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ATE OF ISSUE: 04 MAY 2007

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

PUBLIC SERVICE VACANCY CIRCULAR NO 18 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 04 JUNE 2007

AMENDMENT
:
Provincial Administration: Northern Cape Department of Health: Kindly note that the reference numbers for the following posts advertised in PSVC 17 of 2007: Vice-Principal (post 17/148) is HO7/052 and for Senior Secretary Grade III (post 17/151) is HO7/054.
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ANNEXURE A
DEPARTMENT OF AGRICULTURE

this department is an equal opportunity affirmative action employer. The Department of Agriculture is committed to providing equal opportunities and practicing affirmative action employment. It is the department’s intention to promote equity through the filling of all numeric targets as contained in the Employment Equity Plan. To facilitate this process successfully, an indication of race, gender and disability status is/are required. The department encourages persons with disabilities to apply
NOTE
:
Applications must be accompanied by a signed Form Z83 and a recent updated comprehensive CV as well as: certified copies of all qualification(s), ID-document, driver’s license and certificate(s) where applicable ● Please take note that no applications, received after the closing date of this advertisement, will be considered ● Should you be in possession of a foreign qualification, your application must include an evaluation certificate from the South African Qualification Authority (SAQA) ● Failure to submit the requested documents will result in your application not being considered ● Please take note that all qualifications are subject to verification and reference checks may be carried out ● Successful candidate/s will be appointed on a probationary period of 12 months ● Correspondence will be limited to short-listed candidates only ● If you have not been contacted within three (3) months from the closing date of this advertisement, please accept that your application was unsuccessful ● The department reserves the right not to make any appointment in the above post(s) ● Non-SA Citizens must attach a certified copy of proof of permanent residence in South Africa ● Where applicable Candidates will be subjected to a skills/knowledge test.

OTHER POSTS

POST 18/01
:
DEPUTY DIRECTOR: ORGANISATION PERFORMANCE (REF. 98/2007)


Directorate: Human Resources Management

SALARY
:
All inclusive package of R343 257 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Bachelor Degree plus Certificate in Organisation and Work Study (Management Services) or a National Diploma in Organisation & Work Study/Management Services plus extensive relevant experience.  Proof of formal training in Job Evaluation (EQUATE-System) is required.  Must have sufficient appropriate experience in the Organisation and Work-Study field as well as an experienced job analyst and supervisor.  Well developed skills in organisation and job design, problem-solving, facilitation, interviewing and research.  Good communication skills (verbal and written) are essential and the candidates must be innovative and creative thinkers.  Must also have knowledge of Performance Management Systems in the Public Service.  Be computer literate (MS Office) and a valid driver’s license is required.

DUTIES
:
Manage the human and financial resources of the Sub-directorate: Organisation Performance.  Manage and develop policies with regard to organisation design and job evaluation.  Facilitate executive decisions on the designs of macro and micro organisation structures and the determination and allocation of posts and the total post establishment of the DoA.  Manage and execute job evaluation in the DoA and the co-ordination process within the Agriculture Public sector.  Manage the design of jobs and development of job descriptions/profiles.  Manage requests for the optimisation of work procedures and methods.  Provide advice to SMS-members and employees on the Departmental Performance Management Systems.

ENQUIRIES
:
Ms. L. Bouwer, Tel. 012-319-6675

APPLICATIONS
:
Department of Agriculture, Directorate: Human Resources Management, Private Bag X250, Pretoria, 0001
FOR ATTENTION
:
Ms. S. Adams, Agriculture Place, Room H-FF-08.

CLOSING DATE
:
21 May 2007 
NOTE
:
Successful short-listed candidates will be required to compile a 10 minute PowerPoint presentation to illustrate the required knowledge and competencies.

POST 18/
:
PRINCIPAL STATISTICIAN (REF. 201/2007)


Directorate: Agricultural Statistics

SALARY
:
All inclusive package of R289 635 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
A B. Comm. Degree majoring in Statistics/Mathematical Statistics and/or Economics/Agricultural Economics (you are required to furnish a certificate of credits or an official academic record). Appropriate Experience in project management training/skills on data collection. Basic understanding of IT/GIS system l Report writing skills. Presentation skills. Computer literacy (MS Office).  Good interpersonal and communication skills.

DUTIES
:
Developing trends in the agriculture sector. Developing and managing a database for the Farmers’ Register system. Managing a data collection project. Developing a questionnaire, Communicating with IT in the developing of the systems. Managing field workers in the collection of statistics. Visiting provinces to observe progress of field workers. Drafting and finalising a report based on the statistics collected. Drafting a training manual.  Administration and coordination of all publications within the directorate.

ENQUIRIES
:
Ms. M.E. Matsei, Tel. No. 012-319-8454

APPLICATIONS
:
ITP Response Handling, P.O. Box 14587, Lyttleton, 0140. 

CLOSING DATE
:
21 May 2007 
POST 18/02
:
POLICY ANALYST (2 X POSTS) (REF. 193/2007)


Directorate: Agricultural Development Finance
SALARY
:
R122 841 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate three-year tertiary or equivalent qualification in Agricultural Economics, Rural Development. Have one of the following courses: Policy Development, Research methodology, Rural Finance and Agricultural Finance.  Knowledge and experience in; policy and programme development, Policy Development and formulation in the area of Agriculture or Rural finance or Rural Development. Must be computer literate and have a valid driver’s license. Administration, communication, organisation as well as leadership capabilities. Must be prepared to travel extensively.

DUTIES
:
To develop strategies for Agriculture, rural finance and Agricultural Financial Service Cooperatives.  To co-ordinate agricultural, rural finance and co-operative development policy.  Conduct policy dialogue in regional, provincial and local co-operatives development forums.  To develop strategies for Agricultural, Rural finance service and agric and financial service co-operatives.  To formulate, analyse and review Agricultural Co-operatives and rural finance policies.

ENQUIRIES
:
Ms. H.J. Mahlangu, Tel. No. 012-319-7295

APPLICATIONS
:
ITP Response Handling, P.O. Box 14587, Lyttleton, 0140. 
CLOSING DATE
:
21 May 2007 
POST 18/03
:
SENIOR HUMAN RESOURCES PRACTITIONER (REF. 208/2007)


Directorate: Human Resources Management
SALARY
:
R122 841 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate three-year Bachelor’s Degree or three-year National Diploma in Human Resources Management, Public Administration or Management with sufficient appropriate experience in Human Resources Management on a Practitioner level ( In depth knowledge and experience in recruitment and selection ( Extensive knowledge required in terms of the Public Service Act, 1994, Public Service Regulations, 2001, the Senior Management Service (SMS), Human Resources Regulatory Frameworks and in the compilation of policy and practices documents ( Proficiency in English (verbal and written) ( Computer literacy (MS Office) ( Interpersonal and presentation skills ( Ability to work under pressure and within tight deadlines ( The ability to interpret and apply directives ( Work independently and part of a team ( Be an innovative thinker, able to apply knowledge creatively ( Good interpersonal, liaison, communication and research skills.

DUTIES
:
Conduct research, develop and maintain Human Resources Policies and Practices within the framework of set guidelines, measures and legislation ( Give advice on the interpretation of all approved HR policies and practices within the Department of Agriculture ( Give direction regarding the application of Human Resources Management Policies and Practices of the Department of Agriculture ( Assist with recruitment and selection processes of the SMS ( Retrieve HR data and needs-based reports for research and other transverse information needs ( Support the work across the various sections within the Directorate to ensure centrality of information for decision making purposes.

ENQUIRIES
:
Ms. H. du Plessis-Klopper, Tel. No. 012 319-6662
APPLICATIONS
:
Department of Agriculture, Directorate: Human Resources Management, Private Bag X250, Pretoria, 0001
FOR ATTENTION
:
Ms. S. Adams, Agriculture Place, Room H-FF-08

CLOSING DATE
:
28 May 2007

POST 18/04
:
SUPPLY CHAIN MANAGEMENT PRACTITIONER (REF. 191/2007)
SALARY
:
R98 916 per annum

CENTRE
:
Directorate: Supply Chain Management, Pretoria

REQUIREMENTS
:
A Grade 12 Certificate or equivalent.  Appropriate experience in; tender/bid administration and tender administration related courses and/or Supply Chain Management course.  Good verbal and written communication skills. Be conversant in Supply Chain Management.

DUTIES
:
Managing tasks relating to the duties in the Tender Receipt Office.  Advertising of bids. Critical evaluation of bids and the compiling of submissions to the Bid Committee.  Contract administration.  Compile monthly procurement reports.  Supervising and development of sub-ordinates.

ENQUIRIES
:
Mr. S.S. Radebe, Tel. No. 012-319-7158

APPLICATIONS
:
ITP Response Handling, P.O. Box 14587, Lyttleton, 0140. 
CLOSING DATE
:
21 May 2007 
POST 18/05
:
HUMAN RESOURCES OFFICER (REF. 206/2007)
SALARY
:
R79 407 per annum

CENTRE
:
Directorate: Human Resources Management, Pretoria

REQUIREMENTS
:
Grade 12 Certificate plus experience related to the duties within Recruitment and Selection environment( Computer literacy (MS Office) ( PERSAL knowledge ( Written and verbal communication skills ( Good interpersonal relations. ( Knowledge of relevant prescripts and legislation.

DUTIES
:
Render human resources advice, with regard to recruitment and selection processes to line functionaries/senior management and staff within the department in terms of the legislative framework ( Provide human resources management information support ( Advertising of posts ( Prepare offer letters ( Verification of qualifications ( Scheduling of applications.

ENQURIES
:
Ms. E. Steenkamp, Tel. No. 012-319-7913

APPLICATIONS
:
Department of Agriculture, Directorate: Human Resources Management, Private Bag X250, Pretoria, 0001
FOR ATTENTION
:
Ms. S. Adams, Agriculture Place, Room H-FF-08

CLOSING DATE
:
21 May 2007 
POST 18/06
:
SECURITY GUARD (2 x POSTS), (REF. 189/2007)
SALARY
:
R40 227 per annum

CENTRE
:
Directorate: Security Services, Middelburg, EC (GADI)

REQUIREMENTS 
:
A Grade 12 Certificate or equivalent qualification.  Knowledge and experience in the security related duties. Knowledge and experience in security related duties. Knowledge In the application of the Minimum Information Security Standards (MISS) document. Good communication skills (written and verbal) and Interpersonal relations.

DUTIES
:
Protect and safeguard premises, people and equipment by means of access control. Conduct patrols and inspections. Search people, premises and vehicles. Maintain security. Escort visitors, contractors and personnel. Secure buildings, premises and assets. Report defects and breaches. Safekeeping of keys. Reception duties. Update security registers.

ENQUIRIES
:
Mr. M. Steffen, Tel. No. 012-319-7338

APPLICATIONS
:
ITP Response Handling, P.O. Box 14587, Lyttleton, 0140. 

CLOSING DATE
:
21 May 2007 
NOTE
:
Successful candidates will be subjected to a positive security clearance.

ANNEXURE B
DEPARTMENT OF ENVIRONMENTAL AFFAIRS AND TOURISM

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

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

OTHER POSTS

POST 18/07
:
ASSISTANT DIRECTOR: EMPLOYEE RELATIONS REF (AP63/2007)
SALARY
:
R183 084 per annum (Total package of R238 462 per annum, conditions apply)

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate B Degree in the Social Sciences or equivalent qualification OR National Senior Certificate/Matric coupled with relevant experience. The successful candidate will, ideally, have proven abilities coupled with skills and experience in labour relations and human resource management, knowledge of relevant legislation and prescripts, ability to interpret policies

DUTIES
:
Key result areas for the post includes the following: Provide support and advice to the Department on Employee/Labour Relations issues Handle disputes at all institutional levels Facilitate the handling of grievances and implementation of the disciplinary code and procedure Coordinate training on Employee/Labour relations issues Coordinate the running of the Departmental Bargaining Chamber Maintain database and generate reports.

