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DATE OF ISSUE: 13 APRIL 2007

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

PUBLIC SERVICE VACANCY CIRCULAR NO 15 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 14 MAY 2007

AMENDMENT
:
Office of the Public Service Commission: Kindly note that the correct post title for post no 14/35, advertised in PSVC 14 of 2007 is Principal Personnel Officer not Principal Personal Officer.
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ANNEXURE A
DEPARTMENT OF ENVIRONMENTAL AFFAIRS AND TOURISM

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

APPLICATIONS
:
The Director- General, Department of Environmental Affairs and Tourism Private Bag X447, Pretoria, 0001

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

OTHER POSTS

POST 15/01
:
DEPUTY DIRECTOR: PARLIAMENTARY OFFICER - OFFICE OF THE DIRECTOR- GENERAL (AP 515/2007)

SALARY
:
Total Remuneration Package of R343 257 per annum
CENTRE
:
Pretoria and Cape Town

REQUIREMENTS
:
An appropriate graduate qualification in Social, Natural or Economic Sciences, or any other equivalent three year qualification and 3-5 years managerial experience ( Good understanding of Administrative procedures relating to ministerial/parliamentary services ( Working knowledge of Government Financial Management Framework.  Good understanding of government policy development processes. Considerable knowledge of the Environment and Tourism Sectors (Good planning and organisational skills.  Above average Computer Literacy ( Excellent Interpersonal relations and Good Communication Skills (Written and Verbal) ( Willingness to work long hours.( Good leadership and problem solving skills and the ability to meet deadlines. A valid driver’s licence is necessary.  In addition, a postgraduate qualification will be an added advantage.

DUTIES
:
Liaise with the Department, other departments, and ministries on instruction of the Director- General/ Minister, as well as the parliamentary committees. Handling of all correspondences on functional matters to and from the department, that entails compiling secret documents and cabinet memoranda Controlling and Maintaining a good filing system, determine safe keeping needs and arrange executing of disposal authorizations Control overall packaging and dispatching of official documents for parliamentary sessions and recess, as well as the movement of equipment. Keeping a register of and handle the tabling of all parliamentary documents Oversee budgeting and monitor financial management of the office as well as the management of staff. Assist in providing support to the establishment of Public Entities’ Boards.

ENQUIRIES
:
Ms. G Gcanga Tel (012) 310 3381

FOR ATTENTION
:
Mr Themba Shilenge

CLOSING DATE
:
23 April 2007, and the successful candidate will be expected to resume duties immediately, and will be subjected to at least secret level security clearance. Candidates who are not contacted with 30 days after the closing date should regard their applications as unsuccessful.

POST 15/02
:
DEPUTY DIRECTOR: EDUCATION AND TRAINING (AP51/2007)

SALARY
:
Remuneration package of R343 257 per annum (including choice of basic salary between (70% and 76% of package), State’s contribution to the Government Employee Pension Fund (13% of basic salary) and a flexible portion. The flexible portion of the package can be structured according to the individual’s personal needs).
CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate B degree or equivalent qualifications in the following fields: Environmental Management or Social Sciences. A postgraduate qualification in Environmental Management (or equivalent), Social Sciences and strong education and training background will be an added advantage. In addition the candidate should have experience in working within complex organizational settings. Knowledge of Environmental Legislation. Ability to supervise staff and facilitate processes. Ability to manage finances and prepare budget reports. Strong written and verbal communication skills. Good organizational and project management skills. Computer literacy.

DUTIES
:
Manage and implement environmental education and training capacity building programmes Guide and oversee the implementation of the learnership pilot project Guide and oversee the implementation of the internship programme in provinces Manage the implementation of the Integrated Waste Management Plan courses in all provinces Liaise with institutions of higher learning and influence curricula on environmental issues Design and conduct workshops on careers in the environment and tourism sector Liaise with the relevant SETAs and government departments on the development of standards and qualifications in the environment sector Provide support to line functions and coordinate public education activities Manage and implement donor funded capacity building projects Prepare budget and supervise the performance of staff 

ENQUIRIES
:
Mr. T Mathiba Tel No: (012) 310 3528 / 3911

FOR ATTENTION
: 
Ms L Maledu, Fax (012) 322- 2682

CLOSING DATE
:
20 April 2007

POST 15/03
:
ASSISTANT DIRECTOR: ENVIRONMENTAL IMPACT EVALUATION: NATIONAL (AP 70/2006)
SALARY
:
R183 084 per annum (Total package of R 238 462 per annum conditions apply)

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate B Degree or equivalent in Environmental Management field, Natural Science, or equivalent qualification. Proven experience of environmental impact management work conducted. A thorough and practical understanding of environmental impact assessment and other modern environmental management tools and systems. Excellent communication abilities to be able to interpret international treaties, acts, regulations and technical information documents. Negotiation skills. Computer literacy, Sound managerial skills and the ability to manage staff and specialized consultants. The ability to work independently. Be prepared to conduct extensive travelling. The following will be added advantage: A valid code EB driver’s license (Light motor vehicle). A post graduate qualification and/ or a course in the environmental management field.

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

ENQUIRIES
:
Ms M Ntene, Tel (012) 310 3031

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

CLOSING DATE
:
30 April 2007

POST 15/04
:
ASSISTANT DIRECTOR: EDUCATION AND TRAINING COORDINATOR REF (AP53/2007)

SALARY
:
Total Package: R146 385 per annum (Total package of R205 314p.a conditions apply

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate B degree or equivalent qualifications in the following fields: Environmental Management or Social Sciences. Strong written and verbal communication skills. A strong education and training background will be an added advantage. Good organizational and project management skills. Computer literacy.

DUTIES
:
Coordinate environmental education and training capacity building projects in the directorate Coordinate the pilot implementation of the environmental educators learnership Liaise with institutions of learning and influence curricular Conduct workshops with schools on careers in the environmental and tourism sector Support line functions to implement public education activities Liaise with the relevant SETAs and ensure the uploading of all learner  records onto the SAQA database Render general communications and administrative support to the sub-directorate 

ENQUIRIES
:
Mr. T Mathiba   Tel No: (012) 310 3653 

FOR ATTENTION
:
Ms T Sethabathaba Fax (012) 322- 2682

CLOSING DATE
:
20 April 2007

POST 15/05
:
ASSISTANT DIRECTOR: RECRUITMENT, SELECTION AND APPOINTMENTS (AP61/2007)

SALARY
:
R183 084 per annum (Total package of R 250 114 per annum conditions apply)

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Bachelors degree or equivalent qualification. At least 3 years Public Service experience would be an advantage. Knowledge of the recruitment and selection process, Public Service Act, 1994 as amended, Employment Equity Act, 1998, Basic conditions of Employment Act and the Public Service regulatory and management framework. In addition to the above, the successful candidate must have good communication skills, (verbal and written); good planning and presentation skills, ability to interpret and apply policies, ability to develop new ideas that result in major changes on existing policy frameworks; computer literacy (including Excel). 

DUTIES
:
The successful candidate will perform the following tasks: Support effective Recruitment, Selection and Placement of competent human resources in the Department through policy development and the implementation of such policy in the Recruitment, Selection and Appointment process Develop, refine and maintain databases, reports and surveys on Recruitment, Selection & Appointment practices. Support the Departmental retention strategy through the orientation of new employees 

ENQUIRIES
:
Mr J Kutu (012) 310-3441

FOR ATTENTION
:
Ms T Sethabathaba, Fax Number: (012) 322-2682
CLOSING DATE
:
30 April 2007

ANNEXURE B
GOVERNMENT EMPLOYEES PENSION FUND

It is intended to promote representativeness through the filling of these posts and the candidature of persons whose promotion/ appointment will promote representativeness, will receive preference.

APPLICATIONS
:
Please forward your application, quoting the relevant reference number, Government Employees Pension Fund, Private Bag X63, Pretoria 0001

FOR ATTENTION
:
Ms UC Viljoen

CLOSING DATE
:
20 April 2007
NOTE
:
Requirement of applications: Must be submitted on form Z83, obtainable from any Public Service Department. Must be accompanied by a comprehensive CV with original certified copies of qualifications and ID document (copies of certified documents will not be accepted). Must include the name and contact details of three references that can comment on their performance. The candidate must agree to the following: Signing of a Declaration of Secrecy that a thorough reference and Security Clearance check with regard to work performance, SA citizenship, qualifications, criminal and credit record can be done and if it is not positive, the candidate can be asked to leave the service of the Department.  It is the applicant’s responsibility to have foreign qualifications evaluated by the South African Qualifications Authority (SAQA). The Government Employees Pension Fund reserves the right not to fill the advertised position. Communication will only be conducted with the short listed candidates. No faxed / e-mailed / late applications will be considered.

OTHER POST

POST 15/06
:
ADMINISTRATIVE OFFICER (REF: AO / HR/ 2007/02)



Government Employees Pension Fund



Human Resources



One Administrative Officer position is currently available at the Government Employees Pension Fund: Human Resources. This position will be filled as a permanent position.

SALARY
:
R98 916 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
A Recognised three-year Bachelor’s Degree or equivalent qualification and at least 3 years experience in performance management or 5 years experience in performance management. Experience in the general Human Resources environment will be an added advantage. A good working knowledge of the Persal system will be an added advantage. Computer literacy that would include a good working knowledge of Microsoft Office products and excellent working knowledge of Excel and the practical application of that knowledge. A valid drivers license. Competencies: Excellent interpersonal relations. Excellent communication skills (written and verbal) Must be analytical and thorough - Ability to detect errors. Ability to work in a team. Effective problem solving skills. Effective organisational skills. Must be able to take responsibility. Must be able to work independently. Ability to work under pressure. Ability to prioritize urgent matters and deal with confidential matters 

DUTIES
:
Key result areas: The incumbent will be responsible for a wide variety of administrative tasks which includes the following: Administration of all matters pertaining to the performance management system. Processing of performance agreements, reviews and evaluations. Providing of accurate Human Resource Management information and statistics. Maintenance of an effective performance management database. Update of performance management information on the organisational structure. Photocopying and filing of documents and safe-keeping of files. Handle routine correspondence and enquiries. Maintain personnel details on the PERSAL system. Assist with general administrative duties within the Human Resources environment.

ANNEXURE C
INDEPENDENT COMPLAINTS DIRECTORATE

APPLICATIONS
:
Independent Complaints Directorate 388 Andries Street Pretoria 0001

FOR ATTENTION
:
Ms O Mazibuko

CLOSING DATE
:
27 April 2007

NOTE
:
The person appointed to this position will be subjected to security clearance and the signing of an Agreement to Maintain Secrecy.  His / her character should be beyond approach.  Preference will be given to candidates from Pretoria and surrounding areas to limit expenses.
OTHER POST

POST 15/07
:
NETWORK CONTROLLER
SALARY
:
R79 407 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
The ideal candidates must have a relevant post school qualification (e.g. A+, N+, MCSE) and relevant experience in respect of networks (Win. 2003 sever). A driver’s licence is a prerequisite for this post. 

DUTIES
:
Key competencies include: Administer WAN/LAN, Solving/troubleshoot network problems, Installation of software and hardware components, Co-coordinating maintenance and repairs of equipments as well as giving periodic reports; Provide user support; Solving/troubleshoot hardware and software problems.

ENQUIRIES
:
Ms E Kruger @ 012 392 0495

ANNEXURE D
DEPARTMENT OF LAND AFFAIRS

Note: The suitable candidate will be selected with the intention of promoting representivity and achieving affirmative action targets as contemplated in the relevant component’s Employ​ment Equity Plan.

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

CLOSING DATE
:
22 April 2007

NOTE
:
Applications must be submitted on form Z83, 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. The Department reserves the right not to appoint any applicant to these positions. Persons with disabilities are encouraged to apply.

OTHER POSTS

POST 15/08
:
SENIOR PERSONNEL PRACTITIONER (REFERENCE: S8/3/2007/381)

SALARY
:
R122 841 per annum

CENTRE
:
Office of The Shared Service Centre: Pietermaritzburg

REQUIREMENTS
:
A completed Bachelor’s degree or equivalent qualification in Human Resource Management from an accredited institution and appropriate experience; a good understanding and functional knowledge of the Public Service Act, Public Service Regulations, the Labour Relations Act, Basic Conditions of Employment Act, Employment Equity Act and any other relevant legal imperatives; experience in Human Resource Management – especially with regard to recruitment and selection, promotions, performance management, labour relations and employment equity, the ability to work with people of diverse cultures and to communicate and interact at various levels; ability to write reports, submissions and memoranda; computer literacy, good interpersonal skills and a valid driver’s licence.

DUTIES
:
Provide practitioner services in the following: * Misconduct investigations. * Disciplinary hearings. * Inefficient employee investigations. * Abscondment investigations. * Suspensions. * Advertising of posts. * Short listing and interviews. * Contract appointments. * Advice on HR issues. * Co-ordination of Training statistics. * Secretariat services to various HRM Committees.

POST 15/09
:
PRINCIPAL DEEDS CONTROLLER (REFERENCE: S8/3/2007/385)

SALARY
:
R79 407 per annum

CENTRE
:
Office Of The Registrar Of Deeds: Kimberley

REQUIREMENTS
:
*Senior (or equivalent) certificate or an appropriate qualification (non legal). *Extensive knowledge and proven ability in the interpretation of Deeds Registries Act, Sectional Titles Act, other Acts, Ordinances, Case Law and directives pertaining to registration of Deeds. *Experience in a deeds registry and specifically the registration and data section will be an added advantage.
DUTIES
:
*Examining of deeds and documents for validity and registrability in accordance with Common, Statutory and Case Law, as well as accepted practice and procedure in the deeds registration system in order to secure legal title. *Supervisory duties in the registration/data section.

POST 15/10
:
SENIOR PROVISIONING ADMINISTRATION CLERK (REFERENCE: S8/3/2007/383)

SALARY
:
R64 143 per annum

CENTRE
:
Kimberley (Office Of The Registrar Of Deeds)

REQUIREMENTS
:
Grade 12 Certificate. * Good numerical, written and verbal communication skills. Computer skills. * Extensive knowledge of Supply Chain Management. * Asset Management and Travel Management will be a recommendation and Extensive experience in respect of AccPac Purchase Orders and D-Bitt is highly recommended

DUTIES
:
Procurement of assets, goods and services. * Disposal of assets. * Verification of assets. * Arrange accommodation and travelling. * Administration of maintenance of building, maintenance of furniture and equipment. * Asset control. * Assist with drawing of budget in respect of provisioning and procurement. * Maintaining inventories and asset register on D-Bitt. 

