising with relevant procurement officials to ensure timeous orders number of goods and services procured. Advice on the maintenance and replacement of office equipment. Evaluate the performance of Subordinates in terms of the Employee Performance Management system. Collect and update monthly reports on: Movement of assets between offices and clusters: Assets procured; Assets Distributed: Payments: Outstanding orders/Payment and Deliveries: Verification of assets. Receive, records & track all RLS01 and RLS02’s submitted to Head Office and maintain a tracking database. Report any variance, irregularities and non compliance with internal controls. Follow up on all outstanding orders and confirming payment of all items delivered

ENQUIRIES
:
Ms C. Tulsiram (011) 374 - 1629

CLOSING DATE
:
16 April 2007

POST 14/117
:
SECRETARY (PERSONAL ASSISTANT) REF.NO:70041676
SALARY
:
R79 407 per annum (level 6)

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

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

ENQUIRIES
:
Mr. B. Madi (011) 355 7841

CLOSING DATE
:
20 April 2007

POST 14/118
:
PERSONNEL OFFICER REF: NO.70041677

SALARY
:
R 64 143 per annum

CENTRE
:
Head Office, Johannesburg (2 posts)
REQUIREMENTS
:
Appropriate educational qualifications. Sound knowledge of the PERSAL system, Public Service Act, Public Service Regulations, PSCBC resolutions regarding service benefits and HR practices. Good communications skills (written and verbal) and computer skills are essential. An ability to work under pressure and display innovative thinking. A valid driver’s license.

DUTIES
:
The duties attached to this post will be normal HR practices, which will include inter alia: Recruitment and selection, appointments, transfers, termination of service, promotions, translations in rank, salary adjustments, personnel movements, PILIR, Service Conditions and Service Benefits.

ENQUIRIES
:
Mr. A. Daya (011) 355-7701

CLOSING DATE
:
20 April 2007

DEPARTMENT OF SPORT, ARTS, CULTURE AND RECREATION

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

CLOSING DATE
:
20 April 2007 

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

OTHER POST

POST 14/119
:
PERSONAL ASSISTANT REF NO 70041194


Directorate: Supply Chain Management

SALARY
:
R79 407 per annum (plus benefits)

CENTRE
:
Johannesburg

REQUIREMENTS
:
The successful candidate should have thorough proven knowledge, understanding and 2-5 years experience in the secretarial and/or office management field, as well as a Grade 12 qualification. A relevant tertiary qualification such as a National Diploma will be an added advantage. The candidate should have proven organizing, time management, communication, conflict handling, interpersonal relations, writing, minute taking and compilation of reports skills. Computer literacy is essential and a valid drivers’ license would be an added advantage.

DUTIES
:
Screen transfer calls and handle telephonic as well as other enquiries from internal and external clients. Manage the Director’ diary and office supplies. Type documents/correspondence and conduct proper filing thereof. Handle travel and other logistical arrangements for meetings/workshops/events.  Take minutes at meetings. Obtain, collate and compile information for management reports. Handle office correspondence and distribute accordingly. Co-ordinate inputs for the MEC, HOD and other officials. Accompany the manager on some visits if required to assist with administration and logistical arrangements. Scrutinize submissions/reports and make abbreviated notes and/or recommendations for the manager. Administer leave forms and telephone accounts for the component.  Assist in the effective administration for the budget of the office. Co-ordinate and administer the payment of financial and procurement claims for the component. Keep up to date with regard to the applicable prescripts, policies and procedures to ensure effective and efficient support to the manager.

ENQUIRIES
:
Davida Meyer (011) 355 2606

ANNEXURE R
PROVINCIAL ADMINISTRATION: KWAZULU-NATAL

DEPARTMENT OF HOUSING

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

APPLICATIONS
:
Forward your application, quoting the relevant reference number to: The Head of Department of Housing, Private Bag X 54367, Durban, 4000

CLOSING DATE
:
20 April 2007

NOTE
:
Applications must be submitted on the prescribed Application for Employment form Z83 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 license (where a valid driver’s license 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 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. Should you not receive a response from the department within three months from the date of this advertisement, please accept that your application was not successful. 

OTHER POSTS

POST 14/120
:
PERSONNEL OFFICER: PROVISIONING (2 POSTS)

SALARY
:
R46 200 per annum

CENTRE
:
Pietermaritzburg

REQUIREMENTS
:
Senior certificate / Grade 12 coupled with experience on Human Resource Practices and Policies. *Computer literacy. Ability to communicate (written and verbal)*Knowledge of PERSAL will be an advantage.

DUTIES
:
Maintain a high standard of professionalism in the recruitment process. *Ensure timeous and accurate translations/ re-designations in rank. *Capture / implement and amend transactions on PERSAL. *Timeous processing of transfers, promotions and translations on PERSAL system. *Accurate record keeping and timeous submission of statistics. *Auditing personnel files. *Creating and updating of PERSAL and manual records. 

ENQUIRIES
:
Mrs GB Dludla, Tel No. :(031) 336 5213

POST 14/121
:
PERSONNEL OFFICER: SERVICE CONDITIONS (2 POSTS)
SALARY
:
R46 200 per annum 

CENTRE
:
Pietermaritzburg

REQUIREMENTS
:
Senior certificate / Grade 12 coupled with experience on Human Resource Practices and Policies. *Computer literacy. Ability to communicate (written and verbal)*Knowledge of PERSAL will be an advantage.

DUTIES
:
Implementation of the Collective Agreement (housing allowances, overtime, resettlement expenditure, medical aid, implement deductions, injury on duty, state guarantee, etc). *Debt calculations to the Department. *Admission to Pension Fund and termination of service. *Processing of all exit documents. *Processing of medical boards and liaising with hospitals. *Attending to telephonic and Pensioner queries. 

ENQUIRIES
:
Mrs GB Dludla, Tel No.: (031) 336 5213

POST 14/122
:
REGISTRY CLERK (3 POSTS)
SALARY
:
R46 200 per annum 

CENTRE
:
Pietermaritzburg

REQUIREMENTS
:
Standard 8/Grade 10 plus at least 3 years experience in Registry / Senior Certificate / Grade 12 plus appropriate experience in registry *Leadership qualities. * Ability to grasp the basics of registry functions.

DUTIES
:
The proper filing of archives which includes the classification and neat and correct placing of material on files. *Filing of documents in terms of the approved filing system. *Register and keep records of all correspondence received by registry. *Be always available to immediately assist the Human Resource staff and the public, as well as anybody needing help at the counter.

ENQUIRIES
:
Mrs GB Dludla, Tel No.: (031) 336 5213

POST 14/123
:
SWICHTBOARD OPERATOR/RECEPTIONIST
SALARY
:
R46 200 per annum 

CENTRE
:
Inland Region-Pietemaritzburg

REQUIREMENTS
:
Senior Certificate or equivalent; plus *Basic understanding of government policies. *Public Service Regulations. *Code of Conduct. *Basic knowledge of government communications and information dissemination. *Basic understanding of Departmental functions. *Competence in general switchboard operations, basic computer skills such handling a computerized switch-board. *Network and typing. *Proficient telephonic communication. *Ability to record information accurately.

DUTIES
:
Coordinate and manage internal and external telephonic communication for the Region. *Provide a relevant referral service by liaising with all the components of the Department to resolve client’s problems. *Resolving “first line” problems from the clients of the Department. *Providing monthly reports to management. 

ENQUIRIES
:
Dr AB Shabane, TEL NO. (033) 845 2045

POST 14/124
:
DRIVER/MESSENGER: PROJECT MANAGEMENT
SALARY
:
R46 200 per annum 

CENTRE
:
Northern Region- Ulundi

REQUIREMENTS
:
RSA driver license plus driving experience; plus*Knowledge of the Road Traffic Act. *MTS circulars. *P.F.M.A. *Internal policies and circulars.

DUTIES
:
Ensure that the vehicle is checked and that all defect to the LTO, prior to undertaking any trip. *Ensure that all trips undertaken are official and essential. *Ensuring that the shortest most efficient route is utilized.

ENQUIRIES
:
Mr S.Z. Mbonane, Tel No. (035) 874 2697

POST 14/125
:
SWICHTBOARD OPERATOR/RECEPTIONIST

SALARY
:
R46 200 per annum 
CENTRE
:
Inland Region- Pitermaritzburg

REQUIREMENTS
:
Senior Certificate or equivalent; plus *Basic understanding of government policies, Public Service Regulations. *Code of Conduct. *Basic knowledge of government communications and information dissemination. *Basic understanding of Departmental functions. *Competence in general switchboard operations. *Basic computer skills such handling a computerized switch-board, network and typing. *Proficient telephonic communication. *Ability to record information accurately.