ENQUIRIES
:
Ms Isa Qaqane Tel: (012) 310-3797  

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

FOR ATTENTION
:
Mr P Pather Fax (012) 322 2682

CLOSING DATE
:
07 May 2007

POST 18/08
:
LEGAL ADMINISTRATIVE OFFICER REF MCM 45/2007
SALARY
:
R146 685. per annum (All inclusive package of R205 314.per annum)

CENTRE
:
Cape Town

REQUIREMENTS
:
A recognised law degree and experience in one or more of the following:  administrative law, constitutional law, international law, environmental law, law of contract and delict, principles of interpretation of statutes. Possesses analytical thinking and research skills; excellent communication skills (written and verbal); Good computer literacy. 

DUTIES
:
Draft and vet agreements. Manage litigation matters and liaise with the State Attorney and counsel. Comment on Bills, regulations, policies, permits and notices. Provide legal opinions on interpretation and questions of law.
ENQUIRIES
:
Adv. R. Razack Tel – 021 402 3183

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

FOR ATTENTION
:
6th floor Registry: Integrated Human Resource 

CLOSING DATE
:
11 May 2007
POST 18/09
:
SENIOR ENVIRONMENTAL OFFICER: BIODIVERSITY PLANNING (AP78/2007)
SALARY
:
R122 841 per annum (Total package of R165 367 pa/conditions apply)

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate degree or equivalent qualification in Natural Sciences plus relevant experience. Advanced knowledge in some combination of conservation biology; systematic biodiversity planning; the role of ecosystem services in supporting human well-being; and bioregional planning. Project management and computer literacy. Ability to interpret scientific information and provide recommendations to decision-makers and clients. Ability to conduct independent research on a range of topics. Ability to interact professionally and effectively with a range of stakeholders from diverse backgrounds. Recommendations: Computer literacy, Good written and verbal communication skills. Ability to work independently and in a team. Practical knowledge of GIS. A valid code 8 or B driver’s licence.

DUTIES
:
Support the coordination and participation in the development and implementation of programmes, plans, policies, strategies, projects and legislation related to the conservation of ecosystems and habitats. Promote the application of the ecosystem approach to biodiversity conservation in South Africa. Support the administration and implementation of relevant international agreements and programmes. Represent the department in forums related to the conservation of ecosystems and habitats. Provide specialist advice to role players within and outside government on the conservation of ecosystems and habitats. Develop and maintain databases. Provide general administrative support relating to national ecosystem conservation activities. 

ENQUIRIES
:
Mr Stanley Tshitwamulomoni Telephone: (012) 310 3919

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

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

CLOSING DATE
:
21 May 2007

POST 18/10
:
OFFICE ADMINISTRATOR I: DIRECTORATE: INFORMATION MANAGEMENT (AP 521/2007)

SALARY
:
R79 407 per annum (Total package of R112 667. per annum conditions apply)

CENTRE
:
Pretoria

REQUIREMENTS
:
Candidates must be in possession of a senior certificate or equivalent Certificate and relevant experience. Working experience in an office administration or secretarial support environment is essential. Experience in a financial environment and knowledge of administration systems is an advantage. Computer literacy as well as MS Office is essential. The successful candidate must have the following skills: good interpersonal, communication, numerical, planning and organizational.

DUTIES
:
The successful applicant will be responsible for the following aspects: Render secretarial service to the Director which entails: Manage the office diary, manage correspondence by receiving and distributing documents, typing documents, compiling and submitting claims for approval, liaise with stakeholders with regards to queries and dissemination of information, making logistical arrangements for meetings and workshops, manage the office budget, procurement of goods and services for the office, make travel arrangements and performing any other office administration related activities, manage the filing system of the Director’s office as well as assisting the Director with personal tasks within the agreed framework between the Manager and Official.

ENQUIRIES
:
Ms W Desmore (012) 310 3693

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

FOR ATTENTION
:
Mr T Shilenge

CLOSING DATE
:
21 May 2007
ANNEXURE C
DEPARTMENT OF HEALTH

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

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

FOR ATTENTION
:
Mrs Elsabe Visser. 

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

OTHER POSTS

POST 18/11
:
DEPUTY DIRECTOR: RADIATION CONTROL


Cluster: Office of Standards Compliance: Directorate: Radiation Control

SALARY
:
An all inclusive remuneration package of R343 257 per annum including choice of basic salary between 75% and 70% of package, State’s  contribution to the Government Employee Pension Fund (13% of basic salary and a flexible portion). The flexible portion of the package can be structured according to the Middle Management Service guidelines.

CENTRE
:
Cape Town.

REQUIREMENTS
:
Appropriate M.Sc. degree in Physical Sciences or registration as a Medical Physicist at the Health Professions Council of South Africa. Extensive proven experience in radiation control and regulatory matters. Proven managerial experience. Good communication skills (written and verbal). Computer literacy. A valid code 08 (Code B) driver’s licence.

DUTIES
:
Manage the Radionuclide section *Determine national policy regarding the use of radionuclide *Oversee the authorisations issued to holders performing specialist inspections *Develop regulatory documents *Investigate serious accidents and incidents *Maintain regulatory database *Develop inspection procedures *Establish guidelines and requirements for new applications *Lead legal action against transgressors.

ENQUIRIES
:
For further information regarding the post, please contact Mr JHI Olivier tel.  (021) 948 6162.

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

POST 18/12
:
SENIOR RADIATION SCIENTIST (2 POSTS)



Cluster: Office of the Standards Compliance: Directorate: Radiation Control

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

CENTRE
:
Cape Town.

REQUIREMENTS
:
An appropriate M.Sc. degree in Physical Sciences or registration as a Medical Physicist with the Health Professions Council of South Africa. Proven operational experience in radiation protection and regulatory control. Sound knowledge of ionising radiation, International legislation and requirements with respect to control of radioactive sources.  Good communication skills (written and verbal). Computer literacy. A valid code 08 driver’s licence. 

DUTIES
:
Evaluation and issuing of authorities to possess and use radionuclides *Handle all enquiries relating to radioactive materials *Perform specialist inspections to ensure that authority conditions are kept *Develop and update regulatory control documentation, including codes of practice requirements, etc. *Advise potential holder with regard to regulatory requirements *Investigate incidents and accidents *Assist with any legal processes as may be required.

ENQUIRIES
:
For further information regarding the post, please contact Mr JHI Olivier  tel.  (021) 948 6162.

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

POST 18/13
:
ADMINISTRATIVE OFFICER


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



Cluster: Pharmaceutical Policy and Planning. Directorate: Pharmaceutical Programmes and Planning

SALARY
:
R98 916  per annum (plus competitive benefits)

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate three-year Bachelor’s degree or National Diploma or equivalent qualification *At least two years administration experience in the Public Service *Knowledge and experience in general office administration and meeting procedures *Knowledge of provisioning administration *Logistical experience *Computer literacy (MSWord, Excel and Access) *Supervisory skills *Good communication skills  (written and verbal) *Good planning and organisational skills. 

DUTIES
:
Supervision of staff regarding the initial processes for the licensing of pharmacies and dispensers *Handle incoming applications for licences *Verify documents for correctness as required *Answer telephone enquiries and handle problematic enquiries regarding licences *Assess information received and supervise feedback *Filing and related activities *Interpretation of data and correct allocation of relevant information *Performance Assessments of sub-ordinates *Handling of fees received *Liaise with finance section *Draft submissions, letters and memoranda *Secretarial functions for meetings,

ENQUIRIES
:
For further information regarding the post, please contact  Mr E Matjabe at tel no (012) 312-3219 or Ms H Nieuwoudt at tel no (012) 312-0378. 

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

POST 18/14
:
SENIOR SECRETARY GRADE III


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



Cluster: HIV and AIDS, STI and TB: Directorate: Government Aids Action Plan

SALARY
:
R79 407 per annum (plus competitive benefits)

CENTRE
:
Pretoria.

REQUIREMENTS
:
A Senior Certificate (Grade 12) or equivalent qualification. Appropriate secretarial experience. Knowledge and experience in administrative duties (such as typing reports, agenda and minutes for the Directorate) and provisioning administration. Good communication skills (written and verbal). Good interpersonal and organisational skills. Computer literacy (in the Microsoft environment).

DUTIES
:
Secretarial support to the Director *Arrange appointments and meetings *Keep the Director’s diary and remind her of appointments and prepare documents for meetings *Make travelling and accommodation arrangements for the Director *Submit claims for travelling and accommodation expenditure *Take notes and do typing for the Director and prepare submissions (make the necessary copies and cover) *Receive visitors *Perform various tasks for the Director such as compilation and typing of letters of thanks and accept, address or decline invitations *Book venues for meetings *Arrange for refreshments at meetings *Keeping of register for incoming and outgoing mail, Ministerial (and other submissions), and due dates register as well as follow up actions on the said registers. 

ENQUIRIES
:
For further information regarding the post, please contact  Ms N E T Skenjana at tel. (012) 312 0142. 

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

ANNEXURE D
DEPARTMENT OF HOUSING

APPLICATIONS
:
The Director-General, Department of Housing, Private Bag x644, Pretoria, 0001, Corner Walker and Troye Street, Sunnyside, Govan Mbeki House.
FOR ATTENTION
:
Mr D Sekwane
CLOSING DATE
:
31 May 2007

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

OTHER POST

POST 18/15
:
SENIOR ACCOUNTING CLERK GRADE II (FINANCIAL ACCOUNTING) REFERENCE NO: DOH/35/2007



Sub directorate: Financial Support

SALARY
:
R64 143 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Applicants must be in possession of a Senior Certificate (Grade 12) with Accounting as a passed subject or an appropriate relevant diploma. Good interpersonal skills and communication (written and verbal). Ability to work under pressure. Computer literacy (Microsoft Office). The following will serve as an advantage: Knowledge of Treasury Regulations, Public Finance Management Act, Basic Accounting System (BAS).

DUTIES
:
The successful candidate’s will be responsible for: Cashier of the Department (Revenue collection, banking and issue Petty Cash of the department); Printing of daily bank reconciliation and trial balance and the clearing of exceptions; Compilations of journals; and Capturing of telephone accounts and ensuring proper record keeping (Filing).

ENQUIRIES
:
Ms N Vika Tel: (012) 421 1634
ANNEXURE E
DEPARTMENT OF LAND AFFAIRS

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
:
13 May 2007
NOTE
:
The Department reserves the right not to appoint any applicant in this position. Applications must be submitted on form Z 83, obtainable from any Public Service Department and should be accompanied by a comprehensive Curriculum Vitae (previous experience must be comprehensively detailed) and certified copies of qualifications, service certificates and identification document. Applicants with foreign qualifications must submit a SAQA evaluation report on the qualification. Non-SA citizens must attach a certified copy of proof of permanent residence in South Africa. Applicants must also provide the full names, addresses and telephone numbers of at least three referees. Failure to submit the requested documents may result in your application not being considered (Applications lacking evidence of relevant experience will not be considered). If you apply for more than one post in the Department, please submit separate application forms for each post. Applicants will be expected to be available for selection interviews at a time, date and place as determined by the Department.  The candidate would be expected to complete a competency based assessment. Former employees who have taken voluntary severance packages are not allowed to apply for this position. Applications will not be considered after the closing date.