POST 15/11
:
SENIOR SECRETARY (REFERENCE: S8/3/2007/384)

SALARY
:
R64 143 per annum

CENTRE
:
Kimberley (Office Of The Registrar Of Deeds)

REQUIREMENTS
:
A Senior Certificate with typing as a subject or any other training course/qualification that will enable the person to perform the work satisfactory. * Appropriate secretarial plus minus 2 – 3 years experience. * Computer literacy (MS Word, MS Excel, Power Point). * Good written and verbal communication skills. * Excellent administrative, organisational and general office management skills. * Excellent inter​personal relations at all levels. * Good telephone etiquette* Ability to manage and arrange meetings/functions. * Ability to maintain a high level of confidentiality. * High level of reliability. * Trust​worthy individual with integrity. * Must be prepared to work overtime when required. * Ability to act with tact and discretion. * Good grooming and presentation. Recommendations: In depth knowledge of utilisation of software packages. * Proficiency in other languages. * Must be prepared to travel and sleep a way from home when required. Note: Applicants will be subjected to a computer literacy test.

DUTIES
:
Perform a variety of tasks for the Registrar of Deeds and Deputy Registrar of Deeds. * Compilation and typing of letters, reports, submissions and to accept address or decline invitations. * Arrange engagements and meetings. * Keep minutes of meetings. * Keep diary of the Registrar of Deeds and remind him/her of engagement. * Make engagements for the Registrar’s journeys and accommodation. * Request advances and submit claims for Expenditure. * Book venues for meetings and arrange for refreshments at meetings. * Render general receptionist and office auxiliary services to the Registrar. * Attend to claims in respect of Senior Management Transport. * Receive and despatch faxes. * Keep e-mail and fax registers. * Any other tasks as requested by Registrar of Deeds. 

POST 15/12
:
SENIOR DEEDS CONTROLLER (REFERENCE: S8/3/2007/382

SALARY
:
R54 222 per annum

CENTRE
:
Kimberley (Office Of The Registrar Of Deeds)

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

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

ANNEXURE E
NATIONAL PROSECUTING AUTHORITY

APPLICATIONS
:
E – Mail addresses and fax numbers are provided for each post respectively. Alternatively, hand deliver to: 123 Hartley, CNR. Westlake Street, Weavind Park, Pretoria, 0001 or post to: Private Bag X 752, Pretoria 0001. All hand delivered applications must be sent to the VGM building at the NPA head office at Silverton in Pretoria

CLOSING DATE
:
23 April 2007, Applications will not be accepted after the closing date.

NOTE
:
Before you apply: for applications to e accepted: Applications must be submitted on a Z83, obtainable from any Public Service Department or www.npa.gov.za and be completed in full. In full means both pages of the Z83 must be completed and page 2 duly signed. If your Z83 is not completed as prescribed above, your application will not be accepted. CV‘s without Z.83 will not be accepted. Hand written Z.83 and CV’s must be completed in block letters, if not your application will not be accepted. Where candidates must list their preferred Region(s)/ Region(s) of preference, it must be done on page 2 of the Z.83, below the declaration field. Applications without an indication of the preferred Region(s) will not be accepted. Each post has a different Recruitment number. Applications without the correct Recruitment number / without a Recruitment number will not be processed. If you apply for more than one post, you must please submit a different/separate application for each post. Applications with multiple posts and Recruitment numbers will not be accepted. Each post has a separate Fax number and e- mail address. When you forward your application by fax/e- mail, ensure that you forward it to the correct fax number / e- mail address. Applications forwarded to the wrong fax number/e- mail address will not be processed. Postal applications must reach the NPA before the closing date. It is the sole responsibility of the applicant to ensure that the postal application (s) is with the NPA before the closing date. The NPA can not be held responsible for postal delays. Late postal applications will not be processes. The NPA advise applicants that postal applications be forwarded by registered mail. General: Candidates who would like to receive acknowledgement of receipt, must please complete the information in the correspondence contact details on page 1 of the Z. 83. (To have an acknowledgement sent to your cell phone, provide your cell number in the preferred contact details field). Applicants attention is drawn to the fact that the NPA uses an Electronic Response Handling System in respect of faxed and emailed applications. Please DO NOT contact telephonically the NPA directly after you have faxed/emailed your applications, to enquire if your application(s) have been received. Once your application(s) have been captured on the Response Handling System, an automatic acknowledgement of receipt will be generated to your Preferred Contact Method, as indicated in portion C of your Z.83. If you have not received an acknowledgement of receipt three (3) weeks after the closing date, then you can contact the NPA. Certified copies of qualifications need not to be included in your application(s) now. The certified copies will only be requested from the candidates who are short – listed for an interview. Where an advertisement states that a valid Drivers License is required, then please supply a certified copy of your license. The NPA reserves the right not to fill any particular position. If you do not hear from us within 3 months, please accept your application was unsuccessful. The NPA is an equal opportunity, Employment Equity Employer. Disabled persons are encouraged to apply. In the filling of vacancies, the objectives of Section 195 (1) (i) of the Constitution of the Republic of South Africa, 1996 (Act 108 of 1996) and the Employment Equity Act, 1998 (Act 55 of 1998), will be taken into consideration. On the Z.83, information is required in respect of Race, Gender and Disability. Applicants are requested to complete these fields on the Z.83 because the NPA uses the information for Employment Equity purposes. Applicants are also requested to duly complete their ID numbers, name and surname information on the Z.83. Enquiries : Directed to the specific NPA Business Unit Note: Successful candidates will be subjected to a security clearance at least up to a level of Top Secret. Appointment to these posts will be provisional, pending the issue of security clearance. If you can not get a security clearance, your appointment will be re- considered / possibly be terminated. Competency assessments will be conducted for level 12 and higher posts.

OTHER POSTS

POST 15/13
:
FINANCE MANAGER: BUDGET PLANNING AND MONITORING REF NO:0618
SALARY
:
R289 635 per annum (MMS Package)
CENTRE
:
Pretoria

REQUIREMENTS
:
Candidates must be in possession of B. Comm. Degree or relevant tertiary qualification or equivalent with major subject in Financial Accounting Excellent written and verbal communication skills, being innovative, proactive and decisive under pressure and solution orientated. Negotiating skills and management experience Problem solving skills and ability to be a self starter Ability to meet strict deadlines The person appointed in this position will be subject to security clearance, the signing of a performance agreement. Skills and Knowledge : Strong organisational and communication skill, Computer literacy in MS Excel, MS Word, MS Power Point and BAS, Thorough knowledge of PFMA and Treasury Regulations, Sound Accounting Knowledge

DUTIES
:
The incumbent will be responsible for: Managing the budget process Supervising staff compliance with budgetary directives issued by the National Treasury Adherence to the requirements of PFMA and Treasury  Regulations Co-ordinating and consolidating all the inputs in the budget process Drafting of system policies and procedures for Budget planning, monitoring and control Attending and responding to all budget and expenditure related audit queries Assisting the Senior Manager with the overall management of the budget and expenditure Managing the BAS system (BAS Controller functions) Managing the clearance of all suspense and disallowance accounts Serve as a budget coach to all the Business Units within the NPA.

ENQUIRIES
:
Ms H Vorster 012 845 6116 Recruit0618@npa.gov.za Fax No. 012 843 3854

POST: 15/14
:
FINANCE MANAGER: FINANCIAL REPORTING AND DEBT MANAGEMENT FINANCE AND PROCUREMENT CENTRE REF NO: RECRUIT0619



CS

SALARY
:
R289 635 per annum inclusive salary package (MMS Package)
CENTRE
:
Pretoria

REQUIREMENTS
:
Responsible for managing debt in the NPA and compilation of The incumbent will be responsible for: assist with the clearing of the debt account Clearing all suspense account relating to debt Ensuring prompt collection of debt Management of finance operations audit queries for both internal and external auditors Compilation of Annual Financial Statement and assisting in finalizing the NPA’s annual report Compilation of financial reports monthly and quarterly reporting

DUTIES
:
Candidates must be in possession of a B. Comm Degree or relevant Tertiary qualification or equivalent with major subject in Financial Accounting. A post graduate qualification will be an added advantage. Excellent written and verbal communication skills, being innovative, proactive and decisive under pressure and solution orientated. Negotiating skills and management experience Problem solving skills and ability to be a self starter Ability to meet strict deadlines. The person appointed in this position will be subjected to security clearance, the signing of a performance agreement. Strong organisational and communication skills BAS, PERSAL Thorough knowledge of PFMA and Treasury Regulations Sound Accounting Knowledge

ENQUIRIES
:
Ms B Mogaladi 012 845 6012 Recruit0619@npa.gov.za, Fax No. 012 843 3855

POST 15/15
:
ASSET MANAGER: CARU REF NO: RECRUITO617



CS

SALARY
:
R183 084 per annum, plus housing subsidy, pension and medical benefits.
CENTRE
:
Pretoria

REQUIREMENTS
:
Candidates must be in possession of a B Com Degree or relevant tertiary qualifications or equivalent. At least 2 years practical/ relevant experience in financial management. Kills & Knowledge Skills: Strong interpersonal, negotiation, presentation and communication (verbal & Written) skills Strong problem solving, decision making and conflict management skills Ability to think strategically an innovatively Asset valuation and management skills Quality management – ability to set standards for people, process, services and systems and to ensure good practice. Good knowledge of MS Excel, MS Word, MS Power Point. MS Access Knowledge: Knowledge of regulations and legislature related to Public Services, including Asset Forfeiture, POC Act, and PFMA. Information system – asset register General management and practical experience Performance measurement system, techniques, instruments and monitoring mechanism Formal & informal ethic norms in public services Department resource management policies and procedures.

DUTIES
:
The incumbent will be responsible for: Coordinate with curators and Asset Forfeiture Unit regarding property  to CARA account Establish system for the care and transferee of assets handed over to the CARA account. Maintain records, statistics and information relating to all matters where property has been handed over Review panel of curators and nominate appropriate caretaker. Liaise with appointed curators to review actual property management

ENQUIRIES
:
Mr S.V Bhikha 012 845 6017 Recruit0617@npa,gov.za, Fax No. 012 843 3853

POST 15/16
:
GRANT ADMINISTRATOR: CARU FINANCE AND PROCUREMENT SERVICE CENTRE REF NO: RECRUIT0620


CS

SALARY
:
R146 685 per annum plus housing subsidy, pension and medical benefits.
CENTRE
:
Pretoria

REQUIREMENTS
:
Responsible for managing debt in the NPA and compilation of The incumbent will be responsible for: render effective and efficient management of recipient applications for CARU funds Presentation of recommendations on the allocation of monies and property to the CARC Distribution of the list of money and property available for distribution to potential beneficiaries (recipient agencies). Monitoring of distributed monies and property to ensure the effective use of monies and property as well as for performance management purposes. Knowledge of regulations and legislature related to Public Service, including Asset Forfeiture, POC Act, and PFMA. Information systems, General administrative procedures. Maintaining records: Compilation of ad hoc reports on applications and disbursements to CARU and Senior Manager. Meetings procedures. Project Management. Office and telephone etiquette. Report on the performance management of monies and properties disbursed. Presentation skills

DUTIES
:
Candidates must be in possession of a B. Comm Degree or relevant tertiary qualification or equivalent. At least 3-5 years practical/relevant experience in project management. Strong interpersonal, negotiation, presentation and communication (verbal & written) skills. Strong problem solving, decision making and conflict management skills. Ability to think strategically and innovatively. Asset valuation and management skills. Quality management – ability to set standards for people, processes, services and systems and to ensure good practice. Good knowledge of MS Excel, Ms Word, Ms PowerPoint, Ms Access

ENQUIRIES
:
Mr S.V Bhikha 012 845 6017 Recruit0620@npa.gov.za, Fax No 012 843 3856

POST 15/17
:
ASSISTANT MANAGER: FINANCE (ENFORCEMENT) REF NO: RECRUIT 0626


AFU
SALARY
:
R122 841 per annum plus housing subsidy, medical aid and pension benefits

CENTRE
:
Pretoria

REQUIREMENTS
:
Grade 12 certificate and relevant financial experience. A relevant degree or post matric diploma will be an advantage. Strong interpersonal, presentation and communication skills. Good written and verbal communication skills.  General computer skills and knowledge of programmes such as Ms Word and Excel. Ability to think independently and innovatively. Knowledge and understanding of asset forfeiture will be an advantage. 

DUTIES
:
Liaise with curators regarding all aspects of cases Monitor general performance of duties by curators to ensure and report on good value for money for the state. Evaluate curator fees and process payments. Liaise with the Master of the High Court regarding the appointment, payment and performance of curators. Assist with the design, implementation and adherence to policies and procedures around the functioning of the curators. Maintain records and management information relating to all Asset Forfeiture matters. Ensure curators comply promptly with all orders granted

ENQUIRIES
:
Mr B MNdlovu 012 845 6719 Recruit0626@npa.gov.za, Fax No. 012 843 3862

POST 15/18
:
ASSISTANT MANAGER: FINANCE AND PROCUREMENT REF NO: RECRUIT0625


NPS

SALARY
:
R122 841 per annum plus housing allowance, annual service bonus, pension and medical benefits 

CENTRE
:
DPP Cape Town, DPP Grahamstown, Pretoria HQ

REQUIREMENTS
:
A Bachelor’s degree/diploma in Financial Management and/or Accounting. Excellent written and verbal communication skills.  Innovative, proactive, decisive under pressure and solution-oriented.  Ability to meet strict deadlines.  Strong organisational and communication skills.  BAS, PERSAL and PASTEL, thorough knowledge of PFMA and Treasury Regulations.  Sound accounting skills.  The person appointed in this position will be subjected to security clearance and the signing of a performance agreement

DUTIES
:
Compile and manage the budget.  Monitor budget spending in accordance with set policies and procedures.  Prepare and submit financial reports as per the proper financial management systems.  Perform all accounting and financial operations for the office.  Provisioning and administration functions of the office.  Perform any other finance-related function as required by the supervisor from time to time.

ENQUIRIES
:
Ms F Marillier 012 845 6945 Recruit0625@npa.gov.za, Fax No. 012 843 3861

POST 15/19
:
ASSISTANT MANAGER: HUMAN RESOURCES REF NO: RECRUIT0626



NPS

SALARY
:
R122 841 per annum plus housing allowance, annual service bonus, pension and medical benefits

CENTRE
:
DPP Umtata, DPP Johannesburg, DPP Grahamstown, DPP Cape Town, DPP Bloemfontein
REQUIREMENTS
:
A three year relevant degree or diploma with at least 3 – 5 years appropriate experience. Knowledge and skills in HR regulatory framework including PSBC resolutions e.g. PSA, PSR, BCEA, LRA, EEA etc. General computer literacy in programmes such as MS Word, MS Excel, MS PowerPoint etc. Knowledge and experience of PERSAL and staff establishment.  Strong organizational and leadership skills. General management skills.  Ability to think strategically and innovatively. Willingness to perform additional tasks when required.