DUTIES
:
Coordinate and manage internal and external telephonic communication for the Region. *Provide a relevant referral service by liaising with all the components of the Department to resolve client’s problems. *Resolving “first line” problems from the clients of the Department. *Providing monthly reports to management

ENQUIRIES
:
Dr A.B. Shabane, Tel No. (033) 845 2045

DEPARTMENT OF TRANSPORT

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

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

CLOSING DATE
:
20 April 2007

NOTE
:
Applications must be submitted on the prescribed Application for Employment form Z83 which must be originally signed and dated.  The Application for Employment form Z83 must be accompanied by a detailed CV and originally certified copies (not copies of certified copies) of required educational qualifications set out in the advertisement and driver’s licence (where a valid driver’s licence is a requirement).  Applicants must ensure that their CV contains all the information required in sections B and F of the Z83 if such information is not indicated on the Z83.  Failure to comply with these instructions will lead to applications being regarded as incomplete and will be disqualified.  Should an applicant wish to apply for more than one post, separate applications i.e. all the required documentation must be submitted for each post applied for. It is the applicant’s responsibility to have foreign qualifications evaluated by the South African Qualifications Authority (SAQA).  Under no circumstances will faxed applications be accepted.  Any applications received after the closing date will not be considered.  The onus is therefore on applicants to ensure that their applications are posted or hand delivered timeously.  Receipt of applications will not be acknowledged and should you have not received an invitation to attend an interview within six weeks of the date of your application, please regard your application as being unsuccessful. Please note that where experience is a requirement for the post, the successful candidate will be required to submit documentary proof of such work experience prior to assuming duty.  Enquiries should be directed to the person indicated below each post.

OTHER POST

POST 14/126
:
CHIEF INDUSTTRIAL TECHNICIAN (REF. NO. P53/2007)
SALARY
:
R122 841 per annum

CENTRE
:
Cost Centre, Port Shepstone: Area Office Umzumbe

REQUIREMENTS
:
* An appropriate recognised Bachelor’s Degree in Civil Engineering / National Diploma (T/N/S Stream) in Civil  Engineering or equivalent qualification; plus * A minimum of 3 years appropriate experience gained after the successful completion of the Bachelor’s Degree / National Diploma in Civil Engineering or equivalent qualification, plus* A valid Code EB Driver’s licence. Knowledge, Skills, Training And Competencies Required: * Knowledge of budget, expenditure and business plans.  * Knowledge of legislation, policy, regulations, procedures and methods pertaining to the Public Sector.  * Knowledge of project management.  * Working knowledge of administrative procedures.  * Knowledge of procurement process.  * Knowledge of technical matters in civil engineering environment.  * Knowledge of construction and management.  * Project management skills.  * Conflict management skills.  * Good negotiation and facilitation skills.  * Computer literacy.  * Verbal and written communication skills.  * Public speaking skills.  * Presentation and facilitation skills.  * Planning and organizational skills.  * Interpersonal skills.  * Ability to chair meetings.  * Good organization, management and leadership skills.  * The ideal candidate should be committed to organizational values, be a team builder, responsible, conscientious, patient and lead by example.  * He / she should also be receptive to ideas and suggestions, believe in fairness and have the ability to exercise tactfulness.

DUTIES
:
* Provision of advice and assistance with regard to technical related matters to staff in order to develop and execute business plans in line with the departmental strategy.  * Assist the Area Manager in so far as to manage the financial resources and utilization of various resources to stay within the budget. * Supervise / Manage materials and services efficiently (Quality Control). * Provide mentorship to the Vukuzakhe contractors as well as the in house teams. * Assist in the control and maintenance of computer based information systems thereby providing accurate and timeous information.
ENQUIRIES
:
Mr H Manders, Tel. No.: 039 – 682 0124

ANNEXURE S
PROVINCIAL ADMINISTRATION: LIMPOPO

DEPARTMENT OF LOCAL GOVERNMENT AND HOUSING

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

APPLICATIONS
:
Applications can be posted to: The Head of Department, Department of Local Government and Housing, Private Bag X 9485, Polokwane 0700 or delivered personally at 28 Market Street, next to UNISA, HR Office (First floor). All General Enquiries must be directed to Mrs Tjale KM telephone number (015) 294 2000 ext 2233/2146/2171

CLOSING DATE
:
20 April 2007

NOTE
:
Applications must be submitted on form Z83, obtainable from any Public Service Department and must be completed in full. A certified copy of your Identity Document and qualifications as well as a CV must be attached. The Specific reference number for the post must be quoted. Failure to submit the required documentation will automatically disqualify applications Due to the large volume of applications we envisage to receive, applications will not be returned/posted back to applicants. NB: E-mailed and faxed applications will not be considered Short listed candidates for the above posts will be subject to a Security clearance, non-disclosure and verification of qualifications If you do not receive any response from us within 3 months please accept that your application was unsuccessful

MANAGEMENT ECHELON

POST 14/127
:
GM: HOUSING PROJECT MANAGEMENT REFERENCE NUMBER: DLGH 003/07



Sub Department: ISHS

SALARY
:
R591 510 per annum (All inclusive package-Salary package negotiable)

CENTRE
:
Polokwane

REQUIREMENTS
:
Qualification*An appropriate Bachelor’s degree in Building Construction / Engineering field. Experience*Minimum of three years in a senior management level within the public or private sector;*Experience in property management development programs and community development;*Extensive exposure to human settlement development project management. Knowledge Of:*Integrated Sustainable Human Settlement Plan policy *Housing and local government related legislations *Public Finance management *Procurement policies *Strategic resource mobilization and networking capabilities *Service delivery improvement capabilities *Knowledge Management. SKILLS IN:*Program and project management *Financial Management *Integrated performance management system development capabilities *Change Management *Strategy and leadership capabilities *Communication *Problem solving and analysis *People Management and empowerment *Networking
DUTIES
:
*Responsible for the overall efficient functioning of the branch;*Provide leadership and manages the following units: - Housing Engineering management unit *Prepare and control branch annual budgets and monitors monthly expenditure reports against projections;*Ensure efficient management and administration of the branch resources, human resources, physical, etc;*Facilitates development and manages implementation of branch strategic and annual performance plans in line with the department;*Manage performance management of the branch;*Oversee the implementation of the following programs: - Rural Housing Housing Rectification Program Social Amenities Project-Linked *Render expert advise to the Senior General Manager and SG;

ENQUIRIES
:
Ramohlola Makgano (015) 294 2233

OTHER POSTS

POST 14/128
:
MANAGER JOB EVALUATION AND ORGANIZATIONAL DESIGN REFFERENCE NUMBER: DLGH010/07


Sub Department: Shared Services

SALARY
:
R343 257 per annum (All inclusive MMS  package)

CENTER
:
Polokwane 

REQUIREMENTS
:
Qualification: B degree or Three year (3) National diploma in Organizational Design. A major in Job evaluation /Work sturdy will be an added advantage. Experience: A minimum of three (3) years experience in job evaluation, Organizational design and or work study environment Knowledge And Skills In: *Computer skill *Organization design; *Process improvement .project management;*Job evaluation; *Report writing; *Strategic planning; *Financial   management;*Change management; * Organizational development; *Development of job descriptions;*Productivity improvement; *Research. 

DUTIES
:
Responsibility: *Manage the development and review of the organisational structure of the department;*Manage job evaluation in the department;*Monitor the implementation of the approved structure and recommend amendments were necessary;*Manage the development and implementation of job description/profile;*Assist municipalities in the development, implementation and review of their organisational structure 

ENQUIRIES
:
Mphasha Matome (015) 294 2146

POST 14/129
:
SENIOR PROJECT MANAGER ASSETS MANAGEMENT FBS REF NO: DLGH012/07 ( 3 POSTS)



Sub- Department: Local Governance

SALARY
:
R343 257 per annum (All inclusive MMS package) 

CENTER
:
Polokwane 

REQUIREMENTS
:
Qualification: 3 years National Diploma/ B-Tech/ B- or BSc Degree in Engineering (Preferably Civil Engineering) Experience: A Minimum of three (3) years as Project Manager. Knowledge And Skills: *Project management;*Conflict resolution;*Asset management;*Communication; *Computer skills; *Organising skills; *Presentation; *Listening;*Indigent Support programme; *Engineering

DUTIES
:
Responsibility: * Manage the development of infrastructure asset management plans;* Monitor and support the implementation of infrastructure asset management plans;* Monitor and support municipal infrastructure asset transfer process;* Build asset management capacity in municipalities;* Manage the development of indigent policies and compilation of indigent registers;* Provide support to municipalities in relation to the implementation of Free Basic Services Programmes;* Build FBS management capacity in municipalities;* Provide specialised support in other districts.

ENQUIRIES
:
Malebane Lesiba (015) 294 2233

POST 14/130
:
MANAGER HR PLANNING, EMPLOYMENT EQUITY AND RETENTION REFERENCE NUMBER: DLGH004/07


Sub-Department: Shared Services

SALARY
:
R289 635 per annum (All inclusive middle managers service package)

CENTRE
:
Polokwane

REQUIREMENTS
:
Qualifications: .*B degree/  Three (3) years National Diploma in HRM a major in HR Planning and Equity will be an added advantage Experience: *3 years experience in human resource management. Knowledge And Skills:*Project management; *Human Resource Planning, Equity and Retention; *Research; *Project management; *Computer skill; *Leadership skill; *communication skill;  *Negotiation skill; *Facilitation; *Interpretation skill; *Report writing skill; *Planning and organizing; *Interpersonal relation; *Problem solving; *Research; *Monitoring and evaluation 

DUTIES
:
Responsibilities: *To develop and implement employment equity plan and HR plan; *Develop and implement the retention strategy; *Preparation and submission of equity plan;*Coordinate meetings of consultative forum; *Alignment of the HR plan and strategic plan of the department 

ENQUIRIES
:
Mphasha Matome (015) 294 2146

POST 14/131
:
MANAGER: HUMAN RESOURCE TRAINING REFFERENCE NUMBER: DLGH005/07



Sub Department: Shared Services

SALARY
:
R289 635 per annum (All inclusive middle managers service package)