OTHER POST

POST 18/16
:
SENIOR MESSENGER (REFERENCE: S8/3/2007/437)


Office of the Surveyor- General

SALARY
:
R40 227 per annum
CENTRE
:
Pretoria

REQUIREMENTS
:
Applicants must be in possession of a Grade 10 (Standard 8) Certificate and a valid driver’s license.  Relevant experience will be an advantage. 

DUTIES
:
Perform messenger tasks of a routine and simplistic nature. * Collect and deliver post, parcels, files, books and other type of documentation and articles internally, as well as to the Chief Directorate, National Office and Deeds Office: Johannesburg. * Assist with preparation and archiving of files. * Prepare parcels and mail for mailing. * Make photocopies when required. * Drive the GG vehicle on a daily basis, as required, in and around Pretoria and Johannesburg. * Any other messenger related tasks as and when requested.

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 Employment Equity Plan. Persons with disabilities are encouraged to apply. African males and white females are encouraged to apply

ANNEXURE F
OFFICE OF THE PUBLIC SERVICE COMMISSION

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

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

FOR ATTENTION
:
Ms A Steenkamp

CLOSING DATE
:
25 May 2007

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

MANAGEMENT ECHELON

POST 18/17
:
REGIONAL DIRECTOR
SALARY
:
R502 725 per annum The possible all-inclusive package includes a 13th cheque, pension fund, medical aid and leave.

CENTRE
:
Limpopo Province

REQUIREMENTS
:
An experienced person with an appropriate recognised Bachelor’s degree or equivalent qualification in the fields of Human Resource or Public Sector Management/Legal/Administration/Social Sciences. Knowledge of Public Service regulatory framework that pertains to Senior Management Service. Proven experience in research. Ability to analyse and summarise complex debates. Ability to plan and co-ordinate activities at executive level. Good writing and communication skills. Ability to prepare concise, accurate reports. Presentations skills. Empathy, sensitivity, confidentiality. Sufficient computer skills in the Microsoft Office Suite, eg Excel, Word and PowerPoint. Ability to travel. Proven managerial potential. 

DUTIES
:
Carry out monitoring, evaluation and investigation in areas of service delivery, human resource practices and other areas of Public Administration. Promote a high standard of professional ethics in the Public Service. Investigate grievances and make recommendations to the Commission and advise the Commission on any matter regarding the performance of the above functions. Provide a corporate support service in the Regional Office. Liaise with Head Office and provincial departments on line function activities. Support the resident Commissioner in carrying out the roles and functions of the PSC in the Province. Submit reports on the work of the Public Service Commission in the Regional Office including inputs towards the Annual Report.

ENQUIRIES
:
Dr D Mamphiswana, tel. (012) 352-1205

NOTE
:
The successful candidate may be required to undergo a security clearance.
OTHER POST

POST 18/18
:
ASSISTANT DIRECTOR: LABOUR RELATIONS AND CHANGE MANAGEMENT

SALARY
:
R183 084 per annum  

CENTRE
:
Pretoria, Head Office
REQUIREMENTS
:
A relevant recognized degree/diploma in Labour Relations● Experience in the field of labour relations in the following areas: Misconduct and Grievance cases● Sound knowledge on Labour Relations, Transformation interventions (such as HIV/AIDS, Equity, EAP, Gender, Disability and Youth)●Essential knowledge of relevant HR framework, including Labour Relations Act, Public Service Act, Public Service Regulations, Promotion of Administrative Justice Act, etc● Supervisory and presentation skills● Computer literacy● Code EB (08) driver’s licence. 

DUTIES
:
The  successful candidate will be responsible for providing advice to senior management and staff in the following key areas: ● Labour Relations, Transformation/Change Management ● Conducting training on Labour Relations and management of discipline● Ensuring that misconduct investigations are conducted and disciplinary measures are handled properly● Co-ordinating complaints and Grievances of all staff ●Assisting in developing , implementing, monitoring/evaluating labour relations policies ●Ensure effective and efficient resource management● Performing Supervisory functions, which include staff performance management and development ● Representing the Office in Labour Relations/Transformation forums and Departmental Bargaining Chamber.

ENQUIRIES
:
Mr SS Malema (012) 352 1112
ANNEXURE G
DEPARTMENT OF PROVINCIAL AND LOCAL GOVERNMENT
The vision of the Department of Provincial and Local Government (the dplg) is one of having a well co-ordinated system of government consisting of National, Provincial and Local spheres working together to achieve sustainable development and service delivery.

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

CLOSING DATE
:
18 May 2007

NOTE
:
Applications must be submitted on form Z83 (application form) obtainable from any Public Service department, and should be accompanied by a comprehensive CV and certified copies of qualifications. Incomplete applications or applications received after the closing date will not be considered. Due to the large number of responses anticipated, correspondence will be limited to short-listed candidates only. If you have not been contacted within three months after the closing date of the advertisement, please accept that your application has been unsuccessful and we thank you for the interest shown in our department.

OTHER POST

POST 18/19
:
SENIOR REGISTRY CLERK


Branch: Corporate Services



Directorate: Administrative Support Services
SALARY
:
R54 222 per annum

CENTRE
:
Pretoria 

REQUIREMENTS
:
Grade 12 plus appropriate experience. Good communication skills (verbal and written) as well as computer literacy. Knowledge of National Archives Act No. 43 of 1996 as amended. Having successfully completed the Records Management Course will be an added advantage. Be able to implement Systematic Disposal Programme. 

DUTIES
:
The successful candidate will ensure that registry functions are carried out efficiently and effectively. He or She will be responsible for the following; the correct allocation of reference numbers according to the approved file plan of dplg and neat filing of all materials/ ; closure of records, issuing and tracing of files, dispatching of outgoing items, maintain a filling system of the dplg, keeping record of files issued to officers, Keeping of and updating of the register of files opened, Destructing Register and Register of Authorities, operate franking machine.

ENQUIRIES
:
Mr Themba Mnguni: Tel (012) 334 0981

ANNEXURE H
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 your application has been received, please contact Shu’Aib at (011) 807-3260. Please note that this number is NOT for general enquiries. The Department of Public Service and Administration will not be handling any responses. Candidates must apply directly to Human Communications. The department reserves the right not to fill the post.

CLOSING DATE
:
Monday 14 May 2007

NOTE
:
Shortlisted candidates will be subjected to a competency test as part of the selection process. The successful candidate will have to sign an annual performance agreement, complete a financial disclosure form and be required to obtain a security clearance. On salary level 14, 13 and 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 a framework. 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 Successful candidate will have to sign a Performance Agreement, complete a financial disclosure form and be required to obtain a Security Clearance

MANAGEMENT ECHELON
POST 18/20
:
CHIEF EXECUTIVE OFFICER (3-YEAR CONTRACT)


Purpose: To manage and co-ordinate effective and responsible decision making at executive level and provide visionary leadership that will enable the PSETA to fulfill its function in terms of the Skills Development Act of 1998. Ensure adherence to good corporate governance, prudent financial management, viability and sustainability as well as compliance with the Public Finance Management Act. Facilitate the restructuring of the Public Service Sector Education and Training Authority (PSETA) as an autonomous Schedule 3 Public Entity outside of the Department of Public Service and Administration.

SALARY
:
An all-inclusive remuneration package of R591 510 per annum (level 14)  Annual Progression up to a maximum salary of R639 939 per annum is possible subject to performance

REQUIREMENTS
:
An appropriate tertiary qualification and the necessary experience to undertake a project of this magnitude. The ability to influence policy and engage with diverse stakeholders at the highest level. Sound knowledge of the PFMA, Skills Development Act, Skills Development Levies Act, National Skills Development Strategy, the South African Qualification Act, the Public Service Acts and other relevant legislation. Sound planning, communication, negotiation, decision-making, financial management and administration skills.
DUTIES
:
Develop and secure approval on the detailed transformation plan for PSETA as an independent entity. Ensure the design of systems, procedures and the appropriate organisational structure, SETA staff profiles and organisational resources that will be required for the restructured PSETA. Provide policy and technical advice to the PSETA Board and its committees on meeting its service delivery objectives within the public service sector. Ensure the planning, executive and monitoring of PSETA projects. Maintain constant communication with all interested and affected parties within and outside the Sector on behalf of the PSETA. Manage and develop all staff members of the PSETA. Report to the PSETA Board and relevant stakeholders on the achievement of PSETA objectives as stated in the Business Plan and the Service-level Agreement. Perform functions as may be assigned by the Minister of Labour and the PSETA Board in terms of the Skills Development Act of 1998 and other applicable laws. Present regular progress reports and recommendations and seek approval on various aspects from the PSETA Board.

ENQUIRIES
:
Ms L Mothoa, tel (012) 314 7311.

POST 18/21
:
DIRECTOR: HRD: POLICY AND RESEARCH

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

REQUIREMENTS
:
An appropriate recognised 3-year post-matric qualification. A senior postgraduate qualification in Policy/Research will be an advantage. Experience at middle management level. Considerable experience in the policy and research environment, preferably in HR and/or training environment. Policy conceptualization and formulation skills. Monitoring and evaluation experience. Research and analytical skills. High level of communication skills (written and verbal), especially in policy and research writing. Sound knowledge of Government Policy and legislative environment and understanding of HRD challenges of Government. An understanding of Government’s scarce skills strategy and how it supports economic development. Excellent interpersonal skills at all levels. Ability to meet deadlines and work under pressure. Strategic management skills. Good computer skills.

DUTIES
:
Implement the Human Resource Development Strategy (HRDS) for the Public Service. Implement the leadership, management and development strategy. Monitor and evaluate the HRDS. Develop and implement the relevant HRD policies, including the policy on international training programmes. Identify HRD research requirements in relation to the HRDS for the Public Service. Initiate, develop and review all HRD policies on an ongoing basis. Report directly to the Chief Director: HRD. Provide advice and support to national and provincial departments.

ENQUIRIES
:
Ms S Rowney, tel (012) 336 1238.

OTHER POSTS

POST 18/22
:
DEPUTY DIRECTOR: HRDS: STRATEGY AND RESEARCH
SALARY
:
An all-inclusive remuneration package of R343 257 per annum (level 13) Annual Progression up to a maximum salary of R397 986 per annum is possible subject to performance.
REQUIREMENTS
:
An appropriate recognised 3-year post-matric qualification, specifically with a focus on HRD strategy and research preferably in HR-related fields. Analytical and research report writing skills. Thorough understanding of the PS regulatory framework and experience of project management. Able to work in a team with good people management skills. Good computer skills. Valid driver’s licence. 

DUTIES
:
Manage the rollout of the HRDS for the Public Service. Co-ordinate HRD strategy formulation in departments. Ensure M&E on all national and provincial departments. Identify research areas in HRD in the PS and undertake research. Provide strategic advice in HRD in the PS, based on research (both written and verbal). Liaise with HEls and research institutes on HRD. Ensure that there is logistics support for national and provincial workshops. 

ENQUIRIES
:
Ms S Rowney, tel (012) 336 1238.

POST 18/23
:
DEPUTY DIRECTOR: HUMAN RESOURCE PLANNING

SALARY
:
An all-inclusive remuneration package of R343 257 per annum (level 12) Annual Progression up to a maximum salary of R397 986 per annum is possible subject to performance.
REQUIREMENTS
:
An appropriate recognised qualification in Human Resource Management/Social Sciences, supported by extensive management experience in the human resource planning environment. Extensive knowledge of the various legislative frameworks governing human resource practices in general and, in particular, in the Public Service. Ability to communicate at all    levels and work under pressure. Travel extensively, work long and extra hours. Ability to determine human resource needs flowing from departmental strategic goals and objectives. Computer literacy, particularly the use of Ms Excel, PowerPoint and PERSAL. Policy research, development and analysis. Programme and project management. People management and empowerment. Problem-solving and analysis. Client orientation and customer focus. Acceptance of responsibility. Ability to work in a team, plan and execute. A self-starter. Ability to read and analyse projection statistics. 