DUTIES
:
Reporting to the Corporate Manager the incumbent will be responsible for: Staff procurement activities e.g. (Recruitment and Selection, probation, contract and permanent appointments), Staff Maintenance and Staff exit. Provide advice to the Business Unit on HR issues. Train and develop HR Administration staff. Supervision of staff.  Ensure proper implementation of HR policies and procedures.  

ENQUIRIES
:
Ms F Marillier 012 845 6945 Recruit0626@npa.gov.za, Fax No. 012 843 3862

POST 15/20
:
ASSISTANT MANAGER: GENERAL REF NO: RECRUIT0627


NPS

SALARY
:
R122 841 per annum plus housing allowance, annual service bonus, pension and medical benefits

CENTRE
:
DPP Mmbatho
REQUIREMENTS
:
An appropriate recognised Bachelor’s degree (or equivalent qualification)  3 -5 years relevant experience, preferably within the Criminal Justice System * Strong administrative, decision making, organizational and general office management skills * Communication skills (written and verbal) * Good planning and supervisory skills * Computer literacy preferably, with the experience of the programmes MS “Access” and “Excel” * A code EB driver’s license will be a recommendation  * Performance measurement skills * Execution, interpretation and recommendations on policies and procedures.

DUTIES
:
Execute a wide variety of administrative tasks  pertaining to the provision of support to line functionaries e.g. responsible for work flow and document tracking in the office, drafting a memoranda, drafting of correspondence with members of the public and other organizations and state departments * Pursue material lodged to identify issues and to initiate appropriate research and to pursue avenues of enquiry or research as indicated * Supervise the work of subordinates and divide the incoming work amongst administrative assistants * Perform certain less complicated leadership functions in respect of the giving of guidance , technical and specialized advice, interpreting and application of directives and policy, planning, budgeting, labour relations and performance assessment  (Typists) / measurement and the exercising of control and guidance *  Perform other tasks as may be delegated. 

ENQUIRIES
:
Ms F Marillier 012 845 6945 Recruit0627@npa.gov.za, Fax No. 012 843 3863

POST 15/21
:
ASSISTANT MANAGER: FACILITY REF NO: RECRUIT0628


NPS

SALARY
:
R122 841 per annum plus housing allowance, annual service bonus, pension and medical benefits

CENTRE
:
DPP- Pretoria 
REQUIREMENTS
:
Appropriate, recognized Bachelor’s degree (or equivalent qualifications) plus extensive appropriate experience in a facility/contract management The following will serve as recommendations: experience in facility management

DUTIES
:
To provide contract management to the Director of Public Prosecutions information management in respect of risk to the organization for decision making purposes. Developing the formulation of a strategy and systems for operational contract and facility management. Orientation of personnel regarding security contract management. Determination and assessment of losses Liaise with NPA Head Office and other stake holders. Determination of contract hazards. Safe guarding information. Identifying contract threats from within/outside the Director of Public Prosecutions and informing management. 

ENQUIRIES
:
Ms F Marillier 012 845 6945 Recruit0628@npa.gov.za, Fax No. 012 843 3864

POST 15/22
:
SENIOR SECRETARY REF NO: RECRUIT0629


NPS

SALARY
:
R98 916 per annum, plus housing subsidy, pension and medical aid benefits

CENTRE
:
DPP – Cape Town

REQUIREMENTS
:
A Senior certificate or equivalent with typing as a fully passed subject .Three to five years secretarial experience. Good communication skills (written and verbal), general computer skills and knowledge in programmes such as MS Word, PowerPoint, Excel etc. Strong organisational abilities. Strong interpersonal relations

DUTIES
:
Provide typing and filing services. Provide secretarial support to the Deputy Directors of Public Prosecutions or other Senior Managers. Make travel arrangements. Arrange meetings and book accommodation. Answering telephones, keeping diaries, make photocopies, order stationery and submit claims for travel/ accommodation expenditure. Handle general secretarial administration and support services as well as receive and transmit messages.

ENQUIRIES
:
Ms F Marillier 012 845 6945 Recruit0629@npa.gov.za, fax No. 012 843 3865

POST 15/23
:
ASSISTANT LIBRARIAN REF NO: RECRUIT0630



NPS

SALARY
:
R98 916 per annum, plus housing subsidy, pension and medical aid benefits

CENTRE
:
DPP Johannesburg, DPP Kimberley, DPP Bhisho, DPP Cape Town

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

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

ENQUIRIES
:
Ms F Marillier 012 845 6945 Recruit0630@npa.gov.za, Fax No. 012 843 3866

POST 15/24
:
CHIEF ADMINISTRATIVE ASSISTANT: PROCUREMENT REF NO: RECRUIT0627



AFU
SALARY
:
R98 9160 per annum plus housing subsidy, medical a id and pension benefits
REQUIREMENTS
:
Grade 12 certificate or equivalent qualification and 3 to 5 years experience in the procurement environment. Strong administrative, decision making and general office management skills. Strong interpersonal, presentation and communication skills. Knowledge of PFMA and treasury regulation.  Good written and verbal communication skills. General computer skills and knowledge of programmes such as Ms Word and Excel.

DUTIES
:
Management of all the procurement functions of the unit. Coordinate all the procurement activities of the regional offices. Ensure that procurement procedures are correctly adhered to. Manage and coordinate the travel arrangements. Arrange workshops and seminars. Obtain quotations from the services providers and also ensure that such service providers are paid. Carry out a variety of procurement tasks as and when required by the office. 

ENQUIRIES
:
Mr B Ndlovu 012 845 6719 Recruit0627@npa.gov.za, Fax No. 012 843 3863

POST 15/25
:
SENIOR SECRETARY: CARU REF RECRUIT0616


CS

SALARY
:
R98 916 per annum, plus housing subsidy, pension and medical benefits.
CENTRE
:
Pretoria

REQUIREMENTS
:
Candidates must be in possession of Grade 12 certificate or relevant tertiary qualification in Secretarial duties or equivalent. Excellent written and verbal communication skills, being innovative, proactive and decisive under pressure and solution orientated. Negotiating skills. Problem solving skills and ability to be a self starter Ability to meet strict deadlines. The person appointed in this position will be subject to security clearance, the signing of a performance agreement. Skills & Knowledge: Strong organisational and communication skills Computer literacy

DUTIES
:
Render secretarial and general office administrative support to the Senior Manager: CARU. Administer the diary of the Senior Manager. Manage telephone and organise meetings/ Workshops / Conference and any other official functions. Type and edit the correspondence receive and attend to office visitors including arranging for refreshments. Maintain the proper filing system. Dispatch mail and correspondence Compile agendas and takes minutes of the meetings. Handle the travelling arrangements e.g passport and visa’s, accommodation, flight tickets, subsistence, travel claims and money.

ENQUIRIES
:
Mr S.V Bhikha 012 845 6017  Recruit0616@npa.gov.za Fax No 012 843 3852

POST 15/26
:
CHIEF ADMINISTRATIVE ASSISTANT: FINANCE (SALARIES) REF NO: RECRUIT0623


CS

SALARY
:
R98 916 plus housing subsidy, pension and medical benefits

CENTRE
:
Pretoria

REQUIREMENTS
:
Candidates must be in possession of a degree/Diploma in Financial Management plus two years experience in salaries section , or Grade 12 Certificate plus four years experience in salaries section. Excellent written and verbal communication skills, being innovative and decisive. Ability to work under pressure and deadline driven. Experience in the Public sector’s Financial environment is essential. Knowledge of BAS, PERSAL, PFMA, Treasury and Tax Regulations. The appointee will be subjected to security clearance, the signing of a performance and employment contracts.

DUTIES
:
Reporting to the Senior Finance Officer: Salaries, the incumbent will be responsible for the administrative duties in the salaries section. Further duties include : Approving of transactions on PERSAL Processing Subsistence and Travel claims.  Clearing salary suspense accounts. Clearing salary related exceptions. Issuing last pay certificates Processing of service terminations Payment and recovery of interdepartmental claims Ensure adherence to policies and procedures Provide weekly reports to the Senior Finance Officer

ENQUIRIES
:
Ms B Mogaladi 012 845 6112 Recruit0623@npa.gov.za, Fax No. 012 843 3859 

POST 15/27
:
CHIEF ADMINISTRATIVE ASSISTANT REF RECRUIT0624


PCLU

SALARY
:
R98 916 per annum, plus housing subsidy, pension and medical benefits.
CENTRE
:
Pretoria

REQUIREMENTS
:
Basically matric, a secretarial diploma or an equivalent experience, should be able to handle finances, someone that is able to work long hours. It should be person that can handle pressure and is self motivated. An experience in working in an environment with multiple stakeholders. Should have good writing and presentation skills. Should be able to organise the office independently and must be interested in transitional justice issues an experience thereof would an added advantage.

DUTIES
:
Manage and monitor day to day financial aspects and expenditure. Management of all procurement needs Management of internal and external communication Management of travel arrangements and all related expenditure. Provide administrative support to the team. Perform logistic co-ordination of the team’s forensic work. Database and information management, particularly in respect of our DNA database Log and manage all gathered evidence and documentation Maintain the filing system and the investigation dockets Supervise and maintain the exhumation equipment. Act as a liaison point with effect families and arrange appointments. DNA testing and interviews, Act as fleet Manager in respect of all vehicles used by the team Liaise with the multiple parties with whom we work closely including law enforcement agencies (TRC Unit in the DoJ &CD, SAPS, SANDF Freedom Park, South African Heritage Resources Agency) and at times represent the unit in meeting.

ENQUIRIES
:
Tshiamo Moela, Tel 012 845 6425 Recruit0624@npa.gov.za Fax No. 012 843 3860

POST 15/28
:
PRINCIPAL ADMINISTRATIVE ASSISTANT FINANCE: DEBT (2 POSTS) REF NO: RECRUIT0622



CS

SALARY
:
R79 407 per annum, plus housing subsidy, pension and medical benefits.
CENTER
:
Pretoria

REQUIREMENTS

Applicants must be in possession of Grade 12 certificate  and extensive relevant experience in Debt Management. Computer literacy: MS Word and Excel. Client Service Management. Good verbal and written Communication Skills. Knowledge of clearing of suspense account. Knowledge of Public Sector Legislation, policies and regulations. Knowledge and skills with regard to compliance with the PFMA, Treasury Regulations and other relevant prescripts. Knowledge of BAS and PERSAL. 

DUTIES
:
Reporting to the Senior Finance Officer: Debt. The incumbent will be responsible for debt management within the NPA. Ensure that the debtors control account is reconciled on monthly basis. Further duties: Ensure the identification, notification, creation and recovery of debt owed to the NPA. Send letters to the debtors as well as attending to queries. Update debtors’ files. Monthly clearing of suspense accounts and PERSAL exceptions. Adherence to PFMA, Treasury Regulations and other relevant prescripts. Provide monthly debt management reports to the supervisor. 

ENQUIRIES
:
Ms B Mogaladi 012 845 6012 Recruit0622@npa.gov.za, Fax No. 01 843 3858

POST 15/29
:
PRINCIPAL ADMINISTRATIVE ASSISTANT: GENERAL REF NO: RECRUIT0631


NPS

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

CENTRE
:
DPP- Cape Town (2) ;CPP Cape Town, DPP – Port Elizabeth(2); CPP-  Thohoyandou, CPP- Nelspruit, CPP- Queenstown (Graaf Reinet), DDPP Durban; STU Durban, DPP Bloemfontein, DPP Johannesburg, DPP Pretoria,

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

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

ENQUIRIES
:
Ms F Marillier 012 845 6945 Recruit0631@npa.gov.za, Fax No. 012 843 3867

POST 15/30
:
PRINCIPAL ADMINISTRATIVE ASSISTANT: HUMAN RESOURCES REF NO: RECRUIT06332


NPS

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

CENTRE
:
DPP – Bhisho, DDPP Thohoyandou, DPP Cape Town (3), DPP Johannesburg, DPP Kimberley, DPP Pietermaritzburg, DPP Pretoria (2),

REQUIREMENTS
:
Matric certificate plus 2-3 years relevant experience.  Knowledge of PERSAL, Knowledge of Human Resource Management in the Public Service , Good communication (Verbal  and written ) skills, Good organisational and people management skills, Computer Literacy, particularly Windows packages, Ability to work under pressure, Good interpersonal skills . 

DUTIES
:
Perform a variety of Human Resource functions and tasks in the region, Assist in formulating, implementing and maintaining HR Policies, Assist in the interview process, Liase with Corporate Services with regarding to all matters pertaining to HR functions, Assist in the training and development programmes in the office, Assist in the Performance Assessments Process. 

ENQUIRIES
:
Ms F Marillier 012 845 6945 Recruit0632@npa.gov.za, Fax No.012 843 3868

POST 15/31
:
PRINCIPAL ADMINISTRATIVE ASSISTANT: FINANCE & PROCUREMENT REF NO: RECRUIT0633



NPS

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

CENTRE
:
DPP- Cape Town(2), DPP- Mmabatho(2), DPP Bloemfontein, DPP Johannesburg, DPP Umtata, DPP Pretoria

REQUIREMENTS
:
The minimum requirements for this position is a Matric certificate with 2-3 years relevant experience.  Experience in government procurement procedures.  Computer literacy in MS Office (MS Excel, MS Word, MS PowerPoint), Knowledge of Financial Management (Budget, expenditure control, cash flow, etc).  Knowledge in government financial systems (PERSAL, Logis, BAS).  Knowledge of PFMA and Treasury regulations.  

DUTIES
:
Process payment of service providers for the unit. The appointee will process subsistence and travelling claims for the unit in line with the available budget, Maintain asset register, Render support in compilation and control of budget, Carry out tasks relating to the acquisition, supply and distribution of inventory in accordance with procurement policy.  Check salary report and report any discrepancies.  Distribute payslips and IRP 5s.  Procure and distribute stationery for the unit.  Manage petty-cash.  Liaise with Corporate Services regarding all matters pertaining to Finance.

ENQUIRIES
:
Ms F Marillier 012 845 6945 Recruit0633@npa.gov.za, Fax No. 012 843 3869

POST 15/32
:
PRINCIPAL ADMINISTRATIVE ASSISTANT- DOCUMENTS REF NO: RECRUIT0634


NPS

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

CENTRE
:
DPP – Cape Town (2), DDPP Port Elizabeth, DPP  Bloemfontein, DPP Pietermaritzburg

REQUIREMENTS
:
Grade 12 or equivalent with typing as a subject. Knowledge of document management systems. Knowledge of criminal justice system and or public service systems. Good organizational and people management skills. Good communication (verbal and written) skills. Computer literacy, particularly Windows packages & Good Interpersonal Relations. 