CENTER
:
Polokwane 

REQUIREMENTS
:
Qualification*B degree/ Three (3) years National Diploma in HRM a major in HRD will be an added advantage or;* Matric plus 10 years experience in HRD. Experience: 3-5 years experience in human resource management. Knowledge And Skills In:  Research; *Project management; *Planning and organizing;*human resource training; *Monitoring and evaluation;*Computer skill; *Leadership skill; *Communication; *Project management; *Negotiation; *Facilitation; *Interpretation; *Report writing; *Planning and organising *Human resource training; *Interpersonal relation; *Problem solving; Research; *Monitoring and evaluation 

DUTIES
:
Responsibilities: *Establish and monitor skill development committee; *Compile and implement WSP; *Manage the implementation of the recognition of prior learning (RPL) programme; *Induction and orientation of all employees;*Manage the ABET programme; *Capacitate municipalities on training matters; *Development of internal training programme and co-ordinate overall training in the department; *Develop an HRD strategy aligned to the Provincial and National HRD strategies;*Develop and review HRD policies

ENQUIRIES
:
Mphasha Matome (015) 294 2146

POST 14/132
:
MANAGER EMPLOYEE PERFORMANCE MANAGEMENT REFFERENCE NUMBER: DLGH006/07


Sub Department: Shared Services

SALARY
:
R289 635 per annum (All inclusive middle managers service package)

CENTER
:
Polokwane 

REQUIREMENTS
:
Qualification:*B degree/ Three (3) years National Diploma in HRM a major in HR Performance management will be an added advantage. Experience:  3-5 years experience in human recourse management. Knowledge And Skills In *Project management; *Planning and organizing;*Computer skill; *Leadership skill; *Communication; *Project management; *Conflict resolution; *Planning and organizing; *Interpersonal relation *Problem solving 

DUTIES
:
RESPONSIBILITIES: *Coordinate the development of performance management instrument;*Process employee performance management incentives *Develop and review employee performance management policy; *Coordinate the training needs as per PDP; *Statistical analysis and survey on organisational performance; *Ensure compliance with employee performance management 

ENQUIRIES
:
Mphasha Matome (015) 294 2146

POST 14/133
:
MANAGER DEPARTMENTAL EXPENDITURE REFERENCE NUMBER: DLGH007/07


Sub –Department: Cfo

SALARY
:
R289 635 per annum (All inclusive middle managers service package)

CENTRE
:
Polokwane

REQUIREMENTS
:
Qualification: *B.Comm Accounting or Three (3) year National Diploma in Accounting. Experience:*3-5 years   working experience on PERSAL, BAS and Finest systems* Ability to work under pressure and be able to meet deadlines. Knowledge And Skills In: *Interpersonal relations;* Practical knowledge of PERSAL, BAS and FINEST systems; * Knowledge of PFMA Treasury Regulations, DORA and other financial prescripts* Report writing and communication skills’;* Knowledge of word, excel and PowerPoint;* Budgeting and resource management;*Conflicts resolution.

DUTIES
:
Responsibilities: *Ensure timely processing of claims using correct allocations*Ensure compliance with financial prescripts, and applicable legislation and avoid unauthorised, irregular, wasteful and fruitless expenditures* Maintenance of records, supervision of workflow and activities* Monthly/Annual reconciliations, management reports and statutory returns* Payroll management* Timely response to audit queries and implementation of audit recommendations.

ENQUIRIES
:
Manamela Audrey (015) 294 2171

POST 14/134
:
MANAGER MISCONDUCT AND DISPUTE REFFERENCE NUMBER: DLGH008/07



Sub Department: Shared Services

SALARY
:
R289 635 per annum (All inclusive middle managers service package)

CENTER
:
Polokwane 

REQUIREMENTS
:
Qualification: LLB degree specialising in Labour Law. Experience: A Minimum of 3 years experience in labour relation field. Knowledge And Skills In:*Interpretation of statues; *Research; *Dispute resolution;*Interpretation of statutes; *Research; *Computer literacy;*Presentation; *Planning and organizing; *Interpersonal relations; *Negation; *Dispute resolution

DUTIES
:
Responsibilities: *Train management and employees on disciplinary code of conduct;*Ensure investigation of misconduct and conduct disciplinary hearing;*Represent the department in dispute referred to CCMA, GPSSBC, PSCBC and labour relation;*Represent the department in the provincial chamber of the GPSSBC; *Capacitate municipality on disciplinary matters;*Analyse and compile misconduct cases and labour disputes statistics .  

ENQUIRIES
:
Mphasha Matome (015) 294 2146

POST 14/135
:
MANAGER: MUNICIPAL COMMUNICATION SUPPORT REFERENCE NUMBER: DLGH009/07



SUB Department: CIO

SALARY
:
R289 635 per annum (All inclusive middle managers service package)

CENTRE
:
Polokwane

REQUIREMENTS
:
Qualification*A three year degree or Three (3) years National Diploma majoring in any of the following: Journalism or Communications. Experience *Proven experience in the Communications environment especially in the reputation management, editing of Publications and Development of Communication Strategy. Excellent analytical and research skills. Exceptional verbal and written communication skills. Computer Skills .Valid driver’s license.

DUTIES
:
Responsibilities: To determine the support needs of municipalities and provide communications support as required. *Evaluate the communications capacity of municipalities; *Provide advice and support to municipalities;*Develop and implement a municipal communication strategy;*Ensure effective collaboration with municipalities and other stakeholders on matters of effective branding and marketing of the Department;*Promote and sustain a culture of co-ordinated approach to communication in municipalities; *Co-ordinate the Department’s participation in the District and Municipal communicator’s fora.

ENQUIRIES
:
Manamela Audrey (015) 294 2171

POST 14/136
:
SENIOR PROJECT MANAGER MUNICIPAL INFRASTRUCTURE DEV REFFERENCE NUMBER: DLGH011/07



Sub- Department: Local Governance

SALARY
:
R289 635 per annum (All inclusive middle managers service package) 

CENTER
:
Polokwane 

REQUIREMENTS
:
Qualification: *3 years National Diploma/ B-Tech/ B-Eng. or BSc Degree in Civil Engineering Experience: *A Minimum of 3 -5 years experience as Project Manager. Knowledge And Skills: * Project management; *Conflict resolution; *Communication; *Computer skills; *Organising skills; *Listening; *Presentation; *Engineering

DUTIES
:
Responsibility: *Manage project feasibility and registration to ensure that the projects are feasible, comply with programme requirements and facilitate MTEF budget commitment. *Facilitates, guide and support municipalities on construction financial requirements of the infrastructure delivery programmes. *Facilitates, guide and support construction programme management to provide impact of implemented projects, viz. key performance indicators on technical and socio-economic aspects. *Construction monitoring and evaluation to ensure compliance with built environment legislation, norms and standards. *Facilitate and monitor the implementation of the labour intensive construction and EPWP in municipal infrastructure programmes in order to maximise life skills development and work opportunities *Manage, guide and mentor in-house subordinates

ENQUIRIES
:
Malebane Lesiba (015) 294 2233

POST 14/137
:
MANAGER BUDGET SERVICES REPORTING AND MONITORING REFERENCE NUMBER: DLGH015/07



Sub –Department: CFO

SALARY
:
R289 635 per annum

CENTRE
:
Polokwane

REQUIREMENTS
:
Qualification: * Appropriate recognized Bachelor‘s degree in Finance EXPERIENCE: Minimum of three (3) years experience in middle management and in-depth knowledge of financial management and budget service in the Public Service. Knowledge of and skills in: Financial Management* Budgeting and Budgeting control* Internal control & Risk Management *Leadership* Analytical thinking* Policy Formulation * Conflict Resolution*Strategic Planning *PFMA * Communication Skills* People Management*Organizing * Problem Solving* Project Management* Knowledge Management*Change Management *Innovation and Public Service Legislations

DUTIES
:
Responsibilities: *To manage and consolidate the implementation of the financial statutory body reports including the financial In-Year Monitoring framework*Manage the implementation of Year-to-Date expenditure reports and virement*.Manage the implementation of Year-to-Date expenditure reports and virements.* Manage cash flow* Manage the Coordination of financial year end closure (roll over) appropriation accounts.

ENQUIRIES
:
Manamela Audrey (015) 294 2171

POST 14/138
:
DEPUTY MANAGER: ANTI-FRAUD AND CORRUPTION (2 POSTS) REFERENCE NUMBER: DLGH016/07



SBU: Risk And Security Management

SALARY
:
R183 084 per annum

CENTRE
:
Polokwane

REQUIREMENTS
:
Qualification: *Grade 12 Certificate and an extensive experience in the field of investigation of fraud and corruption. Three year National Diploma in Criminal Justice and Forensic Auditing will be an added advantage. Experience: A Minimum of three (3) years experience. Knowledge Of And Skills In: *Computer literacy * Project management * Investigations skills* Financial management* Conflict management skills* Analytical thinking* Research methodology * Report writing* Understanding of the legal framework on anti corruption and fraud.  