DUTIES
:
Conduct research on human resource planning practices in the Public Service. Provide support and advice to national and provincial departments on the development, implementation and institutionalization of human resource planning practices. Build capacity at departmental level by providing technical support and assistance in the compilation of workplace human resource plans. Identify gaps and practices that inhibit the development and implementation of human resource planning in the Public Service and initiate appropriate targeted interventions. Contribute towards achieving the DPSA’s national objectives and outputs by participating in lateral projects and other departmental activities. Manage projects, analyse and assess existing human resource planning prescripts for effectiveness and relevancy. Conduct human resource planning at macro level in the Public Service. Develop and manage human resource planning portal, information system and personnel database.

ENQUIRIES
:
Mr G Pillay, tel (012) 336 1328.

NOTE
:
A practical exercise will be done as part of the selection process.

POST 18/24
:
ASSISTANT DIRECTOR: HUMAN RESOURCE PLANNING
SALARY
:
R146 685  per annum (level 9) Annual Progression up to a maximum salary of R170 295 per annum is possible subject to performance

REQUIREMENTS
:
An appropriate recognised qualification in Human Resource Management/Social Sciences, supported by extensive experience in the human resource planning environment. Sound knowledge of the various legislative frameworks governing human resource practices in general and, in particular, in the Public Service. Ability to communicate at all levels and work under pressure. Flexibility for extensive traveling, working long and extra hours. Ability to determine human resource needs flowing from the Department’s strategic goals and objectives. Computer literacy, particularly the use of Ms Excel, PowerPoint and PERSAL. Client orientation and customer focus. Acceptance of responsibility. Ability to work in a team, plan and execute work of team. A self-starter.

DUTIES
:
Conduct research on human resource planning practices in the Public Service. Provide support and advice to national and provincial departments on the development and implementation of human resource plans. Participate in lateral projects and other departmental activities. Analyse and assess existing human resource planning prescripts for effectiveness and relevancy. Manage and co-ordinate information system on the human resource database(s) for the Public Service. Assist in conducting human resource planning at macro level in the Public Service. Compile and write reports, submissions to management and be quality-oriented. Administer and update human resource planning and portal system. 

ENQUIRIES
:
Mr G Pillay, tel (012) 336 1328.

NOTE
:
A practical exercise will be done as part of the selection process.

POST 18/25
:
SENIOR SECURITY OFFICER
SALARY
:
R98 916 per annum (Level 7) Annual progression up to a maximum salary of     R114 843 per annum is possible subject to satisfactory performance.

CENTRE
:
Pretoria
REQUIREMENTS
:
Senior Certificate or equivalent qualification. SAMTRAC Certificate and other security related courses. Extensive experience in a security environment. Good communication skills (written and verbal). Computer literacy with knowledge of Microsoft office software, specifically Word & Excel. Ability to work under pressure. Personal qualities: self starter and self driven.  A team player and ability to work under pressure. Experience on Electronic Security System is recommendable. Drivers’ license.

DUTIES
:
Management and control of physical security i.e. access control, patrols and key control. Supervision and appraisal of subordinates. Implementation of Contingency Planning.  Conducting physical security audits.  Investigations.  Arranging and managing security training awareness campaigns.  Assist in drafting the security policies, information pamphlets and training materials to inform staff of security issues. General office administration including organising and managing individual security files and other registers.  Analysing and reporting on information recorded in relevant registers and computerized security access equipment.  Programming of access cards.

ENQUIRIES
:
Mr J Pooe (012) 336 1292

ANNEXURE I
DEPARTMENT OF PUBLIC WORKS

[image: image1.jpg]



The Department of Public Works is an equal opportunity, affirmative action employer. The intention is to promote representativity in the Public Service through the filling of these posts and with persons whose appointment will promote representativity, will receive preference. An indication by candidates in this regard will facilitate the processing of applications
CLOSING DATE
:
11 May 2007

NOTE
:
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. no faxed or e-mailed applications will be accepted.

MANAGEMENT ECHELON

POST 18/26

CHIEF DIRECTOR SOCCER WORLD CUP 2010 REF 2007/369


DDG Operations (Three year renewable contract):



Key Purpose To facilitate the provision of technical and administration support for he building, upgrading and maintenance of relevant infrastructure related to the 2010 FIFA World Cup. 

SALARY
:
All inclusive salary package of R591 510 per annum. (Total package to be structured in accordance with the rules of the Senior Management Service)

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
Post graduate qualification in the Built Environment. Extensive relevant experience in construction related project management. He/ she must have the following knowledge construction regulations, broad knowledge of functional areas covered by 2010 project occupational health and safety, ECDP, technical Knowledge of the built environment, political environment, procurement processes and systems, PFMA, WCS, PMBOK guidelines, and knowledge of Manpower Training Act of 1981. He/ she must have the following skills technical report writing skills, advanced interpersonal, project management, change management, integration management and procurement management. Willing to travel and registration with a recognized professional body will be an added advantage. Willing to adapt work schedule in accordance with professional requirement. 

DUTIES
:
To ensure delivery of infrastructure within the expected timelines. Manage Project Managers, Project Coordinators and administrative staff. Manage skills development processes and ensure and facilitate skills transfer. Assist Municipalities and National Treasury in developing a comprehensive budget framework for input to the budgeting process and to ensure that programmes aligned to job creation and poverty alleviation (EPWP).l

EQUIRIES
:
Mr S Mathobela, Tel (012) 337 2116 

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

FOR ATTENTION
:
Mr SC Zaba

NOTE
:
It will be expected of the candidate to sign a performance agreement and be subjected to security clearance.

POST 18/27
:
DIRECTOR PAN AFRICAN PARLIAMENT REF 2007/370


Assets Management (Three year renewable contract):



Key Purpose: manage the construction of the Pan African Parliament for the Department at Head Office. 

SALARY
:
All inclusive salary package of R591 510 per annum. (Total package to be structured in accordance with the rules of the Senior Management Service)

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
Post graduate qualification in the Built Environment. Extensive relevant experience in construction related project management. He/ she must have the following knowledge construction regulations, occupational health and safety, ECDP, technical Knowledge of the built environment, political environment, procurement processes and systems, PFMA, WCS, PMBOK guidelines, and knowledge of Manpower Training Act of 1981. He/ she must have the following skills report writing skills, advanced interpersonal and diplomacy skills, legislation drafting skills, ability to work under stressful situations, ability to communicate at all levels, trustworthy, punctuality and ability to work  independently. Willing to travel and registration with a recognized professional body will be an added advantage. Willing to adapt work schedule in accordance with professional requirement. 

DUTIES
:
Manage the option analyses for Special Pan African Parliament project. Manage and design planning and documentation processes and milestones. Manage appointment of consultants. Collate and present projects progress reports to PAP Steering Committee. Ensure that final design conforms to Departmental quality standards and client requirements Manage allocated budget. Mange projects costs to ensure the delivery of projects within costs and budget. Manage Project Managers, Project Coordinators and administrative staff. Manage skills development processes and ensure and facilitate skills transfer.

EQUIRIES
:
Mr S Mathobela, Tel (012) 337 2116 

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

FOR ATTENTION
:
Mr SC Zaba

NOTE
:
It will be expected of the candidate to sign a performance agreement and be subjected to security clearance.

POST 18/28
:
DIRECTOR LARGE EPWP PROJECTS: EPWP INFRASTRUCTURE: REF 2007/372


Key Purpose: To effectively manage the implementation of Large Projects model which will enable public bodies to increase the size of their EPWP projects or effectively convert their large projects so that also contribute to the EPWP 

SALARY
:
All inclusive salary package of R502 725 per annum. (Total package to be structured in accordance with the rules of the Senior Management Service)

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
Tertiary qualification in Engineering or related field Extensive relevant experience in Construction Industry. He/ she must have the Knowledge of Project Management, Construction Industry, Research and Structure and functioning of the Department. A candidate must have project management skills, report writing, policy formulation, research methodology, financial administration and programme and management skills. Willing to adapt work schedule in accordance with professional requirements, willing to travel and have drivers licence.

DUTIES
:
Effective management of Large Projects by assisting public bodies with the structuring of EPWP large projects Manage relationship with external stakeholders. Assist the public bodies and state owned enterprise (SOE) involvement in EPWP through large projects. Compile and submit updated reports on progress and management of large projects model. Monitoring and reporting on the implementation of the EPWP large projects effective management of the component. Manage the budget of the component efficiently and compile budgetary reports. 

ENQUIRIES
:
Mr M Lieuw Kie Song, Tel (012) 337 2289
APPLICATIONS
:
The Director-General, Department of Public Works Private Bag X65, Pretoria, 0001 or Hand delivered 124 Church Street, Poyntons Building, Pretoria

FOR ATTENTION
:
Mr SC Zaba

NOTE
:
It will be expected of the candidate to sign a performance agreement and be subjected to security clearance.

POST 18/29
:
DIRECTOR EPWP TECHNICAL SUPPORT PROGRAMME: EPWP INFRASTRUCTURE: REF 2007/373


Key Purpose: To effectively carry out the implementation of Technical Support Programme in order to ensure the participation in and contribution to the Expanded Public Works Programme by Public Bodies.

SALARY
:
All inclusive salary package of R502 725 per annum. (Total package to be structured in accordance with the rules of the Senior Management Service)

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
Tertiary qualification in Social Science and or project management related field. Extensive relevant experience in Construction Industry. He/ she must have the Knowledge Construction Industry, Structure and functioning of the Department and Government, Labour intensive construction methods and Programme design and management. A candidate must have the following skills, Executive management skills, sound analytical and problem identification and solving skills. Advanced report writing, policy formulation, research methodology, financial administration and project management skills. Willing to adapt work schedule in accordance with professional requirements, willing to travel and have drivers licence.

DUTIES
:
The provision of effective technical support to the public bodies in the Technical Support Programme. Liase with all relevant stakeholders to ensure their buy-in and participation in the programme. Manage relationship with external stakeholders, especially EPWP, and Public Bodies. Monitoring and reporting of the technical support programmes. Compile and submit updated reports on progress and management of large projects model. The effective management support of the Technical support programme. Determine and plan work procedures and methods of the component and compile budgetary reports.

ENQUIRIES
:
Mr M Lieuw Kie Song Tel (012) 337 2289

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

FOR ATTENTION
:
Mr SC Zaba

NOTE
:
It will be expected of the candidate to sign a performance agreement and be subjected to security clearance.

OTHER POSTS

POST 18/30
:
DEPUTY DIRECTOR: EPWP PROVINCIAL ENTERPRISE (X7 POSTS): OPERATIONS MANAGER: Ref 2007/402

SALARY
:
All inclusive salary of R343 257 per annum

CENTRE
:
Eastern Cape Ref 2007/402A



Based in the Free State but managing both Free State and Northern Cape Ref 2007/402B



Based in Gauteng but managing both Gauteng and North West Ref 2007/402C



Kwa-Zulu Natal Ref 2007/402D



Limpopo Ref 2007/402E



Mpumalanga Ref 2007/402F



Western Cape Ref 2007/402G



Please specify your reference number in your application according to your preferred province
REQUIREMENTS
:
A tertiary or related qualification is required. Preference will be given to persons that have specialised in commerce and have a post-graduate qualification. A proven track-record and relevant years of experience in the practical design, implementation and management of programmes related to economic, small business and contractor development is required. Programme and project management skills, financial management skills, problem-solving skills and decision making skills are required. Knowledge of SMME development, the development of cooperatives, economic development, business management, the Code of Good Practice for Special Works Programmes, the NQF Learnership framework and banking and finance is required.