DUTIES
:
Management and development of the court roll for the high court. Perform docket administration functions in terms of high court cases. Perform any other related functions as required by the Document Consultant and the Corporate Manager from time to time.

ENQUIRIES
:
Ms F Marillier 012 845 6945 Recruit0634@npa.gov.za, Fax No. 012 843 3870

POST 15/33
:
SENIOR ADMINISTRATIVE ASSISTANT: GENERAL REF NO: RECRUIT0625


AFU

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

CENTRE
:
Johannesburg

REQUIREMENTS
:
Grade 12 certificate or equivalent qualification and relevant experience. Strong interpersonal, presentation and communication skills. Good written and verbal communication skills. General computer skills and knowledge of programmes such as Ms Word and Excel. Proven administrative skills. 
DUTIES
:
General administrative functions, including filing, photocopying and faxing of documents. Assist with the numbering and indexing of files, opening, drawing and distribution of files. Receive and handle correspondence. Assist with establishing a database for filing system. Ensure that proper document tracking system is in place. Deal with all finance, procurement, travel and human resource matt Requirements

ENQUIRIES
:
Ben Ndlovu Tel 012 845 6719, Recruit0625@npa.gov.za Fax No. 012 843 3861
POST 15/34
:
SENIOR ADMINISTRATIVE ASSISTANT: GENERAL REF NO: RECRUIT0638



NPS

SALARY
:
R 64 143 per annum plus housing allowance, annual service bonus, pension and medical benefits

CENTRE
:
DPP – Cape Town(8), DPP Cape Town (Mitchell’s Plain); (Wynberg), CPP –  Thohoyandou; CPP – East Rand (Kempton Park);CPP_ East Rand, CPP – Vaal Rand  (Sebokeng), DPP Pietermaritzburg (4), CP Pinetown,DPP Mmabatho, DPP Johannesburg, CPP Johannesburg, CPP Westrand, DDPP Bhisho, DDPP Thohoyando, DPP Grahamstown, DPP Mmabatho, DPP Umtata (2) , DPP Pretoria (3)

REQUIREMENTS
:
Matric/Senior certificate plus 1-2 years administrative experience

DUTIES
:
Provide high level of support services to the legal staff.  Design and keep a well-organized administrative system for the office.  Provide support and administrative advice to all component of the office.  Draft correspondence to members of the public, other organizations and state departments.  Liaise with corporate services with regard to all matters pertaining to the administrative functioning of the office.  Ensure that proper document/file tracking system is in place.  Good office practice

ENQUIRIES
:
Ms F Marillier 012 845 6945 Recruit0638@npa.gov.za, Fax No. 012 843 3874

POST 15/35
:
SENIOR ADMINISTRATIVE ASSISTANT- DOCUMENTS REF NO:



RECRUIT0639


NPS

SALARY
:
R 64 143 per annum plus housing allowance, annual service bonus, pension and medical benefits

CENTRE
:
DPP – Cape Town

REQUIREMENTS
:
Grade 12. Knowledge of  MS Word applications. Receive, identify, classify and record large variety of official documents and manage logical filing system. Communication ability, team worker, persevering, loyal and strongly orientated towards rendering a friendly client service. 

DUTIES
:
Receive, identify, classify, record, file and route incoming documentation. Scrutinize record and dispatch official filing system. Sort documents and maintain effective pending system, draw, issue and route files.

ENQUIRIES
:
Ms F Marillier 012 845 6945 Recruit0639@npa.gov.za, Fax No. 012 843 3875

POST 15/36
:
SENIOR MESSENGER REF NO: RECRUIT0642


NPS

SALARY
:
R 64 143 p.a. plus housing allowance, annual service bonus, pension and medical benefits

CENTRE
:
DPP – Johannesburg, DPP Grahamstown, DPP Cape Town

REQUIREMENTS
:
Applicants must be in possession of a Senior certificate or equivalent qualifications. Have 1-2 years relevant experience, Computer Literacy, Very good communication skills (written & verbal), ability to read and write, good administration practice skills, good interpersonal skills, strong organizational skills, ability to work under pressure, Code 08 driver’s  license.

DUTIES
:
The appointee will be required to maintain an effective and efficient messenger service to the office of the Director of Public Prosecutions, WLD. This will include: Mailing service, Photocopying and binding of documents, filing system, Document administration, Distribution of daily court roll and other information as required, General office administration duties, Switchboard relief duties.

ENQUIRIES
:
Ms F Marillier 012 845 6945 Recruit0642@npa.gov.za, Fax No. 012 843 3878

POST 15/37
:
TRANSLATOR REF NO: RECRUIT0643


NPS

SALARY
:
R64 143 p.a. plus housing allowance, annual service bonus, pension and medical benefits

CENTRE
:
CPP Belville, CPP Klerksdorp, CPP Upington

REQUIREMENTS
:
Applicants must be in possession of a Senior certificate or equivalent qualifications. A Tertiary qualification will be an advantage. Language ability of English Afrikaans, Zulu  Xhosa, Tswana. Applicants will be subjected to a Language test. A valid Code 08 driver’s  license will be an added advantage. Computer literacy (MS Office), Administration and organizational skills. Ability to maintain interpersonal relations. Good communication (verbal and written). Accuracy and attention to detail.

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

ENQUIRIES
:
Ms F Marillier 012 845 6945 Recruit0643@npa.gov.za, fax No. 012 843 3879

POST 15/38
:
ADMINISTRATIVE ASSISTANT: PROCUREMENT REF NO:



RECRUIT0640


NPS

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

CENTRE
:
DPP Pietermaritzburg

REQUIREMENTS
:
Matric/Senior certificate plus 1- 2 years Procurement Section / Logistics administration Ability to organize and prioritise work; Good communication (verbal and written) skills; Computer Literacy, especially Ms packages, including Word and Excel. Knowledge of supply chain management and relevant procurement prescripts

DUTIES
:
Eliminate or reduce fruitless and wasteful expenditure Monitor & control the usage of contract/ Government  vehicles Safeguard Departmental assets Monitor Departmental Inventory Maintain Departmental service contracts Manage all travel & accommodation arrangements for Provincial staff Perform other Procurement related tasks Perform any other task as requested by the Deputy Manager or Corporate Manager

ENQUIRIES
:
Ms F Marillier 012 845 6945 Recruit0640@npa.gov.za, fax No. 012 843 3876

POST 15/39
:
ADMINISTRATIVE ASSISTANT: GENERAL REF NO: RECRUIT0641


NPS

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

CENTRE
:
DPP Cape Town, DPP MMabatho, Pretoria HO

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

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

ENQUIRIES
:
Ms F Marillier 012 845 6945 Recruit0641@npa.gov.za, Fax No. 012 843 3877

POST 15/40
:
ADMINISTRATIVE ASSISTANT: GENERAL REF NO: RECRUIT0644


NPS

SALARY
:
R 54 222 p.a. plus housing allowance, annual service  bonus, pension and medical benefits

CENTRE
:
DPP – Mmabatho, DPP Bloemfontein

REQUIREMENTS
:
Matric/Senior certificate

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

ENQUIRIES
:
Ms F Marillier 012 845 6945 Recruit0644@npa.gov.za, Fax No. 012 843 3880

POST 15/41
:
MESSENGER REF NO: RECRUIT0645



NPS
SALARY
:
R54 222 p.a. plus housing allowance, annual service bonus, pension and medical benefits

CENTRE
:
DPP–Kimberley, DPP Bloemfontein, DPP Umtata, DPP  Pietermaritzburg

REQUIREMENTS
:
Matric/Senior certificate

DUTIES
:
Knowledge and experience in Registry procedures. Code 08 driver’s  license. Perform a variety of duties; the opening of mail and distribution thereof; the drawing and distribution of files; the copying and distribution of circulars; receiving  of incoming mail, the delivery of stationery; general maintenance of files; the marking of parcels for distribution and posting thereof; the receipt and delivery of mail from the Post Office.

ENQUIRIES
:
Ms F Marillier 012 845 6945 Recruit0645@npa.gov.za, Fax No. 012 843 3881

POST 15/42
:
SWITCHBOARD OPERATOR REF NO: RECRUIT0646


NPS

SALARY
:
R 54 222 p.a. plus housing allowance, annual service bonus, pension and medical benefits

CENTRE
:
DPP Bloemfontein, DPP Cape Town  

REQUIREMENTS
:
Matric Certificate.  Computer literacy with and understanding of Ms Office, MS Excel. Good interpersonal skills are additional requirements

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

ENQUIRIES
:
Ms F Marillier 012 845 6945 Recruit0646@npa.gov.za, Fax No. 012 843 3882

POST 15/43
:
ADMINISTRATIVE ASSISTANT FINANCE: DEBT (4 POSTS) REF NO: RECRUIT0621



CS

SALARY
:
R54 222 per annum plus housing subsidy, pension and medical benefits.
CENTRE
:
Pretoria (Head Office)

REQUIREMENTS
:
Applicants must be in possession of Grade 12 certificate and relevant experience in debt  administration. Knowledge of  the PFMA and Treasury Regulations. Knowledge of Basic Accounting System (BAS) and PERSAL. Computer Literacy in MS Office (MS-Word and EXCEL).

DUTIES
:
Reporting to the Senior Finance Officer: Debt. The incumbent  will be responsible for reconciling debtors accounts on monthly basis, distribution of debt statements, Creation and recovery of debt owed to the NPA, keeping a fully updated register of all debtors accounts and clearing of suspense accounts

ENQUIRIES
:
Ms B Mogaladi 012 845 6012 Recruit0621@npa.gov.za, Fax No. 012 843 3857

ANNEXURE F
DEPARTMENT OF SOCIAL DEVELOPMENT

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

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

FOR ATTENTION
:
Ms J. Malala

CLOSING DATE
:
30 April 2007

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

POST 15/44
:
DIRECTOR: SUBSTANCE ABUSE AND CENTRAL DRUG AUTHORITY



Chief Directorate: Welfare Services Transformation



Senior Management Service

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

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate post graduate qualification in Social Sciences PLUS extensive experience in the field of substance abuse.  Registration with the South African Council for Social Services Professions.  A valid code 08 drivers licence and willingness to travel. Competencies needed: Knowledge of the nature and extent of the substance abuse problem in South Africa.  Knowledge and skills regarding the development, implementation and monitoring of policies and strategies.  Knowledge of the Prevention and Treatment of Drug Dependency Act 20 of 1992.  Strategic capability and leadership skills.  Programme and multiple project management skills.  Financial management skills.  Service delivery innovation.  Problem solving and analysis skills.  People management and empowerment skills.  Client orientation and customer focus.  Communication (written, verbal and presentation) skills.  Policy development and implementation skills.  Internal/external networking skills and the ability to liaise at both national and international levels.  Computer literacy. Attributes: Ability to work under pressure and to cope with a high workload.

DUTIES
:
Key Responsibilities: Facilitate and monitor the administration, review and implementation of policies and legislation.  Facilitate the development, review and monitoring of norms and standards in the area of substance abuse.  Manage the secretariat of the Central Drug Authority.  Develop, review and facilitate the implementation of a welfare sectoral business plan within the context of the National Drug Master Plan.  Facilitate the management and administration of national projects and National Councils.  Co-ordinate drug related research.  Manage all activities regarding international liaison related to substance abuse.  Promote the establishment of mechanisms to ensure partnership and coordination arrangements with the welfare non-governmental organisations to enhance effective service delivery.  Support and promote the development of capacity building programmes for all categories of social service professionals to enhance effective service delivery.  Liaise with other government departments to ensure partnership and coordinated service delivery.  Represent the Department at all relevant public forums related to substance abuse services and programmes or as delegated.  

ENQUIRIES
:
Ms N Kela, Tel: (012) 312-7771

NOTE
:
Short listed candidates must be prepared to undergo competency assessment.

POST 15/45
:
LEGAL ADMINISTRATIVE OFFICER (TWO POSTS ON A TWO- YEAR CONTRACT)



Directorate: Legal Services

SALARY
:
R98 916 p.a. plus 30 % of basic salary in lieu of benefits

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Diploma or Bachelors Degree (or equivalent qualification) PLUS sufficient experience in the administrative legal field. legal qualification will be an added advantage.  Knowledge and understanding of the PFMA. Knowledge and understanding of Social Assistance legislation. Competencies needed: Planning and organising skills.  Communication (verbal and written) skills. Problem-solving skills.Ability to analyse and interpret policies.    Presentation skills.  Customer care skills. Computer literacy. Analytical skills. Quality Management skills. Financial Management Skills. Project management skills. Monitoring and evaluation skills. Attributes: Accurate.  Compliant.  Ability to work under pressure. Adaptable. Disciplined. Friendly and trustworthy. Diplomacy.  Ability to work independently and in a team. Confident. Persuasive. Self starter.

DUTIES
:
Key Responsibilities: Process and evaluate social assistance litigation and letters of demand from attorneys acting for applicants. Assist with the processing of appeals. Capture social assistance litigation on the database.  Compile submissions to the Minister and Director-General on social assistance litigation and other related matters Attend to a wide variety of enquiries and queries regarding social assistance litigation .Maintain a good document and records system. Compile monthly status reports on social assistance litigation. Provide administrative support to the Directorate.

ENQUIRIES
:
Mr P Du Preez, Tel: (012) 312-7621

POST 15/46
:
SENIOR ACCOUNTING CLERK (4 POSTS)


Division: Bookkeeping



Directorate: Financial Administration

SALARY
:
R79 407 per annum
CENTRE
:
Pretoria

REQUIREMENTS
:
Senior Certificate with Accounting PLUS sufficient experience in Public Sector Finance.  Knowledge of the PFMA and Treasury Regulations. Knowledge and understanding of the BAS system. Knowledge and understanding of Financial and supply chain procedures. Competencies needed: Ability to analyse and interpret financial statements.  Planning and organising skills.  Communication (verbal and written) skills.  Problem-solving skills.  Presentation skills.  Customer care skills.  Computer literacy. Analytical skills.  Financial management Skills. Attributes: Accurate.  Compliant.  Ability to work under pressure and. Adaptable. Disciplined. Diversity Commitment. Friendly and trustworthy. Diplomacy. Ability to work independently and in a team. Self starter. Assertive. Persuasive.

DUTIES
:
Key Responsibilities: Verify all requests for payments received for allocation codes and supporting documentation. Capture all payments. Ensure payments adhere to legislation, government prescripts and departmental policies and procedures. Prepare payment advices for large account.  Perform monthly reconciliation of accounts to ensure that all invoices are paid in time. Perform administrative tasks relating to safeguard of documents.  Attend to queries related to payments.