DUTIES
:
Responsibilities: * Conduct investigations on reported incidents of fraud and corruption within the department and municipalities * Implement the Departmental Anti corruption Strategy* Assist municipalities in the implementation of the Local Government Anti Corruption Strategy* Conduct pro active investigations on fraud and corruption within the department and municipalities* Coordinate with Investigative Agencies, SAPS, NPA, SIU on matters related to fraud and corruption and ensure recovery of assets acquired fraudulently * Conduct an awareness on fraud and corruption prevention* Assist management in the identification of control weaknesses and design measures to improve them* Ensure implementation of recommendations made on completed cases
ENQUIRIES
:
Manamela Audrey (015) 294 2171

POST 14/139
:
DEPUTY MANAGER: PHYSICAL SECURITY REFERENCE NUMBER: DLGH017/07



SUB –Department: Risk & Security Management

SALARY
:
R183 084 per annum

CENTRE
:
Polokwane

REQUIREMENTS
:
Qualification: *Grade 12 Certificate and an extensive experience in the field of physical security. Three year National Diploma in Security Management will be an added advantage. Experience: *Minimum of three (3) years experience in Physical Security environment. Knowledge Of And Skills In: *Computer literacy certificates* Occupational Health and Safety * Relationship management* Conflict management* Access Control measures* Analytical thinking* Research methodology * Report writing* * Promotion of access to information* Minimum Information Security Standards and other relevant and applicable security directives

DUTIES
:
Responsibilities: *Monitor performance of the physical security company* Liaison with other security and law enforcement agencies as well as relevant internal and external authorities* Monitor compliance to OHS policies, procedures and measures* Maintain appropriate physical security measures/procedures/policies and advise Manager on amendments thereto* Conduct physical security risk/threat assessment in the department as well as municipalities.* Monitor and ensure compliance to the MISS and departmental policies related to physical security* Ensure protection of assets* Implement Key Control measures

ENQUIRIES
:
Manamela Audrey (015) 294 2171

POST 14/140
:
DEPUTY MANAGER: INFORMATION SECURITY REFERENCE NUMBER: DLGH018/07



SUB –Department: Risk & Security Management

SALARY
:
R183 084 per annum

CENTRE
:
Polokwane

REQUIREMENTS
:
Qualification: Grade 12 Certificate and an extensive experience in the field of information security. Three year National Diploma in Security Management will be an added advantage. Experience: *A minimum of three (3) years experience in Information Security. Knowledge Of And Skills In: *Computer literacy certificates* Conflict management* Presentation skills* Analytical thinking* Research methodology * Report writing * Minimum Information Security Standards and other relevant and applicable security directives* Knowledge of Promotion of access to information laws* Knowledge of Protection of Information legislation.

DUTIES
:
Responsibilities: *Ensure total information security function in the department (i.e. security vetting, document security)in terms of the MISS* Liaison with other security and law enforcement agencies as well as relevant internal and external authorities* Conduct information security awareness* Maintain appropriate information security measures/procedures/policies and advise Manager on amendments thereto* Conduct information security risk/threat assessment in the department as well as municipalities. Liaison with external security agencies such as COMSEC/SACSA and NIA on ISS related matters* Monitor information security breaches 

ENQUIRIES
:
Manamela Audrey (015) 294 2171

POST 14/141
:
PROJECT MANAGER MUNICIPAL INFRASTRUCTURE DEV (5 POSTS) REFFERENCE NUMBER: DLGH013/07



Sub- Department: Local Governance

SALARY
:
R183 084 per annum

CENTER
:
Polokwane 

REQUIREMENTS
:
Qualification: * 3 years National Diploma/ B-Tech/ B- or BSc Degree in Civil Engineering Experience: *A Minimum of three (3) years experience as Technician. Knowledge And Skills: * Project management; *Conflict resolution; *Communication; *Computer skills; *Organising skills; *Listening; *Presentation; *Engineering

DUTIES
:
Responsibility: *Prepare and facilitate project registration process;* Provide project management support in municipality;* Monitor and support municipalities on legal compliance (e.g occupation health and safety) and adherence to norms and standards;* Ensure project compliance to extended public works programme principles;* Collate project progress reports.

ENQUIRIES
:
Malebane Lesiba (015) 294 2233

POST 14/142
:
PROJECT MANAGER ASSETS MANAGEMENT & FBS (7 POSTS) REFFERENCE NUMBER: DLGH014/07



Sub- Department: Local Governance

SALARY
:
R183 084 per annum

CENTER
:
Polokwane 

REQUIREMENTS
:
Qualification: * 3 years National Diploma/ B-Tech/ B- or BSc Degree in Engineering (Preferably Civil Engineering) Experience: *A Minimum of three (3) years experience as Technician. Knowledge And Skills: *Project management; *Conflict resolution; *Asset management; *Communication; *Computer skills;*Organising skills; *Presentation; *Listening;*Indigent Support programme; *Engineering

DUTIES
:
Responsibility: * Manage the development of infrastructure asset management plan;* Monitor and support the implementation of infrastructure asset management plans;* Monitor and support municipal infrastructure asset transfer process;* Build asset management capacity in municipalities;* Manage the development of indigent policies and compilation of indigent registers;* Provide support to municipalities in relation to the implementation of Free Basic Services Programmes;* Build FBS management capacity in municipalities.

ENQUIRIES
:
Malebane Lesiba (015) 294 2233

ANNEXURE T
PROVINCIAL ADMINISTRATION: NORTHERN CAPE

DEPARTMENT OF HEALTH

APPLICATIONS
:
Chief Executive Officer, Kimberley Hospital Complex, Private Bag X 5021, Kimberley, 8300

FOR ATTENTION
:
Mr E. K Mokgosi

CLOSING DATE
:
20 April 2007

NOTE
:
The following documents must be submitted: application for employment form (Z83) obtainable from any Government Department certified copies of highest educational qualification & certified copy of drivers licence. Curriculum Vitae please forward your application, stating the reference number and the post for which you apply, to the under mentioned address.  no faxed applications will be accepted. All Applicants please note that should written notification not be received within six (6) weeks of the closing date of post/s, it can be assumed that short listing, interviews and appointment/s have already been carried out. All Applicants are subject to security vetting.

OTHER POSTS

POST 14/143
;
CHIEF RADIOGRAPHER REFERENCE: HEALTH/KHC 200

SALARY
:
R122 841 Per Annum plus 10% scarce skills allowance

CENTRE
:
Kimberley Hospital Complex

REQUIREMENTS
:
Tertiary qualification in Diagnostic Radiography.  Must be registered with the HPCSA. Must have more than 5 years working experience as a Senior Radiographer. Managerial experience will be an advantage.

DUTIES
:
The successful candidate will have the following responsibilities/ duties: Receive documents and prepare patients for specific examinations. Accept responsibility for the patients well being. Select apparatus to be used for certain techniques Positioning of patients for imaging. Protect, patients, staff and public with regard to radiation, mechanical and electrical dangers. Radiographic and photographic processing Safety and maintenance of equipment in the X-ray department. Quality control and monitoring of radiation. Supervise junior staff Manage the working area. Safety and protection as stipulated.

ENQUIRIES
:
Ms N.L. Fatyela, Telephone:  (053) 802 -2451

POST 14/144
:
CHIEF RADIOGRAPHER REFERENCE: HEALTH/KHC 200

SALARY
:
R116 528 Per Annum plus 10% scarce skills allowance

CENTRE
:
Kimberley Hospital Complex

REQUIREMENTS
:
Tertiary qualification in Diagnostic Radiography.  Must be registered with the HPCSA. Must have more than 5 years working experience as a Senior Radiographer. Managerial experience will be an advantage.

DUTIES
:
The successful candidate will have the following responsibilities/duties: Receive documents and prepare patients for specific examinations. Accept responsibility for the patients well being. Select apparatus to be used for certain techniques Positioning of patients for imaging. Protect, patients, staff and public with regard to radiation, mechanical and electrical dangers. Radiographic and photographic processing Safety and maintenance of equipment in the X-ray department. Quality control and monitoring of radiation. Supervise junior staff Manage the working area. Safety and protection as stipulated.

ENQUIRIES
:
Ms N.L. Fatyela, Telephone:  (053) 802 -2451

ANNEXURE U
PROVINCIAL ADMINISTRATION: WESTERN CAPE

DEPARTMENT OF CULTURAL AFFAIRS AND SPORT

APPLICATIONS
:
Please submit your application via the Head of your Department, (if a public service employee) stating the reference number of the post you are applying for, to: Jobvest: Response Handling P O Box 6617 Roggebaai 8012 OR E-mail to rh3@adcorp.co.za OR Fax to (086) 614 8632

CLOSING DATE
:
13 April 2007

NOTE
:
Applications must be submitted on form Z83, obtainable from any Public Service Department, and should be accompanied by a completed Curriculum Vitae, certified copies of qualifications and identity document, and the names of three referees. It will be expected of candidates to be available for selection interviews on a date, time and place as determined by the Department. No late applications will be accepted. The Department intends to promote representivity with the filling of the post and an indication in this regard will expedite the processing of applications. This post will be advertised in the Media and PSVC.