DUTIES
:
The incumbent is required to:  (1) develop a provincial small business strategy plan and programme for the province(s) and municipalities that ensure that the province, as whole meets its EPWP targets; (2) develop various implementation manuals that will facilitate the development of small businesses and cooperatives; (3) programme manage and implement EPWP small business initiatives across all 4 EPWP sectors within the province(s); (4) promote EPWP initiatives in the province(s); (5) manage all contractual obligations relating to projects; (6) establish appropriate institutional arrangements; (7) work closely with the EPWP Mentor and SETA Liaison Manager in the implementation of programmes, (8) manage the training of small businesses, cooperatives and workers; (9) monitor and report on all projects; (10) manage various stakeholders such as training providers, mentors, beneficiaries.
ENQUIRIES
:
Ms CJ Abrahams, Tel (012) 337 2302

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 18/31
:
DEPUTY DIRECTOR: FACILITIES MANAGEMENT REF 2007/374
SALARY
:
All inclusive salary package of R343 257 per annum

CENTRE
:
Johannesburg Regional Office

REQUIREMENTS
:
Recognized Degree/National Diploma in any built environment disciplines, appropriate experience in the built environment, knowledge and understanding of maintenance of buildings, knowledge and understanding of Occupational Health and Safety Act as well as building regulations, knowledge and understanding of Environmental Conservation Act, Good financial and budgeting skills, knowledge of Government Procurement system, Project Management skills, Management and Leadership skills, ability to work under pressure, computer literacy, valid drivers license, sound analytical skills with good communication, both written and verbal.

DUTIES
:
Management of unplanned maintenance, the management of cleaning, gardening and security services within an effective and economical asset management program of all DPW buildings. Ensure the availability of sound, functional, safe and habitable structures and services. Prepare and control budget on unplanned maintenance, cleaning, gardening and security. Plan, set provide co-ordinate preventative maintenance schedule. Ensure quality control of workmanship and material by means of inspections and corrective actions. Ensure that service contracts are in place. Ensure that the services provided are value for money

ENQUIRIES
:
Ms T Mngomezulu, Tel (011) 713 6026

APPLICATIONS
:
The Regional Manager, Department Of Public Works, Private Bag X3, Braamfontein, 2017
FOR ATTENTION
:
Mr COM Nxumalo 
POST 18/32
:
DEPUTY DIRECTOR LEARNERSHIP EPWP ENVIRONMENT AND CULTURE SECTOR: REF 2007/401

SALARY
:
All inclusive salary of R343 257 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
Tertiary qualification in Environmental Science or related field with relevant experience in the Learnership field. He or she must have knowledge in the EPWP Strategic Goals, Skills Development Act and Skills Development Levy Act, National Human Resource Development Strategy, Skills Development Strategy, Employment Equity Act, Programme and Project Management, Financial Management. A valid drivers licence and willing to travel extensively. Ability to work for long hours.

DUTIES
:
The effective management and implementation of learnerships, Ensure that that learners are educated and trained in accordance with the Learnership Agreement, The effective liaison with relevant stakeholders, Oversee the continuous feedback to learners on their achievements and development areas, The effective administration and monitoring of learnerships, Coordinate all learning assessment within the programme, Conduct formative assessment throughout the programme

ENQUIRIES
:
Ms M Ntsoane, Tel (012) 337 2200

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

FOR ATTENTION
:
Mr. SC Zaba

POST 18/33
:
ASSISTANT DIRECTOR (HUMAN RESOURCE ADMIN, RECRUITMENT & PLANNING): REF 2007/377

SALARY
:
R183 084 per annum

CENTRE
:
Johannesburg Regional Office

REQUIREMENTS
:
A degree/diploma in Human Resource Management or related field. Appropriate experience in general HR Administration. An in-depth understanding of enabling legislation and prescripts (BCEA, EEA, LRA, PSA, PSR, CORE etc.). Knowledge of recruitment and selection processes.  Knowledge of PFMA. In-depth knowledge of PERSAL. Excellent communication and writing skills. Computer literacy.

DUTIES
:
Compliance and effective implementation of all Human Resource Management policies, prescripts and relevant legislations. Implement processes and systems to improve work flow within the Human Resources Management. Attend to audit queries.  Accountable for the effective utilization of the PERSAL system. Maintenance of appropriate organizational structure in the region. Management of Employment Equity policies and reaching of target. Assisting line management with sourcing and placement of staff.  Assist with the appointment of preferred and approved recruitment suppliers in line with the DPW’s objectives and monitor their performance on an on-going basis. Render expert advice and guidance to line managers pertaining to interpretation and implementation of HR Policies and Directives. Supervise staff.

ENQUIRIES
:
Mr COM Nxumalo, Tel. (011) 713 6039 

APPLICATIONS
:
The Regional Manager, Department of Public Works, Private Bag X 3, Braamfontein, 2017 

FOR ATTENTION
:
Mr COM Nxumalo 

POST 18/34
:
ASSISTANT DIRECTOR: REGIONAL AUDITS: INTERNAL AUDITS AND INVESTIGATION SERVICES: REF 2007/375


Key Purpose: To manage the Internal Audit function in the Region

SALARY
:
R183 084 per annum

CENTRE
:
Port Elizabeth Regional Office 

REQUIREMENTS
:
A BCOM degree or National Diploma in Auditing and Accounting. Appropriate experience in the Internal Auditing field and supervisory Good understanding of the Audit process and audit approaches. Good communication and supervisory skills. Effective report writing. Computer literacy Ability to follow a proactive and creative problem solving approach. A valid drivers licence and knowledge of teammate will be added advantage. 

DUTIES
:
Undertake the management functions of the Regional Internal Audit Section. Assist the audit manager with the development of the strategic plan for the sub-directorate. Assist the audit manager with the facilitation of the enterprise risk management in the region. Assist with the planning of audit projects for the region. Supervise the execution of the audit programme regarding risk management, control and governance and processes associated with the activities under review Communicate to the Internal Auditors, the audit program that establishes the procedures for identifying, analyzing, evaluating and recording information during the audit. Conduct entrance and exit conference meetings. Direct audit program steps/ procedure that achieve the engagement objectives. Plan and monitor timeframes, and individuals responsible for the assignment. Supervise audit fieldwork. Assess and evaluate audit evidence. Ensure adequate audit working papers development. Evaluate audit findings. Develop conclusions on audit findings. Develop draft and final internal audit reports. Discuss the internal audit reports with Audit Manager. Regional Manager and Regional Audit Steering Committee. Manage and transfer auditing skills to Senior Internal Auditors

ENQUIRIES
:
Ms Z Mxunyelwa, Tel (012) 337 2471 Ms N Matolo, Tel (012) 337 3224

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 18/35
:
ASSISTANT DIRECTOR REF 2007/376


Internal audit and investigation services

SALARY
:
R146 685 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A B-degree/National Diploma in Auditing and Accounting.  Relevant practical experience in the Internal Auditing field. Good understanding of the Audit process and Audit approaches. Good communication and supervisory skills. Effective report writing. Computer literacy. Ability to follow a proactive and creative problem solving approach. A valid driver’s license. Knowledge of Teammate will be an added advantage.

DUTIES
:
To supervise the execution of audit programs regarding risk management, internal control and governance processes. Direct audit program steps. Supervise audit field work and collect relevant, sufficient and useful audit evidence. Assess and evaluate audit evidence. Ensure adequate audit working paper development. Evaluate audit findings. Develop conclusions on audit findings. Develop draft and final internal audit reports. Discuss the internal audit report with Audit Manager. Transfer auditing skills to the Internal Auditors and Internship students. Conduct administration activities of the unit. Evaluate performance of Senior Internal Auditor and Internship students.

ENQUIRIES
:
Ms Z. Mxunyelwa, Tel. (012) 337-2471 Ms N. Matolo, Tel (012) 337 3224

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

FOR ATTENTION
:
Mr. SC Zaba

POST 18/36
:
SECRETARIES TO DIRECTORS: REF 20074/378


Internal Audit Services Ref 2007/378A



Environment & Culture Sector (EPWP) Ref 2007/378B

SALARY
:
R98 916 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A NQF Level 4 with experience as an Office Assistant.  Computer literacy (MS Word, Powerpoint, Excel, Intranet and Internet, as well as typing skills. Knowledge of Logis and BAS will be an added advantage.  Interpersonal, organisational and communication skills are also required.  Good record keeping skills. Knowledge and understanding of the built environment will be an added advantage.  

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

ENQUIRIES
:
Ms N Matolo, Tel (012) 337 3224 Internal Audit Ms M Ntsoane, Tel (012) 337 2200 EPWP

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 18/37
:
WORKS MANAGER (MECHANICAL; BUILDING  & ELECTRICAL) X7 POSTS FACILITIES MANAGEMENT: REF 2007/400

SALARY
:
R79 407 per annum

CENTRE
:
Johannesburg Regional Office

REQUIREMENTS
:
Trade Certificate or National Diploma related to the built industry. Related technical experience A valid driver’s licence; computer literacy; knowledge and understanding of PFMA, OHSA, National Building Regulations, and Government Procurement System and property and facilities management. Willingness to travel He/ she must have the following skills technical reporting writing, programme and project management and Financial administration.

DUTIES
:
Render basic inspection service of work do9ne on minor new and existing structures on a project basis through developing progress reports on outstanding and finalized work. Analyze and compile relevant documentation for to be done on minor new existing structures. Oversee the work of contractors 

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 18/38
:
SWITCHBOARD OPERATOR; REF 2007/371


Provisioning and Auxiliary Services

SALARY
:
R46 200 per annum 

CENTRE
:
Durban Regional Office

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

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

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

APPLICATIONS
:
The Regional Manager, Department of Public Works, Private Bag X54315, Durban, 4000

FOR ATTENTION
:
Mr BE Mbatha

NOTE
:
Disable people are encouraged to apply

ANNEXURE J
DEPARTMENT OF SCIENCE AND TECHNOLOGY

The Department of Science and Technology is an equal opportunity, affirmative action employer and it is the intention to promote representivity in the Public Service through the filling of this post. Persons whose transfer/promotion/appointment will promote representivity will therefore receive preference. An indication in this regard will expedite the processing of applications.

APPLICATIONS
:
Please forward your application, quoting the relevant reference number and the name of the publication in which you saw this advertisement, to: The General Manager: Human Resource, Department of Science and Technology, Private Bag X894, Pretoria 0001.

CLOSING DATE
:
21 May 2007

NOTE
:
Applications must be submitted on Form Z.83, obtainable from any Public Service Department and should be accompanied by a comprehensive CV (including two contactable referees) and certified copies of qualifications.

OTHER POSTS

POST 18/39
:
ASSISTANT DIRECTOR: MULTILATERAL CO-OPERATION
SALARY
:
R146 685 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Bachelors degree or equivalent qualification ● Appropriate planning experience ●Sound interpersonal and organizational skills ● Knowledge of science and technology co-operation ● Good report writing skills ●Computer literacy, in particular MS Word, Excel and PowerPoint ●Willing to travel.

DUTIES
:
Key Performance areas: ● Co-ordinate, facilitate and implement multilateral science and technology agreements ● Liaise with multilateral science and technology stakeholders ● Facilitate South Africa’s participation in the multilateral for and organise international/national science and technology meetings/events ● Maintain databases on multilateral science and technology co-operation ● Support the unit on administrative duties as required.