ENQUIRIES
:
Ms R Henning, Tel: (012) 312-7780

POST 15/47
:
SENIOR ACCOUNTING CLERK (SALARIES)



Directorate: Financial Administration

SALARY
:
R79 407 p.a.

CENTRE
:
Pretoria

REQUIREMENTS
:
Senior Certificate with Accounting PLUS sufficient experience in Public Sector Finance.  Knowledge of the PFMA and Treasury Regulations. Knowledge and understanding of the PERSAL system. Competencies needed: Ability to analyse and interpret financial statements.  Planning and organising skills.  Communication (verbal and written) skills.  Problem-solving skills.  Presentation skills.  Customer care skills.  Computer literacy. Analytical skills.  Financial management Skills. Attributes: Accurate.  Compliant.  Ability to work under pressure and. Adaptable. Disciplined. Diversity Commitment. Friendly and trustworthy. Diplomacy. Ability to work independently and as part of a team. Self-starter. Assertive. Persuasive.

DUTIES
:
Key Responsibilities: Claim amounts from other Departments after transfer of officials and closing of salary file after resignation. Clear all debt ledger accounts. Manage departmental debt. Attend to queries from officials and other stakeholders.  File the documents.  Draft correspondence to all debtors.

ENQUIRIES
:
Ms R Henning, Tel: (012) 312-7780
ANNEXURE G
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. To verify that you application has been received, please contact Shu’Aib at (011) 807-3260. Please note that this number is NOT for general enquiries.

CLOSING DATE
:
Monday, 23 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. NOTE: 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. Note: Successful candidate will have to sign a Performance Agreement and be required to obtain a Security Clearance. On Salary Level 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.

OTHER POSTS

POST 15/48
:
DEPUTY DIRECTOR: LEADERSHIP DEVELOPMENT MANAGEMENT
SALARY
:
An all inclusive remuneration package of R343 257 per annum Annual progression up to a maximum salary of R397 986 per annum is possible subject to satisfactory performance

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate recognised qualification in Human Resource Management/Social Science or Public Administration. Thorough knowledge and experience in the laws and principles relevant to HR management and practices for senior managers. Exposure to human resource policy research, development and implementation. Sound analytical, interpretive and high level communication skills (writing and presentation). Computer literacy. Ability to manage subordinates. Good knowledge of the principles and techniques related to project management. A valid driver’s licence.

DUTIES
:
Ensure the application of sound human resource practices pertaining to the management and administration of employment policies, career, leadership development management (mentoring, coaching, orientation, induction and special leadership training and development management) of members of the SMS. Research, develop and maintain policies in the aforementioned areas. Render clear and accurate advice on the aforementioned, handle other HR-related matters pertaining to the SMS. Build capacity by providing training/workshops/focus groups on the policies, practices and systems related thereto. Conduct statistical analyses. Compile inputs/reports and submissions.

ENQUIRIES
:
Ms D Mereeotlhe, tel (012) 336-1351

POST 15/49
:
DEPUTY DIRECTOR: FINANCIAL MANAGEMENT
SALARY
:
An all-inclusive remuneration package of R343 257 per annum Annual progression up to a maximum salary of R397 986 per annum is possible subject to satisfactory performance

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate degree/diploma with Financial Accounting as a major subject backed by management experience. Sound knowledge of the PFMA, Treasury Regulations, PERSAL and Basic Accounting System (BAS). Computer literacy i.e. Excel, MS Word and PowerPoint. Strong organisational and leadership skills. Good communication and managerial skills. Knowledge and skills with regards to compliance with the PFMA and the Treasury Regulations.

DUTIES
:
Reporting to the Director: Finance and Security – the incumbent will manage the budget functions of the Finance section. Co-ordinate and prepare inputs for the MTEF, ENE, Adjusted Estimates and apply for roll-over funds. Co-ordinate and manage monthly reports on expenditure against budget. Maintain the BAS code structure. Co-ordinate and present budget training to DPSA staff. Prepare inputs for the Annual Financial Statements, Annual Report. Comply with budgetary aspects as stipulated in the PFMA, Treasury Regulations and Financial prescripts as required by National Treasury. Manage the departmental telephone management system and debt account. Prepare of PowerPoint presentations for the use of the CFO in Management and Portfolio meetings. Prepare and present presentations to MANCO. Develop, implement and monitor policies and procedures governing sound financial management.

ENQUIRIES
:
Ms F van Vuuren : Tel: (012) 336 1140

NOTE
:
It is expected from candidates who are invited to an interview to prepare and present a three slide presentation on the Government budget cycle.

ANNEXURE H
DEPARTMENT OF PUBLIC WORKS

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: image1.jpg]



CLOSING DATE
:
20 April 2007

NOTE
:
The Department of Public Works is an equal opportunity, affirmative action employer. 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.

OTHER POSTS

POST 15/50
:
CHIEF QUANTITY SURVEYOR (X5 POSTS) PROFESSIONAL SERVICES: REF 2007/308

SALARY
:
All inclusive salary package R343 257 per annum

CENTRE
:
Bloemfontein Regional Office (X2) Ref 2007/308A



Mafikeng Regional Office (X2) Ref 2007/308B



Johannesburg Regional Office Ref 2007/308C

REQUIREMENTS
:
An appropriate B degree in Quantity Surveying and equivalent * Professional registration as a Quantity Surveyor * Experience clearly demonstrating a good understanding and competence in most facets of the practices, construction methods and techniques and the systems applied in the fully spectrum of quantity surveying will be an advantage * Valid driver’s license * Strong analytical and built environment skills * Good interpersonal skills. Knowledge and understanding of PFMA, PPPFA, OHSA, Environment Conservation Act as well as Building Regulations.

DUTIES
:
The successful candidate will be responsible for: Management functions: Ensure that sound, superior and professional standards are applied to all quantity surveying services (consultant as well as in-house). Advise on the development and maintenance of policy, methods, practices and standards on quantity surveying services. Manage quantity surveying services efficiently so that QS assignments are completed on time and within budget. Quantity Surveying functions: Provide standard quantity surveying services for simple buildings: Provide an estimating and cost control service on building related matters and provide reports on projected building costs. Prepare bills of quantities and/or lump-sum  contract documents. Investigate, evaluate and report on suitability of tenders received. Prepare cash flow projections. Prepare progress and final payments including fluctuations in cost and financial reports. Prepare variation orders and final accounts. Attend meetings on site. Evaluate and recommend contractor’s time and cost claims: Audit functions: Approve tender documentation. Visit building sites to monitor progress on QS-related matters. Audit the administration on the tendering process. Audit progress claims and final account of building projects. Audit Consultant QS fee accounts Training functions: Train students / interns and technicians and develop Project Managers’ skills in quantity surveying matters

ENQUIRIES
:
Mr B Veldsman, Tel: (051) 400-8793 (Bloemfontein)



Mr NJ Gludlhuza, Tel (018) 348 9331 ext 2205 (Mafikeng)



Mr JL Liebenberg, Tel (011) 713 6053 (Johannesburg)

Applications
:
The Regional Manager, Department of Public Works Private Bag X20605, Bloemfontein, 9300

FOR Attention
:
Mr CTI Mofokeng,

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 

APPLICATIONS
:
The Regional Manager, Department Of Public Works, Private Bag X3, Braamfontein, 2017

FOR ATTENTION
:
Mr COM Nxumalo 

POST 15/51
:
DEPUTY DIRECTOR: ADMINISTRATION: OFFICE OF THE DIRECTOR-GENERAL: REF 2007/235



Note: Please note that this is a re-advertisement, those who applied previously need not to re-apply as their applications will be considered. It will be expected of the candidate to sign a Performance Agreement and be subjected to Security Clearance



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

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

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
An appropriate NQF level 4 qualification plus seven years relevant experience. (A Bachelor’s degree/National Diploma in Administration, Social Science or Commercial Science will be an added advantage). Excellent Communications (written and verbal) and interpersonal skills. Cutting edge knowledge of Organisational practices Experience in Management capacity especially administration. Sound understanding of Government Service Delivery imperatives. Keen understanding of Public Service procedures. Keen understanding of Legislation affecting the department. Must be prepared to work overtime, travel and meet stringent deadlines. All shortlisted applicants will be subjected to security checks.

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

ENQUIRIES
:
Mr S Vukela, Tel (012) 337 2698/2699

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

FOR ATTENTION
:
Mr SC Zaba

POST 15/52
:
DEPUTY DIRECTOR ENTERPRISE PROJECT MANAGEMENT IT PROJECTS: Ref 2007/309

SALARY
:
All Inclusive Salary Of R343 257 per annum

CENTRE
:
Head Office (Pretoria)
REQUIREMENTS
:
A Bachelor of Science Degree or an equivalent qualification. A project management qualification and relevant years of experience in information technology, project management. It networks experience. Contract management skills. Good communication and report-writing abilities. Microsoft certified professional in EPM (70-281) exams: planning, deploying, and managing an enterprise management solution will be an advantage as well as MCSE. Be able to function autonomously. A valid code 08 driver’s license. In addition, applicants must be self-driven, articulate and systematic performers with good interpersonal skills and who thrive under pressure.

DUTIES
:
The successful candidate will be responsible for: Designing and applying an appropriate project management framework for the project (using relevant project standards). Managing the production of the required deliverables. Planning and monitoring the project. Adopting any delegation and use of project assurance roles within agreed reporting structures. Manage project risks, including the development of contingency plans. Liaison with programme management (if the project is part of a programme) and related projects to ensure that work is neither overlooked nor duplicated. Change control and any required configuration management. Reporting through agreed reporting lines on project progress through Highlight Reports and stage assessments. Adopting technical and quality strategy. Contribute to business requirements specification exercises. Manage investigations of new project management approaches and technologies. Manage project contracts. Manage the change control and problem management matters related to projects. Plan a Project Server infrastructure. Plan the deployment of Project Server. Install and configure Project system servers. Install Project Server 2003. Plan client software distribution. Deploy client software. Plan Project Server 2003 operations. Configure and manage resource and project data. Configure and manage views and security. Administer Project Server 2003 Migrate project data. Plan the testing of a Project Server 2003 deployment. Troubleshoot Project Server 2003. Develop in SQL and MS Access
EQUIRIES
:
Ms N Mosupye, Tel (012) 337 2740/2018

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 15/53
:
DEPUTY DIRECTOR: INFORMATION SERVICES IT PROJECTS: REF 2007/310

SALARY
:
All Inclusive Salary Package Of R343 257 per annum

REQUIREMENTS
:
A Bachelor of Science degree or an equivalent qualification. A Project Management qualification and relevant years experience in information technology project management. IT application development. Contract management skills. Good communication and report-writing abilities. Drivers license. In addition, applicants must be self-driven, articulate and systematic performers with good interpersonal skills and who thrive under pressure.

DUTIES
:
The successful candidate will be responsible for: Designing and applying an appropriate project management framework for the project (using relevant project standards). Managing the production of the required deliverables. Planning and monitoring the project. Adopting any delegation and use of project assurance roles within agreed reporting structures. Preparing and maintaining the Project Plan (or Project Execution Plan), Stage and Exception Plans as required. Manage project risks, including the development of contingency plans. Liaison with programme management (if the project is part of a programme) and related projects to ensure that work is neither overlooked nor duplicated. Change control and any required configuration management. Reporting through agreed reporting lines on project progress through Highlight Reports and stage assessments. Liaison with appointed project assurance roles to assure the overall direction and integrity of the project. Adopting technical and quality strategy /Identifying and obtain any support and advice required for the management, planning and control of the project. Managing project administration. Preparing a Lessons Learned report. Preparing any follow-on action recommendations as required. Provide input to the IT/IS strategy formulation. Contribute to business requirements specification exercises. Allocate project management resources and balance resources for optimum management of projects. Formulate and negotiate service level agreements with service providers. Keep abreast of tenders and projects that will impact Information Services. Manage investigations of new project management approaches and technologies. Manage project contracts. Play a key role in risk management. Identify staff training needs and arrange for training. Manage the change control and problem management matters related to projects

ENQUIRIES
:
Ms N Mosupye, Tel (012) 337 2740/2018

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 15/54
:
DEPUTY DIRECTOR PROPERTY MANAGEMENT Ref 2007/314
SALARY
:
All inclusive salary package R289 635 per annum

CENTRE
:
Nelspruit Regional Office

REQUIREMENTS
:
Relevant tertiary education and acquired knowledge at the required level. An appropriate post graduate qualification would be an advantage. Extensive relevant years experience in the property industry. Knowledge and understanding of property related legislation. Knowledge/understanding of procurement system of Government.* Good financial skills and proven budgeting ability, Analytic ability, strong communication skills (written & verbal) and good interpersonal skills.* Computer literacy

DUTIES
:
Key responsibilities: Ensure that Property Management Unit manage the Administration and Performance of buildings and property portfolios within a region so as to obtain maximum yields on investment optimum levels of maintenance and utilisation and client satisfaction.* Manage the Client Relations Unit by ensuring effective liaison with client departments in drafting inputs for the compilation of their immovable asset management plans. * Manage Acquisition and Disposal (sale, donation, exchange etc) of immovable property and rights therein. Ensure economic efficiency in the Department leasehold portfolio in line with market trends.* Ensure that property assets support governments socio economic objectives such as the release of state land for land reform purposes.* manage the control property rights and the resting of Land under the control of DPW, in terms of legislation.* Manage the Utilisation & Contract Management Unit (asset register, tenancy management and portfolio performance) by designing strategies to minimise property expenditure and maximise property utilisation and income. * Ensure that all expenditure and revenue in respect of State-owned and leased properties are captured in the relevant property information/financial systems. * In conjunction with Capital Projects & Maintenance Unit explore and implement energy and water conservation solutions. Manage the Property Expenditure & Revenue Unit by ensuring timeous and correct payment of property rates, municipal service charges, lease payments, cleaning, gardening & security contracts, etc and revenue collection from property sales, leases, user charges, etc. Manage the Facilities Management Unit by ensuring the rendering of cost-effective and efficient cleaning, gardening and security services.

ENQUIRES
:
Mr TP Mashiane, Tel (013) 753 6300

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

FOR ATTENTION
:
Ms R Ndlovu

POST 15/55
:
DEPUTY DIRECTOR – INTERNAL FACILITATION ZIMISELE PROJECT: REF 2007312



Note: Candidates who qualify to be short-listed will be subjected to a preview test in order to determine if they possess the required skills and knowledge.  Preference will be given to female applicants in terms of the Gender Equity Policies of Government.