OTHER POSTS

POST 14/145
:
ASSISTANT DIRECTOR: MONITORING AND EVALUATION (X2) (CONTRACT POST 2 YEARS) REF.NR. CHD/07/008



Office of the Head of Department

SALARY
:
R190 690 per annum (inclusive of 30% in lieu of service benefits)

REQUIREMENTS
:
The preferred qualification for this position is a relevant 3-year Degree / Diploma plus proven relevant experience in project, budget and strategic management capabilities. Applications from candidates in possession of Grade 12 with extensive appropriate experience will also be considered. The following will serve as recommended competencies/skills: ( Analytical, innovative and lateral thinking skills ( project management and interpersonal skills ( computer literacy ( conflict resolution skills ( knowledge of Public Sector Legislation, Policies and Strategies ( consultation, negotiating and decision making skills ( presentation skills ( a valid Code 08 (B) driver’s licence ( experience of monitoring and evaluation processes ( report writing skills

DUTIES
:
Key performance areas: ( The successful candidates will be responsible for: ( Developing and managing the process of amending the existing monitoring and evaluation framework for service delivery including field visits ( reporting on monitoring and evaluation results and recommendation ( monitoring the implementation of the recommendations contained in the service level agreement of all assessed organizations ( identifying capacity-building programmes for the assessed organizations and referrals to the relevant directorate, for the development of the programmes ( managing of human and other resources ( analysing, interpreting and evaluating trends from assessed organizations ( providing the  Deputy Director with input that will assist him to engage with other directorates and all stakeholders.

ENQUIRIES
:
Mr L Qomfo, Tel. (021) 483-9511

POST 14/146
:
ADMINISTRATIVE OFFICER – MONITORING AND EVALUATION: (CONTRACT POST 2 YEARS) REF.NR. CHD/07/004



Office of the Head of Department

SALARY
:
R128 590 per annum (inclusive of 30% in lieu of service benefits) 

REQUIREMENTS
:
The preferred qualification for this position is a relevant 3-year Degree / Diploma. Applications from candidates in possession of Grade 12 with extensive relevant experience will also be considered. The following will serve as recommended competencies/skills: *Knowledge of Public Sector Legislation protocols, strategies, and policies *Knowledge of department’s key objectives *Good verbal and written communication skills in at least two of the three official languages of the Western Cape *Excellent conflict, consultation, negotiating and problem solving skills *A valid code 08 (B) driver’s licence. Computer literacy (MS Excel and Access) *Office administration skills *Ability to work independently and under pressure.

DUTIES
:
Key performance areas: ( The successful candidate will be responsible for: ( providing administrative and operational support to, as well as managing the administrative and operational deliverables of the Directorate: Monitoring and Evaluation. 

ENQUIRIES
:
Mr L Qomfo Tel. (021) 483-9511

DEPARTMENT OF ENVIRONMNT AFFAIRS AND DEVELOPMENT PLANNING

[image: image5.jpg]


The Department of Environment Affairs and Development Planning is an equal opportunity employer and committed to rendering an effective and efficient service. The Department intends to promote representivity with the filling of the posts. Kindly indicate gender, race and disability status to facilitate the process.

NOTE
:
Applications from candidates who comply with the advertised requirements of the attached vacant posts, are awaited. This advertisement must be brought to the attention of all personnel in excess, including those on leave. Directions to candidates: Applications on form Z.83, accompanied by a detailed CV, must be forwarded (through your supervisor) to the address as indicated below each post.  CV’s will not be returned.  This post will be filled in compliance with Article 11 of the Public Service Act, 1994, as amended and in accordance with this Departments Employment Equity Plan taking into account the gender targets.  Excess staff will receive preference and an indication in this regard will be appreciated.  People with disabilities are also welcome to apply and an indication in this regard will be appreciated. Please Note: The reference number and name of the post must be indicated on your application and CV. No application will be considered without it. Candidates who do not comply with the qualifications as advertised but who are nonetheless absorbed in the occupational class concerned, are deemed to possess such a qualification. NB:  Applications which are received after the closing date will not be considered.  If written applications cannot be forwarded timeously, the candidature of the applicants must be reported telephonically before or on the closing date to the relevant department. The application documents should then immediately be forwarded in the prescribed manner. Note: The Department will only communicate with short-listed candidates who have been selected for interviews. Applicants must note that further checks will be conducted once they are short-listed and that their  appointment is subject to positive outcomes on those checks. No CV’s will be returned. No faxed, e-mailed or late applications will be considered. Shortlisted candidates must please note that they will be required to furnish proof of original certificates of qualifications during the selection process. It is the applicant’s responsibility to have foreign qualifications evaluated by the South African Qualifications Authority (SAQA). *NB It may be expected of interviewed candidates to undergo a practical test.

OTHER POSTS

POST 14/147
:
RECORDS MANAGER (1 POST) REFERENCE NUMBER: E/07/011



Directorate: Human Resource Management and Support Services



Division: Support Services (Records Management)

SALARY
:
R183 084 per annum Note: In addition to the salary mentioned below, this position offers competitive benefits, which include an annual service bonus, conditional housing allowance, pension and medical subsidy. 

CENTRE
:
Cape Town

REQUIREMENTS
:
( An appropriate three year tertiary qualification. ( Successful completion of an appropriate Records Management course.  (  At least three years clerical/administrative experience. (Candidates who have the required experience and have completed an appropriate records management course, but do not have an appropriate three year tertiary qualification, may also apply) Recommendation: ( Successful completion of the National Archives Records Management course ( knowledge of the Promotion of Access to Information Act (Act 2 of 2000) ( knowledge of Human Resource Management Policies and Procedures ( knowledge of cellular, landline and fax Policies ( knowledge of Transport Policies and Procedures ( good interpersonal relations ( organizational skills ( good verbal and communication skills in at least two of the three official languages of the Western Cape Province ( ability to use initiative and to be innovative ( ability to work under pressure ( working knowledge of the National Archives Act, 43 of 1996 ( computer literacy ( MS Word, Excel and Access) ( a valid code (08) driver’s license. 

DUTIES
:
( execution of all supervisory duties with regard to Registry, Records Management, Auxiliary Services and Transport ( implementation and maintenance of the Records classification system ( manage all matters with regard to Human Resource Management in the Division ( manage the Division’s budget ( report to Senior Management on a monthly basis with regard to the functioning of and the workflow in afore-mentioned components.

ENQUIRIES
:
Mr. I Carolus at Tel: (021) 483 3138

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

FOR ATTENTION
:
Ms C Pegram

CLOSING DATE
:
20 April 2007

POST 14/148
:
SENIOR ADMINISTRATIVE OFFICER (1 POST) REFERENCE NO: F/07/004



Division: Support Services (Records Management)



Directorate: Human Resource Management and Support Services

SALARY
:
R 98 916 per annum Note: In addition to the salary mentioned, this position offers competitive benefits, which include an annual service bonus, conditional housing allowance, pension and medical subsidy.

CENTRE
:
Cape Town

REQUIREMENTS
:
The formal qualification requirement for this post is a Senior Certificate (Grade 12), plus 5 years appropriate experience and relevant training provided by Provincial Archives in Records Management. The following will serve as recommendations: Successful completion of the National Archives Records Management course ( good verbal and written skills in at least two of the three official languages of the Western Cape ( knowledge of the Western Cape Provincial Archives and Records Services Act, 2005 (Act No.3 of 2005), Batho Pele Principles and Public Financial Management ( good interpersonal skills ( excellent organising skills (  ability to work under pressure ( computer literacy (MS Word, Excel, Power Point and Groupwise). 

DUTIES
:
( The successful candidate will be responsible for: ( implementation and effective management of the records management system within the department ( maintaining, amending and revising the existing file plan of the department and report such amendments to WCPA ( allocating file numbers and ensuring that file numbers are correctly recorded on files ( obtaining written approval from WCPA for the disposal of files ( maintaining a electronic database of all terminated files ( conducting regular inspections in order to ensure effective records management practices ( monitoring and managing staff within the records management section.

ENQUIRIES
:
Mr EA Sias, Tel (021) 483 3195

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

FOR ATTENTION
:
Ms C Pegram

CLOSING DATE
:
20 April 2007

POST 14/149
:
SENIOR ADMINISTRATIVE OFFICER (1 POST) REFERENCE NO: F/07/004



Division: Support Services (Records Management)



Directorate: Human Resource Management and Support Services

SALARY
:
R 98 916 per annum Note: In addition to the salary mentioned, this position offers competitive benefits, which include an annual service bonus, conditional housing allowance, pension and medical subsidy.

CENTRE
:
Cape Town

REQUIREMENTS
:
The formal qualification requirement for this post is a Senior Certificate (Grade 12), plus 5 years appropriate experience and relevant training provided by Provincial Archives in Records Management. The following will serve as recommendations: Successful completion of the National Archives Records Management course ( good verbal and written skills in at least two of the three official languages of the Western Cape ( knowledge of the Western Cape Provincial Archives and Records Services Act, 2005 (Act No.3 of 2005), Batho Pele Principles and Public Financial Management ( good interpersonal skills ( excellent organising skills (  ability to work under pressure ( computer literacy (MS Word, Excel, Power Point and Groupwise). 

DUTIES
:
( The successful candidate will be responsible for: ( implementation and effective management of the records management system within the department ( maintaining, amending and revising the existing file plan of the department and report such amendments to WCPA ( allocating file numbers and ensuring that file numbers are correctly recorded on files ( obtaining written approval from WCPA for the disposal of files ( maintaining a electronic database of all terminated files ( conducting regular inspections in order to ensure effective records management practices ( monitoring and managing staff within the records management section.

ENQUIRIES
:
Mr EA Sias, Tel (021) 483 3195

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

FOR ATTENTION
:
Ms C Pegram

CLOSING DATE
:
20 April 2007

POST 14/150
:
ADMINISTRATIVE OFFICER (2 POSTS) REFERENCE NO: F/06/019(B)



(Administration Line Function and Support Services)



Chief Directorate: Environmental and Land Management



NB Candidates that previously applied for the post, should re-apply.