ENQUIRIES
:
Ms M Mabusela, Tel (012)843-6394. 

POST 18/40
:
ASSISTANT DIRECTOR


Unit: Development Partnerships (Oda) 

SALARY
:
All-inclusive remuneration package: R146 685 per annum 

REQUIREMENTS
:
At least a three-year qualification in International Relations, Public Admin, Political Science or related fields ● An Honors degree will be advantageous. ● The candidate must have a good understanding of scientific research and its role in social and economic development ● Excellent communication (written and verbal) skills and computer literacy ● Sound knowledge of the South African ODA management and procedures. ● A good understanding of the Department’s initiatives within the field of Official Development Assistance (ODA). ● Prepared to travel nationally and internationally.

DUTIES
:
Key performance areas: ● Monitor international development aid opportunities and trends ● Assist in analyzing types and models of development aid engagement ●Prepare documentation in support of the work of the Unit ● Co-ordinate projects and programmes between the Department and S&T national and international stakeholders and partners ● Communicate on behalf of the unit with donor countries ● Assist with events management of national and international events ● Assist with procurement, financial control and general administration of the unit.

ENQUIRIES
:
Ms. L Du Toit, tel. (012) 843-6354.

POST 18/41
:
ASSISTANT DIRECTOR: BILATERALS


Unit: African Cooperation

SALARY
:
All-inclusive remuneration package: R146 685-R 170 295 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
A three year qualification and a good understanding of the relationship of the Department of Science and Technology with African Countries; Strong understanding of science and technology and its impact on development; Understanding on bilateral and multilateral cooperation; Understanding of National system of innovation; Computer literate; Good interpersonal, writing, organizational and communication skills; Be able to work late hours.

DUTIES
:
Key Work Areas: Facilitate active scientific and technological cooperation between South Africa and African countries on bilateral basis; Negotiate, conclude and manage new bilateral relations on science and technology with African countries; Organize and coordinate events and host internal delegation; Work closely with science councils, government departments and  other institutions; Prepare documents for the units; Coordinate units budget

ENQURIES
:
Thembi Sishi Tel: 012 843 6387

ANNEXURE K
DEPARTMENT OF SOCIAL DEVELOPMENT

It is our intention to promote representivity (race, gender and disability) in the Public Service through the filling of these posts. An indication with regard to your representivity status will facilitate the processing of applications
APPLICATIONS
:
The Director General, Department of Social Development, Private Bag X901, Pretoria, 0001

FOR ATTENTION
:
Ms J Malala

CLOSING DATE
:
14 May 2007

NOTE
:
A curriculum vitae with a detailed description of duties and the names of two referees must accompany your application for employment. It will be required of the successful candidate to undergo an appropriate security clearance. . Shortlisted candidates must please note that they will be required to furnish proof of original certificates of qualifications during the selection process.  It is the applicant’s responsibility to have foreign qualifications evaluated by the South African 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 18/42
:
SOCIAL WORK ADVANCED SPECIALIST


Directorate: HIV/AIDS

SALARY
:
Total Package Up To: R 289 .635 per annum 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.

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Bachelors Degree in Social Work (or equivalent qualification) plus credible experience. Competencies needed: Good project management skills. Strong policy development and analytical skills. Proven organisational skills. Good presentation skills. Financial management skills. Planning  skills. Well developed liaison, communication and report writing skills. Ability to work under pressure. Basic welfare counselling skills. Ability to function independently. Good computer user knowledge and experience. Code 8 driver’s licence. It will be to the advantage of the successful candidate to be proficient in at least four official languages.

DUTIES
:
Facilitate the implementation of community-based care and support programmes. Support and build provincial capacity to implement programmes. Monitor and evaluate progress on the implementation of programmes. Assist in other HIV/AIDS related programmes and activities at national level.

ENQUIRIES
:
Dr C Kganakga Tel: (012)312 7962/3

POST 18/43
:
ASSISTANT DIRECTOR: IT SOURCING AND CONTRACT MANAGEMENT


Directorate: Information Technology

SALARY
:
R146 685 p.a. 

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Bachelors Degree/Diploma or equivalent qualification PLUS specialised knowledge and experience in the drafting of contracts as well as the management thereof.  Knowledge of the field of information systems and information Technology.  Knowledge/experience in negotiating and drafting service level agreements and business contracts.  Experience in managing information technology projects. Competencies needed: Financial management skills. Communication (written and verbal) skills. Interpersonal skills. Negotiation skills.  User/customer orientation. Attributes: Ability to work under pressure.

DUTIES
:
Key Responsibilities: Co-ordinate and manage supplier/customer contracts, ensuring adherence to service level agreements.  Negotiate and draft service level agreements and business contracts with external contractors/service providers.  Liaise with contractors/service providers whenever there are changes to some aspects of the service level agreement.  Monitor services rendered by contractors/service providers against service level agreements/contracts.  Manage any area of non-compliance by contractors/service providers.  Monitor expenditure against payments to contractors/service providers through financial reports.  Execute service delivery audits on services provided by contractors/service providers to ensure that customer needs are met.  Analyse the information and compile monthly reports.  

ENQUIRIES
:
Mr ML Manokoana Tel: (012) 312-7724

FOR ATTENTION
:
Ms J Malala

POST 18/44
:
SENIOR SECRETARY GRADE III


Directorate: Community Development
SALARY
:
R123 983 p.a. (R 79 407 Basic annual salary) 

CENTRE
:
Pretoria

REQUIREMENTS
:
Grade 12 or equivalent Certificate PLUS credible experience in the administrative/secretarial field.  Candidates on the short list will be required to undergo a computer literacy/typing test and a test to assess written communication skills. Competencies needed: Planning and organising skills. Ability to interpret directives.  Interpersonal skills. Problem solving skills. Typing skills.  Communication (written and verbal) skills. Cost consciousness.  Knowledge of document tracking, storage and retrieval.  MS Office Suite. Knowledge of filing systems. Telephone etiquette.  Knowledge of provisioning administration prescripts. Personal attributes Friendly. Confident. Accurate. Adaptable.  Independent. Ability to work under pressure and to cope with a high workload. 

DUTIES
:
Key Responsibilities: Answer the telephone, make telephone calls on behalf of the senior manager and canalise telephone calls to the relative unit. Receive clients or visitors. Arrange meetings, workshops and appointments and provide administrative support.  Manage the diary of the senior manager.  Arrange journeys and accommodation and compile and submit subsistence and travel claims.  Scan, manage and draft correspondence, documentation, supporting registers and filing.  Facilitate inputs for parliamentary questions. Take notes, keep minutes and do typing.  Co-ordinate financial inputs as well as human resource management and human resource development matters.  Act as Chief User Clerk.

ENQUIRIES
:
Ms M Kumeke Tel no: 012 312 7762
ANNEXURE L
STATISTICS SOUTH AFRICA

Stats SA endeavours to promote the careers of previously disadvantaged persons by applying the principles of Employment Equity Act (Act no 55 of 1998)

APPLICATIONS
:
Posting to the Recruitment Manager, Stats SA, Private Bag X44, Pretoria, 0001 ( Delivered at 170 De Bruin Park Building, corner Andries and Vermeulen Streets, Pretoria.  
CLOSING DATE
:
11 May 2007

NOTE
:
Required documents: ( Z83 Application Form ( Detailed CV with contact details of three recent referees ( Certified copies of qualifications, transcript/tertiary results, copy of ID and driver’s license. NB: Applicants risk being disqualified for failing to submit all the required documents. ( If you do not hear from us within three months after the closing date, please regard your application as unsuccessful. Correspondence will be entered into with short listed candidates only ( Statistics SA reserves the right not to make an appointment ( Appointment is subject to security clearance, the signing of a performance agreement, verification of the applicant’s documents, and reference checking ( Applications received after the closing date will not be considered ( Please clearly indicate the reference number of the position you are applying for in your application. If you apply for more than one position submit separate application. Person profile: ( These positions will suit a person who is self-motivated, initiative, independent, team player, good with problem solving ( Willingness to travel and to work under pressure within targeted deadlines ( Good communicating, problem solving, analytical, presentation and project management skills. Short listed applicants must be willing to undergo a competency exercise.

OTHER POSTS

POST 18/45
:
PROFESSIONAL: GIS PROGRAMMER (REF. NO. 07/04/015)


(One permanent post in Geography Division at Head Office, Pretoria)

SALARY
:
R289 635 per annum

REQUIREMENTS
:
Prerequisite: ( At least three-year tertiary qualification in Programming or Computer Science or related field (  Training in development software required, for example Visual Basic 6.0, .Net, ASP, ASP.Net, Java scripting, HTML, XML, Web services, C#, CSS, Crystal reports, Transact SQL, SAS, SSAName3, ESRI suite, ( Training in database/s required, e.g. SQL Server, Sybase, Oracle, SAS, etc ( Project Management (Experience in GIS with specialization in Arc GIS products ( Knowledge of ESRI geo-database model, GIS database administration, South African geography, meta-data and documentation ( Experience in analysis and design, and system development life cycle methodology.  

DUTIES
:
Key performance areas: ( Develop spatial applications within the GIS environment to maintain and update the geographical frame ( Conduct ongoing research into and guidance on GIS software application development to address end user needs ( Train and support users of GIS and IT applications developed. 
ENQUIRIES
:
Kindly contact Azwi Mmboyi at (012) 310 2949.

POST 18/46
:
PROFESSIONAL: GIS SPECIALIST (REF. NO. 07/04/014)



(One permanent posts in Geography Division at Head Office, Pretoria)

SALARY
:
R183 084 per annum
REUIREMENTS
:
Prerequisite: ( At least three-year tertiary qualification in Geography, Geographic Information Systems (GIS), Economic Geography, Demography plus extensive experience in training ( Proven GIS skills in human geography/air photo interpretation/training manual development is essential with specialization in Arc GIS software and MS Office ( Experience in map reading and interpretation training is required ( Experience in working with surveys or censuses ( A valid driver’s license with driving experience. 

DUTIES
:
Key performance areas: ( Provide geographic support services for census and survey data collection and map production ( Provide geographical support to internal and external users ( Test the address and listing methodologies for future population censuses and the use in the economic applications ( Enhance quality and spatial detail of the National Geographic Statistics Framework to user requirements ( Provide Geo-coded businesses for analysis and dissemination and regionalizing of socio-economic information ( Assts in the geo-coding of place names ( Maintain and update fundamental geographic data for use by internal and external user. 

ENQUIRIES
:
Kindly contact Azwi Mmboyi at (012) 310 2949.

POST 18/47
:
PROFESSIONAL: GIS SPECIALIST (REF. NO. 07/04/012)


(Two permanent posts in Geography Division at Head Office, Pretoria)

SALARY
:
R146 685 per annum) 

REQUIREMENTS
:
Prerequisite: ( At least three-year tertiary qualification in Geography, Demography, Cartography, Town planning or Photo-grammetry plus GIS experience ( Good computer skills in MS Office (MS Excel and MS Access) and at least two different GIS software packages including ESRI ( Knowledge of the South African geography, demography, town planning, cartography, surveying or air photo-interpretation will be an added advantage.

DUTIES
:
Key performance areas: ( Provide geographic support services for census and survey data collection, data capturing, map production ( Provide geographical support to internal and external clients ( Test the address and listing methodologies for future population censuses and surveys ( Update and standardize geographies relevant to the NSS and stakeholders (place names and enumeration areas) ( 
ENQUIRIES
:
Kindly contact Azwi Mmboyi at (012) 310 2949.