SALARY
:
All inclusive salary package of R289 635 per annum

REQUIREMENTS
:
An appropriate recognised three year Bachelor Degree or diploma. Appropriate proven experience in management. Good communicator (verbal and written). Strong people management and empowerment skills. Knowledge of Project Management and Planning.  Computer literacy (MS Office). Facilitation skills. Strong organising skills. A valid drive’s licence. 

DUTIES
:
Arrange and facilitate workshops, group sessions, interviews and observations. Distribute, collect and collate information into logical data from various forms of surveys. Communicate effectively with stakeholders. Administer all aspects of the project. Facilitate training or any other appropriate interventions. Monitor the change management dynamics of the project and make recommendations Compile reports on various surveys. Ensure project deadlines are met.

ENQUIRIES
:
Mr T Tabane, Tel (011) 713 6045

APPLICATIONS
:
The Regional Manager, Department of Public Works, Private Bag X3, Braamfontein, 2017

FOR ATTENTION
:
Mr COM Nxumalo 
POST 15/56
:
CHIEF WORKS MANAGER (MECHANICAL) FACILITIES MANAGEMENT: REF 2007/311
SALARY
:
R146 685 per annum

CENTRE
:
Johannesburg Regional Office

REQUIREMENTS
:
Relevant recognised qualifications accompanied by proven technical experience. OR N3 plus trade test completed successfully plus 5 years technical experience in the built environment. A valid driver’s licence; computer literacy; knowledge and understanding of PFMA, OHSA, National Building Regulations, Environment Conservation Act as well as the Government Procurement System. Willingness to travel and work irregular hours. Sound analytical and good written and verbal communication skills. 

DUTIES
:
Attend to planned and unplanned maintenance request from the clients. Compile scope of works and prepare estimates and technical reports. Inspect and report on leased buildings. Inspect and report on optimum use of Mechanical equipment and installation. Inspection of water meter readings; effective utilisation of water and certification of Municipal Accounts (Monitor water consumption). Ensure all automatic sprinkler systems comply with the Automatic Sprinkler Bureau Standards. Ensure mechanical work and drawings comply with the OHSA. Preparation of tender documentation. Verify and certify invoices for contractors. Ensure effective and efficient management of Property Management functions related to Mechanical discipline. Prepare and compile monthly reports.

ENQUIRIES
:
Ms T Mngomezulu, Tel (011) 713 6043

APPLICATIONS
:
The Regional Manager, Department Of Public Works, Private Bag X3, Braamfontein, 2017

FOR ATTENTION
:
Mr COM Nxumalo 
POST 15/57
:
CONTROL PERSONNEL OFFICER: CONDITIONS OF SERVICE: HUMAN RESOURCE ADMINISTRATION: REF 2007/287

SALARY
:
R183 084 per annum

REQUIREMENTS
:
An appropriate NQF level 4 qualification plus seven years relevant experience (A Bachelor’s Degree/National Diploma will be an added advantage). 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 15/58
:
SENIOR COMMUNICATIONS OFFICER INTERNAL COMMUNICATIONS & MOBILISATION: REF 2007/316
SALARY
:
R98 916 per annum

REQUIREMENTS
:
A three-year degree/diploma in Journalism/ Communications /Public Relations or equivalent.  Relevant working experience.  Computer literacy.  Good communications skills, both verbal and written. A valid driver’s license is a must. Event Management.

DUTIES
:
Attend to the professional requirements of the Unit/ Office/ Head of Section. Implement communication projects as directed.  Assist with the conceptualization, monitoring and evaluation of communication projects. Liaise with stakeholders, internal and external as directed.  Manage the administrative element of communication projects / activities. Contribute stories and other articles to the organisational publications in consultation with supervisors. Familiarity with web-management will be an added advantage. Reports writing. Organise and facilitate organisational events. Intra-departmental liaison.  Able to operate basic audio- visual equipments.

ENQUIRIES
:
Ms L Nemavhidi, Tel (012) 337 2917/2469

POST 15/59
:
ADMINISTRATION OFFICER: PROPERTY DISPOSALS: REF 2007/313
SALARY
:
R98 916 per annum

CENTRE
:
Nelspruit Regional Office

REQUIREMENTS
:
An appropriate 3 year property-related or legal/ public  Administration, B. degree/diploma, with 2- 3 years Knowledge of processes involved in the. Disposal of fixed assets, the State Land Disposal Act, Public Finance Management Act, Treasury Regulations of March 2005. Knowledge of the departmental policies, procedures and business processes regarding disposal will be a strong recommendation. A valid driver’s license is essential. Good verbal and communication skills with the ability to communicate at various levels, coupled with good interpersonal skills. High degree of computer literacy. Good analytical, planning, reasoning and financial skills. Ability to work in a team is necessary. 

DUTIES
:
Assist the Assistant Director: Disposal with general duties related to the property field and the disposal of fixed property or rights in property. Administer the disposal of property in line with business processes. Prepare submissions to the Provincial State Land Disposal Committee (PSLDC), Minister and Treasury. Keep track of developments with regard to disposal of fixed assets to ensure that current legislation, procedures and departmental policies are complied with when disposing of fixed assets. Liaise with Head Office , Office of the State Attorney, Municipalities, Regional Land Claims Commission, other organs of State and stake-holders if and when required. Keep record of all transactions. Attend to all property  transfers and registrations. Keep record of all communications and transfers. Ensure that the disposal of State assets support the government’s financial and socio-economic objectives. Assist with any general duties related to property field to be assigned by your supervisor.  

ENQUIRIES
:
Mr. F. Gwarube 013) 7536 300 ext. 2118

APPLICATIONS
:
The Regional Manager, Department of Public Works Private Bag X11280, Nelspruit, 1200 

FOR ATTENTION
:
Ms R Ndlovu

POST 15/60
:
ADMINISTRATION OFFICER: UTILIZATION AND CONTRACT ADMINISTRATION: REF 2007/317

SALARY
:
R98 916 per .annum

CENTRE
:
Mafikeng 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 
:
Mr T Bozwana, Tel 0180 384 9331 ext 2358

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 15/61
:
ADMIN SUPPORT: WORKS MANAGEMENT REF 2007/307

SALARY
:
R79 407 per annum

CENTRE
:
Bloemfontein Regional Office

REQUIREMENTS
:
A Senior Certificate or equivalent qualification and experience in office environment (A Degree/National Diploma will be added as an advantage). Computer Literacy. Good verbal and written communication skills. Ability to work under pressure and to function as team member. Good interpersonal skills.

DUTIES
:
Render assistance to Works Managers. Responsible for Filling and overall Office Management. Colleting of Project Management and Maintenance Reports. Arrange Travel And Accommodation Logistics for Project Managers. Update of Information on Sakhasonke. Assisting in the Processing of Payment to Contractors 

ENQUIRIES
:
L Ramalata, Tel (015) 400 8700

Applications
:
The Regional Manager, Department of Public Works Private Bag X20605, Bloemfontein, 9300

FOR Attention
:
Mr CTI Mofokeng

ANNEXURE I
DEPARTMENT OF TRADE AND INDUSTRY

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

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

OTHER POSTS

POST 15/62
:
DEPUTY DIRECTOR: INTERNAL AUDIT (REF. ODG/AUDIT 002)
SALARY
:
All inclusive remuneration package: R289 635 per  annum

CENTRE
:
Pretoria

REQUIREMENTS
:
At least a 3-year Bcom degree or Internal Audit diploma, with Auditing as a major. 3 - 5 years internal audit experience Team-mate knowledge and application of the tool Knowledge of PFMA and Treasury Regulations and internal audit standards Basic forensic audit knowledge Knowledge and experience in Performance and IT audits would be an advantage Attributes: Good written and verbal communication skills Management of a team Good leadership skills Computer Literacy Project Management skills Good report writing skills Adequate Time Management Analytical thinker

DUTIES
:
Key responsibility areas: Plan the scope of audits, audit coverage plans and work schedules Analyse Risk Assessments during the audit process Develop audit programmes Assist with budget compilation and control Produce reports in Team-mate Comply with the Institute of Internal Audit Standards Train staff Assist with the implementation of Team-mate updates and usage of the Team-mate audit tool.

ENQUIRIES
:
Kameetha Sing, Tel no : (012) 394 1739

CLOSING DATE
:
27 April 2007

POST 15/63
:
ASSISTANT DIRECTOR: PROCUREMENT (REF: PROC/ASSETS 008)

SALARY
:
Commencing salary package: R146 685 per annum All inclusive remuneration package: R205,265 per annum

CENTRE
:
Pretoria 

REQUIREMENTS
:
An appropriate Degree or equivalent qualification, and at least 4 years experience in a Travel & Transport environment in Government. Successful completion of the prescribed PAS 1 & 2 Courses. Knowledge and practical working experience of Government Transport, processes and procedures, the PFMA, and Treasury Regulations. Computer Literacy Good interpersonal customer service and proven leadership abilities

DUTIES
:
The successful candidate will be responsible for the following: Manage and administrate all Transport and travel contracts. Manage and ensure cost effective and proper utilization of DTI pool vehicles. Manage and administer timeous payment  of all related invoices. Compilation of monthly management reports. Dealing with more advanced and contentious matters pertaining to travel related issues. Implementation and monitoring of effective control measures and improved service delivery. Supervision, training and evaluation of subordinates

ENQUIRIES
:
Ms Simangele Mtimkulu, Tel no. : 012 394 1918

CLOSING DATE
:
30 April 2007

ANNEXURE J
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

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 15/64
:
ASSISTANT DIRECTOR: FLEET MANAGEMENT REF NO: 70041737


Human Resource Management and Logistical 

SALARY
:
R 146 685 per annum (plus benefits)

CENTRE
:
Matlotlo House

REQUIREMENTS
:
Degree/Diploma in Transport Management. Fleet Management an added advantage. Relevant experience, 2-3 years Administration experience in Transport. Good communication (written/verbal) and Interpersonal skills. 

DUTIES
:
Pre and Post inspection, monitor vehicles usage. Compile monthly reports for usage of the vehicle. Arrange for servicing and maintenance of the vehicles, liaise with service providers, and maintain database of vehicle allocated to the DFEA. Report on fleet accidents and incidents, collate total petrol consumption for DFEA, manage fleet management fraud. Reconcile official kilometers with the petrol consumption, Manage service provider’s payment. Core Skill, Competencies and Requirements: Strong organizational skills, including ability to manage multiple tasks simultaneously; Ability to communicate effectively both orally and in writing Ability to gather data, compile information and prepare reports; Ability to analyse and solve problems; Ability to make administrative / procedural decisions and judgments; Ability to create, compose and edit written materials; Records maintenance skills Willingness to work long and irregular hours

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

CLOSING DATE
:
30 April 2007

POST 15/65
:
INFORMATION ANALYST: EMPLOYMENT EQUITY (3 years Contract) REPORTS TO EMPLOYMENT EQUITY MANAGER: REF:70041614

SALARY
:
R 10 715.90 per month (All Inclusive packages)

CENTRE
:
Matlotlo House

REQUIREMENTS
:
Social Science Degree/ Diploma of Degree in Public Administration. Must be knowledgeable in terms of EE Act and must have co-ordination, report writing, communication, analytical and interpersonal skills. Public service experience will be added advantage.
DUTIES
:
Manage the Employment Equity Secretariat, coordinate EE meeting and play a role of scribe during meetings. Preparation of packs, follow up on matters arisen in meetings to ensure progress, gathering HR and Sub-Committee reports. Analyze reports in line with the progress against the EE targets as set by EE plan, draft reports and minutes, ensure adherence to report submission dates     with the Department of Labour. Liaise with HR, Forum Members, Chairperson of the forum and the Department of Labour. Forward EE progress to the office of the HOD and coordinate monthly meetings to report to the HOD. Core Skills, Competencies and Requirements: Strong organizational skills, including ability to manage multiple tasks simultaneously; Ability to communicate effectively both orally and in writing; Ability to gather data, compile information and prepare reports; 
Ability to analyze and solve problems; Ability to make administrative/procedural decisions and judgments; Ability to create, compose and edit written materials; Records maintenance skills; Willingness to work long and irregular hours.

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

CLOSING DATE
:
20 April 2007

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 15/66
:
MIDDLE MANAGER REF NO: 70041613
SALARY
:
R183 084 per annum (plus benefits)

CENTRE
:
Cullinan Care and Rehabilitation Centre 

REQUIREMENTS
:
Three year Degree or Diploma in Admin or Management, Higher Diploma or BTech in Admin will be an added advantage. Two year Management experience at a hospital or health facility is recommended. Knowledge of a variety of work ranges and procedures such as: Finance, HR matters, training, planning and organizing skills

DUTIES
:
Provide support and strategic advice to the Chief Executive Officer. Manage auxiliary services in patients’ care units and hospital administration divisions. Consolidate the report and submit them to the Chief Executive Officer on a monthly, quarterly and annual basis. Drawing and reviewing the strategic business and operational plans of the hospital. Draw internal policies. Interpret the departmental policies and ensure compliance with all Government statutory provision for the Department of Health.

ENQUIRIES
:
Mrs N.B Mashele Tel: (012) 734-7002

CLOSING DATE
: 
08 May 2007

POST 15/67
:
ASSISTANT DIRECTOR: PERFORMANCE MANAGEMENT AND DEVELOPMENT SYSTEM REF NO: 70041828


Directorate: Organisational Transformation and Development 

SALARY
:
R146 685 per annum (plus benefits)

CENTRE
:
Central Office, Johannesburg

REQUIREMENTS
:
Relevant tertiary qualification or equivalent qualification. Relevant experience. Communication, facilitation & report  writing skills. Knowledge & experience of performance management. Computer literacy & monitoring of Performance Management & Development Systems (PMDS). Manage the Performance Management & Development System for the Department. Give advice on the Performance Management & Development System within the Department. Provide continuous development with regard to the utilization of PMDS. Report on status of Performance Management & Development System. 

DUTIES
:
To ensure that rewards for Performance Management & Development System are implemented. Conduct impact analysis of Performance Management & Development System. Monitoring and evaluation of implementation of Performance Management & Development System. Engaging Management and Labour Organisations on Performance Management & Development System. Support to Regions and Institutions. 

ENQUIRIES
:
Mr Toto Ngcobondwana Tel (011) 355  3248

CLOSING DATE
:
30 April 2007
POST 15/68
:
MIDDLE MANAGER (SOCIAL SCIENCE) REF NO: 70041577

SALARY
:
R146 685 per annum (plus benefits)

CENTRE
:
Tshwane District Hospital

REQUIREMENTS
:
An appropriate degree or equivalent qualification in Social work with at least 3 years experience. Valid proof of registration with the South African Council for Social Services Professions (SACSSP). Computer literacy. A valid driver’s licence (manual vehicle). Sounds knowledge and understanding of the Social work Department Policies and Orientation manual, together with Health Policies.