SALARY
:
R 98 916 per annum, Note: In addition to the salary mentioned, this position offers competitive benefits, which include an annual service bonus, conditional housing allowance, pension and medical subsidy.

CENTRE
:
Cape Town

REQUIREMENTS
:
The formal qualification for this position is a Senior Certificate (Grade 12) or equivalent qualification with appropriate administrative experience. The following will serve as recommendations: knowledge of protocols and procedures ( experience in Human Resource and Personnel aspects (  experience in Financial and Budget Management ( experience in meeting procedures and minute-taking ( computer literacy in MS Word, Excel, Power Point, Access, Data Capturing,  Internet, Website and Groupwise (  knowledge of basic requirements of the Registry System (  good written and verbal skills in at least two of the three official languages of the Western Cape and able to communicate on all levels (  supervisory skills and good interpersonal relations (  knowledge of electronic data capturing and record management. 

DUTIES
:
(  Managing the database for statistical and status purposes on an Access database on the National Environmental Authorization System (NEAS); which include the maintaining and updating of database of applications, queries, instructions and the compilation of reports ( store, organise and retrieve information on Government and Departmental policies, directives of an administration and line function nature ( control of quotes, ordering of stock, equipment and furniture; ( control of payment of goods and services ( controlling of all sundry/recurring payment maintenances, bank entity maintenances and S&T forms ( control of the directorate’s budget ( compilation of the annual budgets and Supplementary budgets ( compilation of monthly projected expenditures ( cash flows and personal audits) ( co-ordination of HRM aspects  ( co-ordination of comments, inputs concerning policy documents, budgets speeches and annual reports ( secretariat of meetings, drafting of agenda and minutes ( supervision of staff. 

ENQUIRIES
:
Ms L Speller, Tel (021) 483 4471

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

FOR ATTENTION
:
Ms C Pegram

CLOSING DATE
:
10 April 2007

POST 14/151
:
SENIOR ADMINISTRATIVE OFFICER (1 POST) REFERENCE NO: F/07/004



Directorate: Human Resource Management and Support Services



Division: Support Services (Records Management)

CENTRE
:
Cape Town

SALARY
:
R 98 916 per annum Note: In addition to the salary mentioned, this position offers competitive benefits, which include an annual service bonus, conditional housing allowance, pension and medical subsidy.

REQUIREMENTS
:
The formal qualification requirement for this post is a Senior Certificate (Grade 12), plus 5 years appropriate experience and relevant training provided by Provincial Archives in Records Management. The following will serve as recommendations: Successful completion of the National Archives Records Management course ( good verbal and written skills in at least two of the three official languages of the Western Cape ( knowledge of the Western Cape Provincial Archives and Records Services Act, 2005 (Act No.3 of 2005), Batho Pele Principles and Public Financial Management ( good interpersonal skills ( excellent organising skills (  ability to work under pressure ( computer literacy (MS Word, Excel, Power Point and Groupwise). 

DUTIES
:
The successful candidate will be responsible for: ( implementation and effective management of the records management system within the department ( maintaining, amending and revising the existing file plan of the department and report such amendments to WCPA ( allocating file numbers and ensuring that file numbers are correctly recorded on files ( obtaining written approval from WCPA for the disposal of files ( maintaining a electronic database of all terminated files ( conducting regular inspections in order to ensure effective records management practices ( monitoring and managing staff within the records management section.

ENQUIRIES
:
Mr EA Sias, Tel (021) 483 3195

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

FOR ATTENTION
:
Ms C Pegram

CLOSING DATE
:
20 April 2007

NOTE
:
This post will be advertised in the Die Burger, The Argus, PSVC and EADP Bulletin and will be filled in accordance with section 11 of the Public Service Act, 1994, as amended.

POST 14/152
:
PERSONNEL PRACTITIONER (1 POST) POLICY DEVELOPMENT AND TRAINING REFERENCE NO: F/07/002 (B)



Directorate: Human Resource Management and Support Services

SALARY
:
R98 916 per annum Note: In addition to the salary mentioned, this position offers competitive benefits that include an annual service bonus, conditional housing allowance, pension and medical subsidy.

CENTRE
:
(Cape Town)

REQUIREMENTS
:
The formal qualification for this position is an appropriate, recognized Bachelor’s degree or equivalent qualification in Human Resource Development. The following will serve as recommendations: (  a minimum of 2 years relevant experience in a Human Resource environment (  good communication skills in at least two of the three official languages (English, Afrikaans, Xhosa) of the Western Cape Province (verbal and written) ( excellent human relations and interpersonal skills ( research skills, the ability to interpret and implement directives ( ability to work under pressure and to display initiative ( knowledge of Human Resource Management prescripts such as Basic Conditions of Employment Act, Employment Equity Act, Labour Relations Act, Public Service Regulations ( knowledge of SAQA and NQF as well as the Skills Development Act 97 of 1998 and White Paper on Human Resource Management in the Public Sector of 1997 ( computer literacy (MS Word, Excel, Access, Power Point, Groupwise, Internet and PERSAL) ( a valid code 08 driver’s licence. 

DUTIES
:
The successful candidate will be responsible for: ( giving effect to the National Skills Development Strategy ( facilitate and develop induction programmes ( bursary administration ( the co-ordination and administration of all training matters ( rendering a secretarial function to the Workplace Skills Development Committee ( administer applications of the various human resource policy prescripts ( render support and advise regarding policies ( administer tasks associated with the section and ensure that the databases are updated. 

ENQUIRIES
:
Ms L Meyer, Tel (021) 483 2734 

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

FOR ATTENTION
:
Ms C Pegram

CLOSING DATE
:
20 April 2007

NOTE
:
Strong consideration will be given to excess employees. Excess staff must kindly indicate as such on Z83.
POST 14/153
:
SENIOR ADMINISTRATION CLERK (1 POST) REFERENCE NO: G/07/005



Division: Support Services (Records Management)



Directorate: Human Resource Management and Support Services 

SALARY
:
R54 222 per annum, Note: In addition to the salary mentioned below, this position offers competitive benefits that include an annual service bonus, conditional housing allowance, pension and medical subsidy.

CENTRE
:
Cape Town

REQUIREMENTS
:
The formal qualification for this post is a Grade 12 (or equivalent), plus appropriate experience in an archive environment. The following will serve as recommendation: ( organizational skills ( good verbal and communication skills in at least two of the three official languages of the Western Cape ( ability to use initiative and to be innovative ( ability to work under pressure ( work knowledge of the National Archives Act, 43 of 1996 ( computer literate. 

DUTIES
:
The successful candidate will be responsible for: ( assisting with the implementation and maintenance of the Records classification system ( assist the Records Manager with the updating of the Departmental filing system as well as correct allocation to reference numbers ( issuing of terminated files requested within the department and Western Cape Provincial Archives (WCPA) Records Centre, Alfred Street storage facility and other departments ( retain a database of all terminated files requested from Western Cape Provincial Archives (WCPA) and within the department ( assist with enquiries regarding files, documentation, etc ( responsible for the ordering of stationery. 

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

FOR ATTENTION
:
Ms C Pegram

CLOSING DATE
:
20 April 2007

DEPARTMENT OF HEALTH

In line with the Employment Equity Plan of the Department of Health it is our intention with this advertisement to achieve equity in the workplace by promoting equal opportunities and fair treatment in employment through the elimination of unfair discrimination.  It will be expected of candidates to be available for selection interviews on a date, time and place as determined by the Department

NOTE
:
Applications should be submitted on form Z83 (available from any state department) and should be accompanied by certified copies of qualifications, Curriculum Vitae and the names of three referees. It will be expected of candidates to be available for selection interviews on a date, time and place as determined by the Department. Kindly note that preference will be given to excess personnel.

MANAGEMENT ECHELON

POST 14/154
:
PRINCIPAL SPECIALIST (OBSTETRICS AND GYNAECOLOGY)

SALARY
:
Remuneration package: R502 725 per annum (A portion of the package can be structured according to the individual’s personal needs) plus a non-pensionable scarce skills allowance of 15% of basic annual salary.
CENTRE
:
Groote Schuur Hospital, Observatory

REQUIREMENTS
:
Applications are awaited from persons who are registered with the Health Professions Council of South Africa as Specialist Obstetrician Gynaecologist. Registration with the Health Professions Council of South Africa as a Sub-Specialist in one of the recognised gynaecological sub-specialities plus extensive experience in that sub- speciality. Extensive clinical experience in obstetrics and gynaecology and in addition show evidence of experience in teaching, administration and research. The person appointed to this position will be subjected to a security clearance, the signing of a performance agreement and an employment contract. Applicants may be subjected to a competency assessment test.

DUTIES
:
This is a senior position in the Department and responsibilities will primarily revolve around the following: Provide clinical service in general Obstetrics and Gynaecology to patients at consultation level. esponsibility for one of the sub-specialities of gynaecology-gynaecological oncology, reproductive medicine, urogynaecology. Supervision of specialist, registrars and other health care professionals. Academic responsibilities as determined by the Head of Department. To participate in the teaching of under-and post-graduate students. To actively participate in managing the obstetric and gynaecology unit. Administrative duties as required. A research commitment is an essential component of this post. Obstetric service provision within the peninsula maternal and neonatal service may be based at any one of the 3 hospitals within the service. Participate in the on-call roster for both obstetrics and gynaecology during the week and over weekends. The following will serve as recommendations: A postgraduate degree such as MD or PhD indicating research input. Expertise in audit of clinical services. Good communication skills and the ability to work within a team.