POST 18/48
:
OFFICE ADMINISTRATOR (REF. NO. 07/04/013)


(One permanent post in Geography Division at Head Office, Pretoria)

SALARY
:
R146 685 per annum
REUIREMENTS
:
Prerequisites: ( An appropriate three-year tertiary qualification in Administration or Office Management ( Relevant experience in office administration is essential ( Knowledge of LOGIS, BAS and supply chain management ( Good computer Skills in MS Office (MS Word, MS Excel, PowerPoint).   

DUTIES
:
Key performance areas: ( Monitor component expenditure to ensure that monthly expenditures are in line with component expenditure ( Ensure that all commitments within a financial year are accounted for ( Plan, organize and coordinate administrative activities such as capturing of requisitions and handling of all logistical support ( Compile and monitor the budget reports for the manager ( Manage diary, information and proper filing system ( Minutes taking ( Control inventory ( Maintain and update assets register for the component ( Ensure effective liaison and communication with internal and external stakeholders. 

ENQUIRIES
:
Kindly contact Azwi Mmboyi at (012) 310 2949.

POST 18/49
:
PROFESSIONAL: GIS SPECIALIST (REF. NO. 07/04/011)


(One permanent posts in Geography Division at Head Office, Pretoria)

SALARY
:
R98 916 per annum

REQUIREMENTS
:
Prerequisite: ( An appropriate tertiary qualification in Geographic Information Systems (GIS), Geography, Demography, Cartography, Town Planning or Spatial Data Analysis plus relevant working experience in GIS environment ( Knowledge of the ESRI geo-database model and South African Geography will be an added advantage (  Good computer skills in MS Access and must be able to use a GIS software package.

DUTIES
:
Key performance areas: ( Provide geographic support services for survey data collection, data capturing and electronic map production ( Provide geographical support to internal and external clients ( Quality assurance of products and data.
ENQUIRIES
:
Kindly contact Azwi Mmboyi at (012) 310 2949.

ANNEXURE M
THE PRESIDENCY

APPLICATIONS
:
The Presidency, Private Bag x 1000, Pretoria, 0001 or hand deliver to Union Buildings, East Wing Entrance @ Government Avenue
NOTE
:
Applications should be on Z83, signed and dated and must be accompanied by a comprehensive CV, and certified copies of qualifications as well as ID. It is the responsibility of the applicants to have his/ her foreign qualification evaluated by South African Qualification Authority (SAQA). Confirmation of final appointment will be subject to a positive security clearance to the level of to secret. Due to the large number of responses anticipated, correspondence will be limited to short listed candidates only. People with disability are encouraged to apply.

OTHER POSTS

POST 18/50
:
DEPUTY DIRECTOR: CABINET SECRETARIAT


Unit: Cabinet Secretariat: 

SALARY
:
All inclusive salary of R289 635 per annum. In addition to the salary package, the incumbent will be paid a role-playing allowance, a once-off payment for clothing and a session allowance when doing session duty. 
CENTRE
:
Pretoria

REQUIREMENTS
:
Candidates must be in possession of a Bachelor’s degree or equivalent qualification. This is an extremely challenging, key post which requires a person with strong organisational abilities and analytical acumen, as well as excellent communication skills (verbal and written). A background in Economics and knowledge of Government structures and policies will be advantageous. The incumbent must be willing to work irregular hours and under pressure, have the ability to work with minimum supervision and must be willing to perform session duty in Cape Town when required.

DUTIES
:
The incumbent will have the following responsibilities: Render a comprehensive secretariat support function to the Cabinet and its Committees; Prepare Cabinet documents; Evaluate and create a strong support system in assisting Cabinet to sustain a relationship with various role-players; Render advisory and liaison services to the Cabinet and its Committees on a variety of matters; Create mechanisms for Members’ input to Cabinet; Carry out relevant research when necessary; and Supervise subordinates, including assistance with selection, training, development, motivation and performance evaluation of staff.

ENQUIRIES
:
Dr. H Fisher Tel: (012) 300 5523 / (021) 464 2226

FOR ATTENTION
:
Mr M Hlungwani, tel 012 300 5622.

CLOSING DATE
:
18 May 2007

NOTE
:
The Presidency is an equal opportunity employer. African males and female, Indian males and white males and disabilities are encouraged to apply.

POST 18/51
:
SENIOR SECRETARY


Unit: Supply Chain Management

SALARY
:
R79 407 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
Post school Secretary Diploma, similar of equivalent qualification, Excellent communication skills and able to interact with types of people Good telephone etiquette Computer literate with Advanced skills in word processing, spreadsheet and presentation packages, Internet and email Diary management Interpersonal skills Well presented Ability to act with tact and discretion autonomously The following will serve as an advantage Availability and willingness to accompany the manager on official business.
DUTIES
:
The successful candidate will be responsible for the following: Provide a secretarial and receptionist support service to the Senior Manager Provide an advanced administrative support service to the manager and the Directorate Diary management Arrangement of travel and accommodation Priorities work according to deadlines and diary Become familiar with the environment within the Directorate operates including relevant policies and procedures.

ENQUIRIES
:
N Naik (012) 300 5630

FOR ATTENTION
:
Ms R Sedibe

CLOSING DATE
:
11 May 2007
ANNEXURE N
PROVINCIAL ADMINISTRATION: FREE STATE

DEPARTMENT OF HEALTH

The Free State Provincial Government is an equal opportunity, affirmative action employer and it is committed to the achievement and maintenance of diversity and equity employment.

APPLICATIONS
:
Mr AJ Venter, Head: Corporate Administration, Department of the Premier, Room 403, Lebohang Blg., St Andrew Street, P.O Box 517, Bloemfontein, 9300

FOR ATTENTION
:
Ms J Petterson 
CLOSING DATE
:
04 June 2007

NOTE
:
Applications must be submitted on the prescribed Z83 form, obtainable from any public service Department.  All applications must be accompanied by a comprehensive CV, certified copies of all educational qualifications and supporting documents such as an identity document, drivers’ licence etc. Applications must be submitted on or before the closing date, Faxed or e-mailed applications will not be considered, Applications must be submitted to the address mentioned in the advertisement.

MANAGEMENT ECHELON
POST 18/52
:
HEAD OF DEPARTMENT REFERENCE: HOD 1/2007



This appointment is subject to the signing of an employment contract, not exceeding five years, a security clearance and an annual performance agreement. The successful candidate will be required to disclose his/her financial interests in accordance with the prescribed regulations.

SALARY
:
R922 491 per annum all inclusive remuneration package per annum PLUS a 10% non-pensionable Head of Department allowance. The remuneration package consists of the basic salary, the Government’s contribution to the Government Employee Pension Fund and a flexible portion, which may be structured in terms of the rules for the structuring of the flexible portion which may include a 13th cheque, motor car allowance, home owner’s allowance and medical aid assistance.

CENTRE
:
Bloemfontein

REQUIREMENTS
:
The candidate must be in possession of an appropriate recognised Bachelor’s Degree (or equivalent qualification) as well as extensive managerial experience at a senior management level. The candidate must have knowledge, skills, training and competencies of the following: The principles of Corporate Governance, Dynamic professional leadership, as well as strategic, financial and people management skills, Ability to initiate and support organisational transformation and change, explore and implement new ways of delivering services that contribute to the improvement in health status. Display and build the highest standard of ethical and moral conduct, A thorough understanding of the Health Care Delivery System within the Free State Province and South Africa. Recommendation: A post graduate qualification in Health and/or management will be a recommendation.

DUTIES
:
Key Responsibilities: To perform all the functions and the responsibilities attached to the post as Head of the Department in terms of the Public Service Act and the Regulations issued in terms thereof, which inter alia include the efficient management and administration of the Department, the effective utilisation and training of staff, the maintenance of discipline, the promotion of sound labour relations and the proper use and care of state property, including the rendering of efficient and effective management systems to the Department which include resource management, financial management, information management and pro-active communication systems, as well as such functions, which may be prescribed.  To function as Accounting Officer of the Department in terms of the Public Finance Management Act and the Treasury Regulations.

DUTIES
:
This candidate will also be responsible to: Assist with the development of appropriate Health policies and advice the MEC in this regard. Ensure the effective implementation of Government Policies in the areas of Health and the Public Service as well as Provincial and National legislation relevant to the Portfolio. Provide the MEC with sufficient information and advice to enable him to make sound and informed decisions in terms of his portfolio. Although the candidate is based in Bloemfontein, the post requires extensive travelling, both domestically and internationally. Such other responsibilities as may be directed.

ENQUIRIES
:
Mr AJ Venter, Head: Corporate Administration Tel. No. 051- 405 4926/7

ANNEXURE O
PROVINCIAL ADMINISTRATION: GAUTENG

DEPARTMENT OF COMMUNITY SAFETY

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

CLOSING DATE
:
11 May 2007

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

OTHER POSTS

POST 18/53
:
HEAD TALENT ACQUISITION REF NO 70040567/2



Directorate: Human Resource

SALARY
:
R 139 302 per annum (All inclusive package)

CENTRE
:
Johannesburg 

REQUIREMENTS
:
A B Degree or National Diploma in Human Resource Management plus 3 years experience in HRM. Drivers license. Customer relationship management, Interpersonal relations, Conflict Management, Communication, Interviewing, Facilitation and Presentation skills Report writing, computer literacy. Knowledge and understanding of relevant Legislations and Act.

DUTIES
:
Conduct an assessment of human resource required to deliver the operational plans in line with the Departmental Strategic Plan, Ensure implementation of the HR Plan and evaluate, Overall responsibility for the cost-effective attraction, recruitment and placement of high caliber people whilst ensuring legislative compliance, Conduct recruitment interviews, Develop staff to achieve their full potential and meet Departmental strategic objectives, Manage Registry.

ENQUIRIES
:
E Siwa Tel 011 689-3652

GAUTENG SHARED SERVIES CENTRE

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

CLOSING DATE
:
21 May 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 18/54
:
SENIOR BUYER: MEDICAL (3 POSTS) REF NO: 70042277



Directorate: Procurement
SALARY
:
R122 841 – R 142 617 per annum (Plus benefits)

CENTRE
:
Johannesburg
REQUIREMENTS
:
Relevant Purchasing Diploma. 2 years procurement related experience working in a tendering environment. Understanding of Public sector Purchasing. Must be computer literate. Generic: Negotiating skills, creating and lateral thinking, keep abreast of market trends, time management and good communication skills across al levels within the organisation, administrative skills, strong ethics. Technical Knowledge: Statistical process skills, cross functional knowledge with respect to all departments within government, sound knowledge of government procurement policies and procedure. Technical Skills: Analytical skills, decisive, systematic and assertive thinking skills, ability to prioritize workflow, report writing skills, contract management. Attributes: Ability to work in teams, quality orientated, good listener, decisive and confident, strong ethics, customer focused, passionate about service delivery, self starter, ability to work well under pressure, task focused, good interpersonal skills, attention to detail, dependable and conscientious.
DUTIES
:
To project manage less complex term agreement such as clearly specified or off the shelf items or all medical commodities. To ensure that goods and services are procured in accordance with the procurement policies and procedures. To ensure that goods and services are procured in accordance with the SLA. To assist in compiling and analyzing of specifications from GPG departments. Conduct market research. Place adverts in relevant media. Prepare the request for proposal packs for potential bidders. To lead and manage the tender process during the bid evaluation committee meetings. Ensure that savings targets are adhered to. 
ENQUIRIES
:
Michael Swanepoel Tel (011) 689 8224 

GAUTENG YOUTH COMMISSION

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
:
18 May 2007

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

OTHER POSTS

POST 18/55
:
ADMINISTRATIVE OFFICER: FINANCE AND PROCUREMENT REFERENCE NO: 70042256


Directorate: Finance and Procurement

SALARY
:
R98 916 per annum (Plus Benefits)

CENTRE
:
Johannesburg

REQUIREMENTS
:
The successful candidate should have an equivalent qualification and / or proven experience in Financial Management and procurement within government finance and procurement field.  The successful candidate must also have proven understanding of PFMA and other related legislations.  The candidate must have skills in the compilation or reports, planning, organizing, problem solving, and budget control. A through understanding of youth development challenges in Gauteng. The candidate should be willing to work overtime and under pressure and should  have good interpersonal skills.