DUTIES
:
To render advanced and specialized therapeutic Social work services to Health care users and their support systems. Do casework, group work, community work, administration, research and development. To manage, organize; supervise Social work services that comply with the norms and norms as indicated by the Health Policies and the Social Work Act. To act as contact between hospital management and the Social Work Department as needed, and represent the department at various meetings in the hospital and Gauteng Health. To ensure that vision and mission of the Social Work department, the hospital and Health department is upheld. To manage and facilitate Human Resources Development, including the supervision/ consultation and performance appraisal of all Social work Personnel and support staff in the section according to regulations of Department of Health, Public Service and Council for Social Service.

ENQUIRIES
:
Dr. S. J. Oosthuizen   Tel (012) 354 5961

FOR ATTENTION
:
Bradley Ramrock

CLOSING DATE
:
19 April 2007

POST 15/69
:
SENIOR SOCIAL WORKER REF NO: 70041576
SALARY
:
R122 841 per annum (plus benefits)

CENTRE
:
Tshwane District Hospital

REQUIREMENTS
:
An appropriate degree or equivalent qualification in Social work with relevant experience. Valid proof of registration with the South African Council for Social Services Professions (SACSSP). Computer literacy. A valid driver’s licence (manual vehicle). Sounds knowledge and understanding of the Social work Department Policies and Orientation manual, together with Health Policies.

DUTIES
:
To ensure optimum patient care through offering comprehensive Social work services to patients and their families in all allocated area of work. To do and check punctuality, statistics, registration status and general level of responsibility on time. To ensure that things are done according to Social worker protocols, policies and regulations.

ENQUIRIES
:
Dr. S. J. Oosthuizen   Tel (012) 354 5961

FOR ATTENTION
:
Bradley Ramrock

CLOSING DATE
:
19 April 2007

POST 15/70
:
CHIEF DIETICIAN REF NO: 70041578

SALARY
:
R122 841 per annum (plus benefits)

CENTRE
:
Tshwane District Hospital

REQUIREMENTS
:
A degree in Dietetics. Appropriate practical experience. Current registration with Health Professions Council of SA as a Dietician. A valid code 8 driver’s licence. Computer Literacy. Knowledge of Nutrition Management. Sound knowledge of clinical practice and issues relating to the delivery of Dietetic Services. Effective written, verbal communication and team working skills. Good interpersonal skills.

DUTIES
:
To render a nutrition services in Tshwane District Hospital (both in the wards and at the outpatients department) involving assessment, planning, implementation and evaluation of nutritional care plans. To co-ordinate clinical nutrition and food services management. Participate in multi-disciplinary team. Ensure that nutritional policies and guidelines are well implemented. To control ordering, receipt, storing and issuing of interal feeds and infant formulas. To do monthly therapeutic and meal statistics for hospital. Perform general management duties for the dietetic department.

ENQUIRIES
:
Dr. S. J. Oosthuizen   Tel (012) 354 5961

FOR ATTENTION
:
Bradley Ramrock

CLOSING DATE
:
19 April 2007

POST 15/71
:
CHIEF DIETICIAN REF NO: 70041579
SALARY
:
R122 841 per annum (plus benefits)

CENTRE
:
Tshwane District Hospital (ART CLINIC)

REQUIREMENTS
:
A degree in Dietetics. Appropriate practical experience. Current registration with Health Professions Council of SA as a Dietician. A valid code 8 driver’s licence. Computer Literacy. Knowledge of Nutrition Management. Sound knowledge of clinical practice and issues relating to the delivery of Dietetic Services. Effective written, verbal communication and team working skills. Good interpersonal skills.

DUTIES
:
To render a nutrition services at the ART clinic of Tshwane District Hospital involving assessment, planning, implementation and evaluation of nutritional care plans. To see to ART patients admitted to Tshwane District Hospital. Participate in multi-disciplinary team. Ensure that nutritional policies and guidelines are well implemented. To control ordering, receipt, storing and issuing of supplements in the ART clinic. To do monthly statistics for ART clinic. To attend to regional and provincial ART dietician meetings.

ENQUIRIES
:
Dr. S. J. Oosthuizen   Tel (012) 354 5961

FOR ATTENTION
:
Bradley Ramrock

CLOSING DATE
:
19 April 2007

POST 15/72
:
ADMINISTRATIVE OFFICER: REF NO: 70041838


Directorate: Medico Legal Forensic Pathology Services

SALARY
:
R98 916 per annum (plus benefits)

CENTRE
:
Central Office, Johannesburg

REQUIREMENTS
:
An appropriate Bachelor’s degree or equivalent qualification or a Grade 12 Certificate with at least 10 year’s experience. Good computer skills. Financial management, administrative, organizational, supervision and leadership skills. 

DUTIES
:
Oversee  administrative tasks in relation to Clinical Medical Legal Services, Prison Medical Services, Litigations & Administration of Human Tissue Act. Responsible for preparation of documentation, agendas and minutes for meetings. Co-ordinate the filing of documentation, correspondence  and report writing  in the office. Manage the provisioning, personnel and financial administration in the Sub-directorate. Co-ordinate administration tasks in accordance with regulatory framework and guidelines relating to official functions. Execute a wide range of administrative functions in accordance with the strategic plan of the department. Supervise all administrative staff in the Sub-directorate. 

ENQUIRIES
:
Mr TCM Makhosane, Tel (011) 355 3497

CLOSING DATE
:
30 April 2007
POST 14/73
:
RADIO STATION MANAGER REF NO: 70041718


Directorate: Office of the CEO
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
:
25 April 2007
POST 15/74
:
ADMINISTRATIVE OFFICER: EMS CENTRAL REF NO: 70041843


Directorate: Emergency Medical Services

SALARY
:
R98 916 per annum (plus benefits)

CENTRE
:
Central Office, Johannesburg

REQUIREMENTS
:
Diploma / Degree or equivalent qualification or Grade 12 with 10 years’ relevant  experience in office administration in the public sector and knowledge of EMS. Good computer, office organizational, work organizational and prioritization skills. Good interpersonal relations. Knowledge of BAS and SAP.

DUTIES
:
The incumbent will be responsible for: Keeping of statistics, dealing with payments and queries and to ensure payments are made timeously within given timeframes. Write submissions. Deal with vehicle registrations, deregistrations and licence renewals. Journals and BAS reports. Procure items for the directorate. Organize meetings and workshops and follow up on important meetings. Manage deadlines and progress. Make travel and accommodation arrangements. Assist regional offices with payments, procurement of equipment and other related queries. 

ENQUIRIES
:
Mr C Theu, tel (011) 355 3247

CLOSING DATE
:
30 April 2007
POST 15/75
:
SENIOR ADMINISTRATION CLERK –EMS CENTRAL (3 POSTS) REF NO: 70041844


Directorate: Emergency Medical Services

SALARY
:
R79 407 per annum (plus benefits)

CENTRE
:
Central Office, Johannesburg

REQUIREMENTS
:
Grade 10 / 12 or equivalent and 5 to 10 years’ experience. Computer literacy, good interpersonal relations. Communication and writing skills. Ability to work under pressure, excellent time management skills and knowledge of EMS. 

DUTIES
:
The incumbent will be responsible for: Carrying out administrative tasks according to the director’s framework and guidelines relating to office functions. Record movement of documents in accordance with guidelines and instructions. File documents in an orderly way to ensure easy access. Manage filing and retrieving of information and documents, manually and electronically. Typing letters. Vehicle data management. Daily compilation of list of vehicles for delicensing with regional offices. Vehicle registrations. Provide telecommunication services. Provide operational and logistical support.

ENQUIRIES
:
Mr C Theu / Mr J Moropodi, Tel (011) 355 3247

CLOSING DATE
:
30 April 2007
POST 14/76
:
SECRETARY REF NO: 70041752


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
:
25 April 2007

POST 15/77
:
PROPERTY CARE TAKER (GOUNDSMAN) REF NO:700041612
SALARY
:
R 35 916 per annum (plus benefits)

CENTRE
:
Cullinan Care and Rehabilitation Centre 

REQUIREMENTS
:
ABET (Adult Basic Education). Knowledge and experience of maintenance and cleaning service of grounds and knowledge of plants. Good communication skills

DUTIES
:
The maintenance of grounds and gardens. Weeds and pest control, cutting of lawns and edges. Keep other structures on grounds clean and tidy. Remove refuse from terrain. Take care of tools and equipments. Perform other duties given by the supervisor. 

ENQUIRIES
:
Mr T.J Mokhopa Tel: (012) 734-7078

CLOSING DATE
:
08 May 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

CLOSING DATE
:
30 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 15/78
:
COMMUNICATION OFFICER:PROTOCOL REFERENCE NO.70041758


Directorate: Development Communication and Public Liaison

SALARY
:
R98 916 per annum (plus benefits)
CENTRE
:
Johannesburg
REQUIREMENTS
:
A Grade 12 Certificate, relevant diploma and a minimum of two years experience in protocol and /or events management. She/he must be computer literate. She/he must possess good Verbal, writing and interpersonal skills. Possession of a driver’s licence will be an advantage.

DUTIES
:
The successful candidate will provide support and assist in GPG event management, protocol and key stakeholder Programmes. The key responsibilities include: Administrative support, Co-ordination of GPG protocol training, Implementation of stakeholder programmes, Co-ordination of logistics and events management. Collation and maintenance of stakeholders’ database. 

ENQUIRIES
:
Ms N Lesia Tel: 011 355 6823
NOTE
:
Appointment subjected to the signing of a performance agreement contract. The successful candidate will be required to submit to a security clearance

DEPARTMENT OF PUBLIC TRANSPORT, ROADS AND WORKS

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

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 15/79
:
STATE ACCOUNTANTS X 2 REF NO 70041617


Directorate: Budgets

SALARY
:
R146 685 per annum (Plus benefits)
CENTRE
:
Johannesburg (Sage Life Building) 
REQUIREMENTS
:
B degree/ National Diploma in Finance or equivalent. Knowledge of budgeting system, PFMA & treasury regulations. Computer Literacy Excel & Power Point, BAS system. Communication (Verbal & Written) Ability to work under pressure.
DUTIES
:
Assist managers with the compilation of the budgets. Monitor expenditure and revenue collection in the Department. Compile In-Year-Monitoring (IYM) reports. Assist various units with reports and budget information. Follow up on over/under expenditure and advise accordingly. Consolidate budget inputs from managers. Ensure capturing of the budgets onto the Bas and in-house system. Ensure capturing of cash-flows on the system. Assist with correction of misallocations. Assist with the training of officials i.r.o budgeting, system reports and the interpretation. Assist with other transversal and management duties in the office.
ENQUIRIES
:
Mr Jackie  Motsegoa, Tel (011) 355-7462
CLOSING DATE
:
25 April 2007

POST 15/80
:
SECRETARY REF NO: 70041715


Directorate: Expanded Public Works Programme

SALARY
:
R64 143 per annum (Plus benefits)

CENTRE
:
Johannesburg

REQUIREMENTS
:
Grade 12 or equivalent. Any other training course that will enable the person to perform the work satisfactorily. Good communication skills. Computer literate, Word, excel, PowerPoint, Outlook

DUTIES
:
Provides support service to the manager. Records appointments and events in the diary of the manager. Co-ordinates workshops, conferences and other events. Records minutes of meetings. Drafts routine correspondence and reports. Receives, records, and distributes in and outgoing documents. Collates information to enable the manager to prepare for meetings and governmental responsibilities. Conversant with Public Service and departmental policies/documents. 

ENQUIRIES
:
Petronella  Ezeolisa  Tel (011) 355 9547

CLOSING DATE
:
24 April 2007

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 15/81
:
Social Work Manager REF NO: 70041739
SALARY
:
R 289 635 per annum (all-inclusive packages) 

CENTRE
:
Magaliesoord Centre 

REQUIREMENTS
:
An appropriate 4 year Bachelor Degree or Equivalent Qualification in Social Work plus Six to eight years appropriate experience. Valid Proof of Registration with the South African Council Social Services Professions. Commanding of Good verbal and written communication. Knowledge and Understanding of relevant Legislation and Directives pertaining to Developmental Social Welfare Services (Treatment of Substance Abuse. Knowledge of Public Finance Management Act. Proven Managerial ability as well as Administrative and Analysis skills and Computer Literacy. Organisational skills will be a strong recommendation. Proven competencies not limited to (Excellent Managerial skills, Excellent Administrative and Analysis skills, Excellent Conflict and Resolution Skill, Negotiating and Influencing Skills). Be an Analytical and Strategical thinker. Ability to meet strict deadlines, deal with pressure and to work long and irregular hours. Ability to maintain sound interpersonal relations and functioning within Multi Disciplinary Team. Valid Driver’s Licence. 

DUTIES
:
Monitor and evaluate the holistic care of in-patient substance dependent people. Co-ordinate, Monitor and Evaluate the implementation of Programmes and Projects. Developing  standards and procedures. Assist in the designing, implementation and monitoring of Operational Plans. Planning,  Organising, Monitoring and Co-ordination of HRM functioning (performance management, issues related to conflict resolutions,  leave management etc). Organise and Plan meeting, record and action the proceedings of Strategic Tasks into line responsibilities as directed by executing authority. Coordinate and Expedite follow up work as may be required. Ensure the  implementation of Departmental Norms and Standards for Service Delivery. Coordinate the compilation of monthly statistics. Managing the flow of information to ensure effective monitoring and tracking of activities within the unit. Ensuring full participation of all relevant stakeholders. Organise structures and procedures for smooth operational functioning. Ensuring positive work culture for the containment and protection of clients admitted in the centre. Effective and soundful Managing of resources assigned to the entity. Overseeing office general management and coordinate office support services.