ENQUIRIES
:
Professor Zephne van der Spuy, tel no. (021) 404-4484 or 406-6117

APPLICATIONS
:
The Director: Human Resource Management, Department of Health, PO Box 2060, Cape Town, 8000.

FOR ATTENTION
:
Mr G Limby/MS G Abrahams
CLOSING DATE
:
4 May 2007
OTHER POSTS

POST 14/155
:
SENIOR SPECIALIST: REGIONAL FORENSIC PATHOLOGY SERVICES

SALARY
:
Remuneration package: : R343 257 per annum (a portion of the package can be structured according to  the individual’s personal needs) plus a non-pensionable scarce skills allowance of 15% of  basic annual salary.

CENTRE
:
George Regional Forensic Pathology Services

REQUIREMENTS
:
Registration as a specialist in Forensic Pathology by the Health Professions Council of South Africa. Appropriate experience in Forensic Pathology before assuming duty. Knowledge and experience of Clinical Forensic procedures and documentation. Ability and experience in doing research. Good working knowledge of relevant legislation, Regulations and Policies governing Medical Forensic procedures and investigations. Above average Computer, and software literacy. Fluency in two of the three indigenous languages in the Western Cape. Teaching and training skills. May be required to work overtime. Recommendation: Creativity to develop new ideas, which can result in changes to existing methods, techniques, and procedures.

DUTIES
:
Forensic post-mortem examinations, completion of all investigations and documentation in relevant cases, and oral evidence in post judiciary proceedings related thereto. Teaching and training of Medical, Criminal investigation, and Justice groups in Medico-legal autopsies, and related investigations. Perform a support/advisory role in the administrative function and teaching activities of the Clinical Forensic Practitioners in the Region. Assist the Principal Specialist in the Management activities within the Region.

ENQUIRIES
:
Ms Vonita Thompson (021) 483-5800

APPLICATIONS
:
The Director: Human Resource Management, Department of Health, PO Box 2060, Cape Town, 8000.

FOR ATTENTION
:
Mr G Limby/Ms G Abrahams

CLOSING DATE
:
4 May 2007

POST 14/156
:
SENIOR SPECIALIST
SALARY
:
Remuneration package: R343 257 per annum (a portion of the package can be structured according to  the individual’s personal needs) plus a non-pensionable scarce skills allowance of 15% of  basic annual salary.
CENTRE
:
Division of Forensic Medicine University of Cape Town/Groote Schuur Hospital
REQUIREMENTS
:
Registration with, or the ability to register with, the Health Professions Council of South Africa as a Specialist Forensic Pathologist. The ability to communicate in at least two of the three official languages of the Western Cape Province. A valid Code EB (manual transmission) driver’s licence. Ability to perform duties outside of normal working hours. Recommendations: Appropriate full-time experience in forensic medicine. Demonstrated ability for teaching. Demonstrated ability in research. Previous administration experience at a level of junior or middle manager. Good interpersonal and communication skills.

DUTIES
:
The successful candidate will be responsible for: Performing forensic autopsies and assisting with autopsies to determine the cause of death in unnatural deaths and completing all necessary investigations and documentation on cases timeously and accurately. Attending crime scenes when indicated. Presenting evidence in court for relevant cases. Teaching and training of undergraduate and postgraduate students and forensic officers, and guidance and instruction of junior staff. Assisting the head of the division with administrative functions. Participate in the learning activities of the division.

ENQUIRIES
:
Professor L Martin at (021) 406-6412

APPLICATIONS
:
The Director: Human Resource Management, Department of Health, PO Box 2060, Cape Town, 8000.

FOR ATTENTION
:
Mr G Limby/Ms G Abrahams

CLOSING DATE
:
4 May 2007

POST 14/157
:
SPECIALIST: OBSTETRICS AND GYNAECOLOGY
SALARY
:
Remuneration package: R289 635 per annum (A  portion of the package can be structured according to the  individual's personal needs.) plus a non-pensionable scarce skills allowance of 15% of basic annual salary.

CENTRE
:
Tygerberg Hospital, Parow Valley

REQUIREMENTS
:
Higher qualification in Obstetrics and Gynaecology. Registration with the Health Professions Council of South Africa as a Specialist Obstetrician and Gynaecologist. An academic background and an active research interest. Candidates will also be judged on their service performance and administrative ability. Willing to participate in outreach activities to primary care facilities in the Tygerberg region.

DUTIES
:
Clinical work in Obstetrics and Gynaecology. Teaching of undergraduate and postgraduate students. Participation in research activities at Tygerberg Hospital

ENQUIRIES
:
Prof TF Kruger, tel. no. (021) 938-9209/4661

APPLICATIONS
:
The Chief Director: Tygerberg/Dental Hospitals, Private Bag X3, Tygerberg, 7505

FOR ATTENTION
:
Ms V Meyer

CLOSING DATE
:
4 May 2007
POST 14/158
:
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 University of Cape Town/Groote Schuur Hospital
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
:
Professor L Martin at (021) 406-6412

APPLICATIONS
:
The Director: Human Resource Management, Department of Health, PO Box 2060, Cape Town, 8000.

FOR ATTENTION
:
Mr G Limby/Ms G Abrahams

CLOSING DATE
:
4 May 2007

POST 14/159
:
REGISTRAR: FORENSIC PATHOLOGY
SALARY
:
R183 084 per annum plus a non-pensionable scarce skills allowance of 15% of basic annual salary.

CENTRE
:
Division of Forensic Medicine University of Cape Town/Groote Schuur Hospital
REQUIREMENTS
:
Registration with the Health Professions Council of South Africa as a Medical Practitioner. Appropriate and sufficient clinical experience since obtaining the degree of MBChB and after completion of internal rotation. Fluency in two of the three official languages in the Western Cape. Registration as a post-graduate student for the MMed degree. Above average computer and software literacy. Will be required to work overtime. May be expected to perform duties away from office (regional rotation – maximum of 3 months per year). Recommendation: Ability to work well within a group at all levels of authority.

DUTIES
:
Achievement of requirements and tasks as set by the Head and/or other Specialists within the Department. Effective and efficient provision of a full-time service within the Department. Completion of the MMed degree or FC For Path. Optimal research and interest in forensic sciences, forensic pathology and techniques in the field of forensic medicine.

ENQUIRIES
:
Professor L Martin at (021) 406-6412

APPLICATIONS
:
The Director: Human Resource Management, Department of Health, PO Box 2060, Cape Town, 8000.

FOR ATTENTION
:
Mr G Limby/Ms G Abrahams

CLOSING DATE
:
4 May 2007

POST 14/160
:
ASSISTANT DIRECTOR: CLINICAL NURSING: NIGHT DUTY

SALARY
:
R146 685 per annum

CENTRE
:
Tygerberg Hospital, Parow Valley

REQUIREMENTS
:
Registration with the South African Nursing Council as Professional Nurse and Midwife. Registered qualification in Nursing Administration with the South African Nursing Council. Appropriate clinical experience in an academic hospital. Extensive Nursing Management experience in an academic hospital at senior level. Excellent verbal and written communication skills in two of the three official languages of the Western Cape. Recommendations: A South African Nursing Council registered post basic nursing qualification in one or more of the following: Advanced Midwifery, Operating Theatre Nursing, Critical Care Nursing or Nursing Education. Competence in computer programmes Microsoft Word and Excel. Negotiation and problem solving skills. Knowledge of labour relations and disciplinary code. Strong leadership skills. Experience in the use of clinical equipment and control of budget levels. Knowledge and experience in disaster management.

DUTIES
:
Exercise control over and identify the need for nursing care – on night duty. Control the clinical nursing services on night duty. Ensure quality patient care on night duty through the setting of standards, implementation and monitoring there of. Participation in Human Resource management and development. Manage identified programmes. Assist with after-hours management of the hospital. Assist with budged control and financial management. Assist in Quality Assurance initiatives. Assist with the co-ordination and implementation of training. Support nursing research.

ENQUIRIES
:
Mrs RM Basson, tel no. (021) 938-4055.

APPLICATIONS
:
The Chief Director: Tygerberg/Dental Hospitals, Private Bag X3, Tygerberg, 7505.

FOR ATTENTION
:
Ms V Meyer

CLOSING DATE
:
4 May 2007
POST 14/161
:
SENIOR CLINICAL PSYCHOLOGIST/LECTURER
SALARY
:
R 146 685 per annum plus a non-pensionable scarce skills allowance of 10% of basic annual salary.

CENTRE
:
Stikland Hospital, Bellville (Associated Psychiatric Hospitals)

REQUIREMENTS
:
Registration with the Health Professions Council of South Africa as independent practitioner clinical psychologist. Appropriate post-registration experience of clinical service delivery. Experience of under- and postgraduate teaching in the health sciences. Fluency in at least two of the three official languages of the Western Cape. Recommendations: Advanced experience of or a tertiary qualification in research. Advanced computer proficiency
DUTIES
:
Diagnose and treat psychiatric conditions in the Acute Admission Units and the Outpatient Unit. Supervise clinical psychology interns and registrars in Psychiatry. Teach selected modules at the Faculty of Health Sciences of the University of Stellenbosch. Perform general, academic and clinical administrative tasks associated with the appointment. Perform clinical research and publish its findings.
ENQUIRIES
:
Ms T van Greunen, tel. no. (021) 940-4451 
APPLICATIONS
:
The Senior Medical Superintendent, Stikland Hospital, Private Bag X13, Bellville, 7535

FOR ATTENTION
:
Ms N Jacobs

CLOSING DATE
:
27 April 2007

POST 14/162
:
CLINICAL TECHNOLOGIST (CARDIOVASCULAR PERFUSIONIST)

SALARY
:
R122 841 per annum

CENTRE
:
Red Cross War Memorial Children’s Hospital, Rondebosch

REQUIREMENTS
:
Registration with Health Professions Council of South Africa as a Clinical Technologist in Cardiovascular Perfusion: Independent (Unsupervised) Practice. Recommendations: Appropriate experience in paediatric perfusion and specialised perfusion techniques (a minimum of 40 paediatric bypass cases performed whilst training). B Tech degree. Computer literacy. Ability to work under pressure and in a team.

DUTIES
:
Operation of the Heart Lung machine and related accessories (Cell Saving devices, Intra-aortic balloon Pump, LV, assist devices etc.). Assistance with administrative duties under Unit Supervisor. Shared on-call system within Cardiothoracic Team covering both Groote Schuur Hospital and Red Cross War Memorial Children’s Hospital.
ENQUIRIES
:
Mr A Kopper, tel.no (021) 404-5114/5029

APPLICATIONS
:
The Chief Executive Officer: Red Cross War Memorial Children’s Hospital, Private Bag X5, Rondebosch, 7700.

FOR ATTENTION
:
Ms C Bulak

CLOSING DATE
:
4 May 2007
POST 14/163
:
CHIEF PROFESSIONAL NURSE (CURATIVE SKILLS: PRIMARY HEALTH CARE)

SALARY
:
R 122 841 per annum.

CENTRE
:
Metro District Health Services: Human Resource Development and Training (Parow Office)
REQUIREMENTS
:
Registration with the South African Nursing Council as a Registered Professional Nurse and Midwife. Certificate in Clinical Nursing Science, Health Assessment, Treatment and Care (or equivalent). Certificate in Curative Skills Primary Health Care (or equivalent). Training/teaching/presentation experience. Fluency in two of the three official languages of the Western Cape. Valid driver’s licence. Recommendations: Appropriate experience in Primary Health Care setting. Computer literacy. Good communication and interpersonal skills. Experience in Primary Health Care. Certificate or knowledge of any or all of the following: Comprehensive Sexual & Reproductive Health, Maternal Child & women’s Health, Mental Health, Integrated Management of Children, Paediatric and Home Based Care.

DUTIES
:
Presenting, planning, implementing, evaluating and mentoring students. Development of Curricula pertaining to the relevant programmes Co-ordinate, plan and design course programmes and projects Record keeping and administrative skills eg. to formulate quarterly and yearly reports Attend relevant meetings as required

ENQUIRIES
:
Ms K Govender, tel. no. (021) 918-1672

APPLICATIONS
:
The Chief Director: Regional Hospitals, Mental Health Services and Emergency Medical Services, Private Bag X15, Parow, 7500.

FOR ATTENTION
:
Ms B Hermes

CLOSING DATE
:
4 May 2007
POST 14/164
:
CHIEF PROFESSIONAL NURSE (MATERNAL CHILD AND WOMEN’S HEALTH)
SALARY
:
R 122 841 per annum.

CENTRE
:
Metro District Health Services: Human Resource Development and Training (Parow Office)
REQUIREMENTS
:
Registration with the South African Nursing Council as Professional Nurse and Midwife. Diploma/Degree in Nursing Education, Psychiatry and Community Health Nurses Science. Training/teaching/presentation experience. Fluency in two of the three official languages of the Western Cape. Valid driver’s licence. Recommendations: Appropriate experience. Computer Literate (MS Office). Good communication and interpersonal skills. Primary Health Care experience.

DUTIES
:
Presenting, planning, implementing, evaluating and mentoring students. Present and evaluate courses in Management of Rape and Sexual assault, Management of Child Abuse, Health Education and Health Promotion in the Schools. Development of Curricula pertaining to the relevant programmes. Record keeping and administrative skills eg. to formulate quarterly and yearly reports. Attend relevant meetings as required.

ENQUIRIES
:
Ms K Govender, tel. no. (021) 918-1672

APPLICATIONS
:
The Chief Director: Regional Hospitals, Mental Health Services and Emergency Medical Services, Private Bag X15, Parow, 7500.

FOR ATTENTION
:
Ms B Hermes

CLOSING DATE
:
4 May 2007
POST 14/165
:
SENIOR TRAINING OFFICER



Directorate: HIV/AID and TB (AIDS Training, Information and Counselling Centre (ATICC)
SALARY
:
R122 841 per annum

CENTRE
:
Plumstead)

REQUIREMENTS
:
A Bachelors degree in Psychology/Social Work plus registration with the appropriate Council essential with proven experience in Counselling Skills. Thorough working knowledge of HIV/AIDS/STI/TB coupled with training experience and facilitation skills in the field of adult education and group facilitation skills essential, as well as experience of adult education methodology. The ability to do research and develop appropriate and specific training materials unaided, as requested by the Chief Training Officer. Proficiency in two of the three official languages of the Western Cape backed by good communication and liaison skills. Valid driver’s licence. Recommendations: Applicants should be self-motivated and should possess excellent interpersonal skills. Experience in conducting supervision/mentoring would be an added advantage. Masters degree in Clinical or Counselling Psychology, Social Work or Mental Health.
DUTIES
:
Conduct centre and community based training for Adult Learners in HIV/AIDS/STI and TB information and counselling training courses, for special target groups in the public sector, from grassroots to post graduate level, according to Job Description. Will be required to travel to areas within Western Cape Province. Under supervision of the Chief Training Officer, to initiate, research and develop training materials for HIV/AIDS/STI/TB information and counselling courses as the need arises, without encroaching on training on time. Conduct face to face HIV Pre- and Post Test Counselling, Ongoing Counselling, Couples Counselling and Family Counselling in order to maintain skills. Supervision and mentoring of trainees and counsellors where appropriate and attend supervision sessions.

ENQUIRIES
:
Ms C Jacobs/Ms C Arendse/Ms M Wanless, tel. no. (021) 797-5336/22/21

APPLICATIONS
:
The Director: Human Resource Management, Department of Health, PO Box 2060, Cape Town, 8000.

FOR ATTENTION
:
Mr G Limby/Ms G Abrahams

CLOSING DATE
:
4 May 2007

POST 14/166
:
SENIOR ADMINISTRATION CLERK 



(Chief Directorate: Regional Hospitals, Mental Health Services and Emergency Medical Services)

SALARY
:
R 54 222 per annum

CENTRE
:
Eben Dönges Hospital, Worcester

REQUIREMENTS
:
Senior (or equivalent) Certificate. Computer literacy. Good communication and writing skills in at least two of the three official languages of the Western Cape. Recommendations: Appropriate administrative experience. The ability to execute duties accurately and thoroughly. The ability to work under pressure. Knowledge of Accounting Officers system, stock control systems and Treasury Regulations. Knowledge of the Hospital Fees Memorandum Chapter 18, Delta 9 and Unified Patient Fees Schedule. Knowledge of LOGIS. Mathematics or Accountancy as a passed subject.

DUTIES
:
Opening of patient folders. Admitting of patient assessments and opening of folders. Relief work in Fees, Medical Records, Reception and Stores. In- and out-patient assessments, admissions and enquiries. Accurate collection and safekeeping of state money. Admissions/discharges of patients. Supply Chaim Management including receipt/issue of stores and purchase of consumables. Billing follow-up, queries of outstanding patient accounts.

ENQUIRIES
:
Mr C Galant, tel. no. (023) 348-1210 

APPLICATIONS
:
The Senior Medical Superintendent, Eben Dönges Hospital, Private Bag X3058, Worcester, 6849.

FOR ATTENTION
:
Ms L Strauss

CLOSING DATE
:
10 May 2007

POST 14/167
:
SENIOR OCCUPATIONAL THERAPY ASSISTANT


(Chief Directorate: Regional Hospitals, Mental Health Services and Emergency Medical Services)

SALARY
:
R 54 222 per annum.

CENTRE
:
Brooklyn Chest Hospital, Ysterplaat

REQUIREMENTS
:
Registration with the Health Professions Council of South Africa as Occupational Therapy Assistant. Appropriate Occupational Therapy Assistant training. Appropriate work experience preferably in a psychiatry environment or in the community. Recommendations: Knowledge of Multi-drug Resistant TB. Knowledge/experience in psycho-social rehabilitation. Knowledge of home based programmes/care. Good interpersonal, communication and organisational skills. Creative thinking abilities

DUTIES
:
The appointed candidate will be responsible for functioning as part of a multi-disciplinary team Assist the Occupational Therapist with administrative tasks. Act as co-facilitator as well as facilitate group therapy. Continuous evaluation and adaptation of activities. Assist with student training when required. Participation in own continuous professional development.

ENQUIRIES
:
Ms Z Claasen, tel. no. (021) 508-7424

APPLICATIONS
:
The Senior Medical Superintendent, Brooklyn Chest Hospital, Private Bag X2, Ysterplaat, 7425.

FOR ATTENTION
:
Ms N Wyngaard

CLOSING DATE
:
2 May 2007
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