ENQUIRIES
:
Ms. L Mokoena / Mr. C Tlali (012) 734 1027/8/9/30

CLOSING DATE
:
26 April 2007

POST 15/82
:
SENIOR WORK STUDY OFFICER REF NO: 70041740
SALARY
:
R 122 841 per annum (plus benefits)
CENTRE
:
Head Office, Johannesburg
REQUIREMENTS
:
A National Diploma in Organization and Work Study or equivalent qualification.  Appropriate experience in the entire field of organization and work study such as Organization and Staff Establishment Investigations; Work Flow Investigations; Procedure Design; Business Process Re-engineering aimed at service delivery improvement and transformation; as well as the development of job descriptions and conducting of job evaluation exercises.  Comprehensive knowledge and a deep understanding of the new Regulatory Framework and related HR legislation and policies; and, policy research, analysis and development process.  The display of exceptional skills in the following areas: Organization and co-ordination, problem solving and decision making, project management, time management, computer literacy, communication (both written and verbal); report writing, consultation / negotiation, business analysis, data reconfiguration and statistical analysis.  An ability to work under pressure and display innovative thinking.  A valid driver’s license.
DUTIES
:
Undertaking of work study investigations (Organization and Staff Establishment Investigations; Work Flow Investigations; Procedure Design; Business Process Re-engineering aimed at service delivery improvement and transformation), within the Department; in order to ensure that efficiency and effectiveness within the Department is enhanced at all times;  Conduct job evaluation exercises and develop job descriptions in order to ensure the purification of individuals functions and linkage to correct salary levels / CORE / job titles and post titles;  Ensure that the staff establishment and organizational structure are correctly aligned at all times. 
ENQUIRIES
:
Mrs. R Raymond (011) 355 7951
CLOSING DATE
:
26 April 2007
POST 15/83
:
ADMINISTRATIVE OFFICER: RESEARCH & POLICY REF NO: 70041738

SALARY
:
R 98 916 per annum (plus benefits)
CENTRE
:
Johannesburg, Head Office
REQUIREMENTS
:
An appropriate three year degree or equivalent qualification. The following will serve as recommendations: Knowledge of research and research processes, advanced computer literacy and electronic database information search. Research information gathering and administration. Proven experience in conducting research and compiling research reports. Public service experience, exposure to the social welfare field will be an added advantage. Valid driver’s license is essential. Verbal and written communication skills, computer literacy, planning & organizing, research report writing. Ability to conduct effective research. Ability to understand and translate Departmental mandates into research priorities that inform the strategic direction of the Department. Effective utilization of resources, ability to integrate and disseminate population development information and research results into effective decision making information; experience in analytic thinking, networking and facilitation. Ability to drive independently on manual vehicle.

DUTIES
:
Provide administrative and research information support to the research unit. Communicate and liaise with the unit’s stakeholders in terms of research needs, conduct research and the provision of required information on research and related matters and the use of electronic data network search. Provide written reports and submissions when required.
ENQUIRIES
:
Mrs. R Makapela (011) 689 4752



Mrs. S Kandia (011) 689 4744

CLOSING DATE
:
26 April 2007

POST 15/84
:
ADMINISTRATIVE OFFICER REF.NO:70041669
SALARY
:
R98 916 per annum (plus benefits)

CENTRE
:
Sedibeng Region

REQUIREMENTS
:
A relevant tertiary qualification with extensive experience in procurement, provisioning, asset and contracts. Knowledge of PFMA, supply chain management processes, treasury regulations and procurement prescripts. Computer literate with strong emphasis on Ms Excel. Good communication and report writing skills. A valid driver’s license

DUTIES
:
Supervision on overall aspects of procurement, assets, contracts, and provisioning. Management of movements and allocation of assets and ensure recording in the regional asset register. Manage procurement processes and ensure effective and efficient reporting through the regional procurement report. Ensure effective control over the safekeeping, utilization and maintenance of government owned assets.  Manage and compile resource estimates or indictors and assist in operational planning and financial reporting. Overall supervision and development of staff.

ENQUIRIES
:
T. Tlhodi (016) 930 2072

CLOSING DATE
:
23 April 2007

POST 15/85
:
ADMINISTRATION CLERK (FINANCE) REF. NO: 70041668

SALARY
:
R64 143 per annum (plus benefits)

CENTRE
:
Sedibeng Region

REQUIREMENTS
:
A minimum qualification of Grade 12 with accounting or Diploma in accounting as a subject. Knowledge of PFMA, treasury regulations and financial processes in government. Computer literacy in MS Excel. Analytical & problem solving skills. A driver’s license will be an added advantage. 

DUTIES
:
Capture monthly expenditure on the required regional financial templates. Receive and capture component budget inputs in line with standard chart of accounts and operational plans. Monitor payments on BAS and report any discrepancies to management. File and ensure proper batch control of payments. Liaise with procurement on commitments and prepare inputs for cash flow processes. Ensure that PMFA, treasury regulations and directives relating to Finance are correctly applied. Keep statistics and handle correspondence pertaining to the functions of the finance component.  


ENQUIRIES
:
T. Tlhodi (016) 930 2072

CLOSING DATE
:
23 April 2007
ANNEXURE K
PROVINCIAL ADMINISTRATION: NORTHERN CAPE

DEPARTMENT OF TRANSPORT, ROADS AND PUBLIC WORKS

APPLICATIONS
:


CLOSING DATE
:
23 April 2007
MANAGEMENT ECHELON

POST 15/86
:
SENIOR MANAGER: CORPORATE SERVICES

SALARY
:
R502 725 per annum (all inclusive). The successful candidate will be required to sign a performance agreement and annually disclose his/her financial interests.

CENTRE
:
Kimberley

REQUIREMENTS
:
A Bachelor’s degree with a minimum of five years management experience.  A deep understanding of corporate service functions including human resource management, and development, information technology, records management, transport management and security management. Applicants must have the ability to interact at both a strategic and operational level.  Extensive knowledge of legislation and policies governing human resource management and development, information technology, records management, transport and security management. Skills and competencies: Dynamic and committed with a professional approach, management skills, strong communication skills with the ability to motivate and direct people, strategic and conceptual orientation, team orientated and results driven, interpersonal relations and customer orientation, creative and analytical, problem solving and conflict management. Understanding of and the ability to grasp and apply the Public Service Act, Public Service Regulations.  Knowledge and understanding of the PFMA, Treasury Regulations, Employment Equity Act, Skills Development Act, Labour Relations Act. Knowledge of the principles of Corporate Governance.

DUTIES
:
Responsible for strategic management, manage the development and implementation of human resource and employee relations strategies, policies and plans.  Ensure the appropriate recruitment, remuneration and retention of staff.  Oversee the provisioning of Administrative / Corporate Services. Manage and provide strategic leadership to Senior Management and all components reporting to the incumbent.  Manage and co-ordinate, initiate programmes and processes which promote organizational development and job evaluation, 

ENQUIRIES
:
Ms. R.R. Palm, Tel. No.: (053) 8392103

POST 15/
:
SENIOR MANAGER:  EXPANDED PUBLIC WORKS PROGRAMME  (1 YEAR CONTRACT APPOINTMENT)

SALARY
:
R 502 725 per annum (all inclusive)  The package can within applicable rules, be structured according to the individual’s needs.

CENTRE
:
Kimberley 

REQUIREMENTS
:
Applicants must be in possession of a relevant Degree/Diploma. A further recommendations is that the applicant should have training and development skills/experience. In addition to the latter the applicant must have qualifications in Project Management, and a NQF level 5 qualification.  Appropriate qualification in Business Administration will serve as a further recommendation.  Appropriate experience in some or all fields of Engineering, and proven ability to manage a diverse team of professional and technical personnel, as well as bring in projects on time and within budget, will be strongly recommended. Skills and competencies: Must be dynamic and committed with a professional approach management skills, strong communication skill with the ability to motivate and direct people and to communicate with communities strategic and conceptual orientation, team orientated and results driven, interpersonal relations and conceptual orientation; creative and analytical, problem solving and conflict management, proven report writing skills.  Understanding of and the ability to grasp and apply the Public Service Act, knowledge and understanding of the PFMA, Treasury Regulations, Employment Equity Act, Skills Development Act and Labour Relations Act.

DUTIES
:
The successful candidate will be responsible to oversee the work; ensure that norms and standards are in place for the projects and these are adhered to; oversee total quality control during the life span of the project; assist the municipality with monitoring of the approved business plan, which will include financial control; oversee and monitor the training of individuals involved in the projects; ensuring that local municipalities are adhering to the service level agreement between themselves and the Department;  ensure that the guidelines for labour based construction prepared by the National Department of Public Works are adhered to and check designs presented for approval.

ENQUIRIES
:
Ms. R.R. Palm, Tel. No.: (053) 8392103

ANNEXURE L
PROVINCIAL ADMINISTRATION: WESTERN CAPE

DEPARTMENT OF HEALTH

In line with the Employment Equity Plan of the Department of Health it is our intention with this advertisement to achieve equity in the workplace by promoting equal opportunities and fair treatment in employment through the elimination of unfair discrimination

NOTE
:
It will be expected of candidates to be available for selection interviews on a date, time and place as determined by the Department. Kindly note that preference will be given to excess personnel.

OTHER POSTS

POST 15/87
:
CHIEF COMMUNITY LIAISON OFFICER
SALARY
:
R 122 841 per annum

CENTRE
:
Metro District Health Services: Human Resource Development  and Training (Parow Office)

REQUIREMENTS
:
B. Degree or post-graduate with appropriate experience within a teaching and training environment. The ability to communicate professionally with staff and students alike. Training/teaching/presentation experience. Computer literacy (MS Office). Fluency in two of the three official languages of the Western Cape. Valid driver’s licence. Recommendations: Extensive appropriate experience. A third language would be an advantage. Good communication and interpersonal skills. Knowledge of the health sector.

DUTIES
:
Development of curriculum management courses such as Project Management, Human Resource Management and Leadership Training. Co-ordinate, present and evaluate course programmes. Liaison with course participants and communities. Record keeping and administrative skills e.g. 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 15/88
:
ASSISTANT DIRECTOR: NURSING (2-YEAR CONTRACT WITH POTENTIAL FOR RENEWAL)
SALARY
:
All inclusive salary package: R190 690 per annum

CENTRE
:
Valkenberg Hospital, Observatory

REQUIREMENTS
:
Proof of registration with the South African Nursing Council as Professional Nurse. Diploma/degree in general nursing service. Diploma/degree in nursing administration. Extensive appropriate practical management experience in a hospital setting. Computer literate. Proven leadership and report writing skills. Recommendations: Fluency in at least two of the three official languages of the Western Cape. Knowledge of Health related policies and legislation. Strategic and change management abilities. Good interpersonal, communication and writing skills.

DUTIES
:
Effective and effective strategic and operational management of the nursing service. Effective participation in the management of the hospital. Effective and efficient management of the development of Human Resources of the nursing service. Effective and efficient management of the budget and other material resources. Effective and efficient implementation and management of quality improvement plan. Responsible for overall risk management within the nursing department, including co-ordination and management of adverse events. Ensuring compliance with Medical Health Care Act. Provide management support to the Executive hospital structure.

ENQUIRIES
:
Dr B Eick, tel. no. (021) 440-3160.

APPLICATIONS
:
The Senior Medical Superintendent, Valkenberg Hospital, Private Bag X1, Observatory, 7935 

FOR ATTENTION
:
Mr AK Barends

CLOSING DATE
:
4 May 2007
POST 15/89
:
CHIEF MEDICAL TECHNOLOGIST
SALARY
:
R 122 841 per annum.

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

REQUIREMENTS
:
Registration with the Health Professions Council of South Africa as Medical Laboratory Technologist plus extensive appropriate experience. Recommendations: Desire and the ability to work with children and their parents. Experience in working with radioactivity. Experience in performing tests such as GFR estimations and Red Cell survival studies. Experience in preparing pharmaceuticals, leucocytes and thrombocytes labelled with radionuclides. Experience performing other radioassays.

DUTIES
:
Provide in-vivo Nuclear medicine investigations such as GFR estimations. Produce or assist with the production of radiopharmaceuticals. Perform Laboratory work required for thyroid screening programme. Ensure safe use of radioactive material in the Hospital (and other aspects of Health and Safety). Laboratory administration and maintenance. Management of Patient Records and information. Attend congresses and seminars. Participate in staff and student training. Work closely with Nuclear Medicine Department, Tygerberg Hospital and Groote Schuur Hospital and those in other provinces. Provide support for supervisor.

ENQUIRIES
:
Prof M Mann, tel. no. (021) 658-5637 or e-mail mmann@ich.uct.ac.za

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

FOR ATTENTION
:
Ms C Bulak

CLOSING DATE
:
11 May 2007
POST 15/90
:
MEDICAL TECHNOLOGIST
SALARY
:
R122 841 per annum.

CENTRE
:
Division of Forensic Medicine, Tygerberg Academic Complex, Faculty of Health Sciences

REQUIREMENTS
:
National Diploma in Biomedical/Medical Technology. Registration with the Health Professions Council of South Africa as Medical Technologist. Experience in Forensic or Anatomical Pathology laboratory environment. Ability to work within a team. Good interpersonal and communication skills, self motivated individual. Computer literacy. Ability to work under pressure without supervision. Reliable with good sense of responsibility. Valid driver’s licence. 

DUTIES
:
The performance of laboratory investigations. Ensure laboratory procedures are followed. Research and development. Troubleshooting. Quality assurance management in order to achieve accurate, reliable and consistent results. Deal with routine enquiries. Purchasing and monitoring stock availability of consumables to ensure availability of all necessary commodities. Comply with policies and procedures of the Department of Health as well as Occupational Health and Safety Act. Oversee, prepare and analyse specimens for testing. Responsible for quality control and daily maintenance of equipment. Ensure that policies and SOP’s of the laboratory are implemented. Prepare monthly statistics and performance of the laboratory and work volumes. Receive, sort and refer (where applicable) specimens for testing. Verifies and validates information on the system against specimens received and tests requested. Oversees the disposal of specimens in accordance with standard operating procedures and legislation. Actively participate in departmental academic programmes and maintain required CPD points.

ENQUIRIES
:
Prof SA Wadee or Dr JJ Dempers, tel. no. (021) 931-8043 or 938-9325.

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 15/91
:
SENIOR AUXILIARY SERVICES OFFICER (DENTAL SECTION)
SALARY
:
R54 222 per annum.

CENTRE
:
Directorate: Engineering and Technical Support (Clinical Engineering, Goodwood)

REQUIREMENTS
:
Junior (or equivalent) Certificate. Experience in the repair and maintenance of Electro/mechanical equipment. Ability to fault find and perform repairs. Valid driver’s licence. Willing to travel throughout the province and stay away from home. Willingness to work overtime. Willingness to work as a team member or under own initiative. Recommendations: Computer literate. Experience in repair of dental equipment. Ability to do lathe, milling, weld and solder work.

DUTIES
:
Carry out maintenance, repairs, calibration, modifications and installation of dental and related equipment. Ensure that equipment meets the legal and safety requirements of the manufacturers, users and statutory bodies, that is safe for patient use. Handle call-outs to hospitals. Assist with general administration, reports, specifications and record keeping. Willingness to assist other sections in the Clinical Engineering Department. Maintain service routes. Ensure compliance with the Occupational Health and Safety Act. Liaise with hospital and private sector. Train staff and operators.

ENQUIRIES
:
Mr Gary Lee, tel. no. (021) 591-7126

APPLICATIONS
:
The Deputy Director: Hospital Engineering Services: Belville, Private Bag X21, Parow, 7500.

FOR ATTENTION
:
Ms L Petersen

CLOSING DATE
:
11 May 2007
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