DUTIES
:
Ensure and monitor compliance to relevant financial management legislation, policies, procedures and regulations.  Provide budget administration to the GYC including monitoring and controlling of the expenditure.  Prepare all the financial and non-financial reports. Submission of cash flow projections. Administer and manage all financial requirements of the GYC.  Facilitate and manage the end user demand planning needs.  Produce reports on requisition statistics and commodity purchases.  Ensure timeous delivery of goods and service to the GYC with the follow through request.  Follow up on delivery of goods and services as well as payment of suppliers on behalf of end users.  Assist end user with drafting of specifications.

ENQUIRIES
:
Masabata Mutlaneng Tel: 011 403-1636

POST 18/56
:
ADMINISTRATION OFFICER REF NO: 70042156


Directorate: Policy co-ordination, Monitoring and Evaluation

SALARY
:
R98 916 per annum (Plus benefits)

CENTRE
:
Johannesburg
REQUIREMENTS
:
The successful candidate should have an equivalent qualification and/ or proven experience in research, policy co-ordination, monitoring and evaluation. A through understanding of youth development challenges in Gauteng. The candidate should also have proven knowledge of report writing, planning, organizing and research. The candidate should be willing to work overtime and under pressure and should have good interpersonal skills.
DUTIES
:
Ensure implementation of appropriate policies. Co-ordinate research activities related to youth development. Assist the Manger in developing policies. Ensure implementation of Youth Policies and Gauteng Integrated Youth Development Strategy. Assist in developing tools and a model for monitoring and evaluating implementation of programmes by GPG Departments and Local Government. Prepare monthly and quarterly reports.
ENQUIRIES
:
Puleng Ratlabala Tel (011) 403 -1636
POST 18/57
:
ADMINISTRATIVE OFFICER REF NO 70042158


Directorate: Programmes and Advocacy

SALARY
:
R 98 916 per annum (plus benefits)

CENTRE
:
Johannesburg

REQUIREMENTS
:
The successful candidate should have an equivalent qualification and/or proven experience in managing programmes. Project management will be an added advantage. The candidate should also have proven knowledge of report writing, planning and organizing. A thorough understanding of youth development challenges in Gauteng. A valid driver’s license is essential. The candidate should be willing to work overtime and be able to work under pressure and should have interpersonal skills.

DUTIES
:
Ensure implementation of GYC flagship programmes. Assist in conceptualization of department programmes. Ensure implementation of Gauteng Integrated Youth Development Strategy. Ensure effective collaboration with stakeholders on similar programmes. Co-ordinate outreach programmes. Co-ordinate Inter Department Committee (IDC) and inter Government Forum (IGF) on youth affairs. Co-ordinate implementation of the National Youth Service. Prepare monthly and quarterly reports.

ENQUIRIES
:
Masabata Mutlaneng Tel.No. (011) 403-1636

DEPARTMENT OF HEALTH

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

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

MANAGEMENT ECHELON

POST 18/58
:
PRINCIPAL SPECIALIST (SURGERY) REF NO: 70041864

SALARY
:
R 502 725 per annum (inclusive packages)

CENTRE
:
Kalafong Hospital

REQUIREMENTS
:
Registration with Health Professional Council as a Specialist.

DUTIES
:
Clinical Supervision: Control clinical care unit. Prepare and supervise implementation of clinical guidelines and protocols. Plan and direct regular clinical audits. Supervises and advise junior doctors in patients care. Participates in patients care according to the duty lists and instructions. Academic Teaching: To undertake relevant training of medical personnel at undergraduate, postgraduate and sub-specialist level. To contribute to and participate in training of other health workers where requested to do so. Participate in public education programmes concerning health. Direct Patients Care: To provide cost effective specialist medical inpatients and outpatients care to patients within the referral area. To supervise junior medical staff in the appropriate treatment of patients. To co-operate with nursing and other professional in the optimal care of hospitalized patients. To refer patients or patients samples to relevant other units and department for diagnostic, interventional, imaging, surgical, therapeutic and rehabilitative tests and procedures. To advise and council patients and families on their health problems. To consult and advise health professional including primary care workers and medical practitioner on diagnosis, investigation and management of referred patients. Research: To contribute to the development of knowledge and policy by appropriate research. To do appropriate clinical research that will improve patients care. Liaison with senior and provincial management. Reports to HOD. Communicates with Medical Superintendent and Nursing Service Manager. Communicates with registrars/ Medical Officers. Communicates with patient’s families and care givers. Communicates with referring doctors and health profession.

ENQUIRIES
:
Prof T.R Mokoena, Tel :( 012) 373 1004/5 

CLOSING DATE
:
15 May 2007

OTHER POSTS

POST 18/59
:
CHIEF PERSONNEL OFFICER REF NO: 70042139



Directorate: Human Resources & Logistics

SALARY
:
R 122 841 per annum (plus benefits)

CENTRE
:
DR. George Mukhari Hospital 

REQUIREMENTS
:
3 year Degree/ Diploma in HRM or Matric plus 5 years experience on Principal Personnel Officer level. Computer literacy, Word, Excel, PERSAL. Good interpersonal relations, Good communication skills.

DUTIES
:
Organize interviews. Supervise, Discipline and Manage PMDS of sub – ordinates. Consult with employees in the Hospital regarding personal issues. Assist sub – ordinates in the source and select processes. Assist in the management of the establishment of the Hospital. Assist line Managers and employees with HR issues.

ENQUIRIES
:
Ms. A. M. Nigrini Tel (012) 529- 3209

CLOSING DATE
:
22 May 2007

POST 18/60
:
SENIOR PHARMACIST REF NO:  70041870
SALARY
:
R 122 841 per annum (plus benefits)

CENTRE
:
Odi District Hospital

REQUIREMENTS
:
Minimum qualifications:  Relevant Degree in Pharmacology. Professional registration with pharmacy council as a pharmacist.  Knowledge of provincial and national health policies and pharmaceutical act and regulations.

DUTIES
:
Develop and implementation of working procedure.  Control, organization of pharmacy, in-service training and continuous professional development.  Effective stock control measure, safekeeping, storage, safe and security.  Evaluation of individual prescription for patient, issuing and dispensing of medication to patient.  Quality control procedure ordering, receiving and issuing of schedule 6&7 medication and balancing the register on quarterly.

ENQUIRIES
:
Dr.J.Poo Tel (012) 702 2274/8

FOR ATTENTION
:
Mr. Bradley Ramrock

CLOSING DATE
:
14 May 2007

POST 18/61
:
SENIOR PHARMACIST REF NO:  70041869

SALARY
:
R 122 841 per annum (plus benefits)

CENTRE
:
ARV Clinic

REQUIREMENTS
:
Minimum qualifications:  Relevant Degree in Pharmacology. Professional registration with pharmacy council as a pharmacist.  Knowledge of provincial and national health policies and pharmaceutical act and regulations.

DUTIES
:
Develop and implementation of working procedure.  Control, organization of pharmacy, in-service training and continuous professional development.  Effective stock control measure, safekeeping, storage, safe and security.  Evaluation of individual prescription for patient, issuing and dispensing of medication to patient.  Quality control procedure ordering, receiving and issuing of schedule 6&7 medication and balancing the register on quarterly.

ENQUIRIES
:
Dr.J. Poo Tel (012) 702 2274/8

FOR ATTENTION
:
Mr. Bradley Ramrock

CLOSING DATE
:
14 May 2007

POSTS 18/62
:
SENIOR NETWORK CONTROLLER REF NO:  70041866
SALARY
:
R 122 841 per annum (plus benefits)

CENTRE
:
Mamelodi Hospital

REQUIREMENTS
:
Grade 12 with A+, N+, three year IT diploma / degree or MCSA, MCSE.  Extensive IT working experience.  Analytical skills, customer relation management and sound Microsoft server, clients and valid driver’s licence are requirements.  Medicom experience will be a recommendation.

DUTIES
:
Provide technical support and maintain desktops and other hardware for all users.  Minimise service disruptions by supporting Mamelodi Hospital.  Attend user complaints telephonically and physically.  Installation testing and configuration of applications and new ICT equipment.  LAN support, perform network audits and understanding of other database.  Escalating calls to GITOC & GSSC as well as writing reports and conducting backups and ensuring recovery.

ENQUIRIES
:
Mr.A. Mdunyelwa Tel (012) 841 8300

FOR ATTENTION
:
Mr. Bradley Ramrock

CLOSING DATE
:
14 May 2007

POST 18/63
:
SENIOR ADMIN OFFICER-FINANCE REF NO: 70042061


Directorate: District Health System Support-EUPDPHC 

SALARY
:
R122 841 per annum (plus benefits)

CENTRE
:
Central Office

REQUIREMENTS
:
Bachelor degree or Diploma in finance or Administration, computer skills, appropriate financial accounting & management skills, knowledge of PFMA and treasury Regulations including office organization, a valid driver’s licence.

DUTIES
:
Prepare various financial statements &reports. Compile monthly, quarterly and annual expenditure report for the province. Support NPOs with managing of finances. Handle queries and assist AD and DD with preparations of meetings, agendas and minutes. Manage adhere to financial procedures & internal controls. Implement policies and guidelines of the department. Budget control in line with the functions of provisioning & asset management. Supervision of District administration  clerks including administration clerks within the NPOs. Auditing NPOs financial records.

ENQUIRIES
:
Mrs, F. Kgatoke or Mrs, S. Schneider, (011) 355 3022/3372

CLOSING DATE
: 
17 May 2007

POST 18/64
:
FOOD SERVICE MANAGER REF NO:  70041868

SALARY
:
R 79 407 per annum (plus benefits)

CENTRE
:
Odi District Hospital

REQUIREMENTS
:
Minimum qualifications:  Relevant National Diploma / or Degree in food service management and/ or food and beverage management. Knowledge of PFMA and occupational Health and safety act, computer certificate and food preparation.

DUTIES
:
To plan menu and recipe for normal diet, do master orders for normal and therapeutic menu.  To take part in long and short term planning in food services and assist in financial planning.  To ensure maximum security in the food services unit to ensure hygienic food services unit, supervise food services aids and principal food services supervisors.

ENQUIRIES
:
Ms.V. Blauwn Tel (012) 702 2274/8

FOR ATTENTION
:
Mr. Bradley Ramrock

CLOSING DATE
:
14 May 2007

POST 18/65
:
SECRETARY REF NO: 70042065


Directorate : Multisectoral AIDS Unit

SALARY
:
R79 407 per annum (plus benefits)

CENTRE
:
Central Office

REQUIREMENTS
:
Senior Certificate. Communication and team work. Good typing speed. Ability to use MS Word, PowerPoint, Excel, E-mail. Relevant work experience.

DUTIES
:
Type and format documents to standard (memos, reports, etc). Manage Director’s diary and appointments. Maintain good filing system. Take minutes, photocopying, faxing, e-mail, document control. Provide general administrative support to the Director.

ENQUIRIES
:
Dr. Liz Floyd, Tel (011) 355 3394

CLOSING DATE
:
17 May 2007

POST 18/66
:
SENIOR ADMINISTRATION CLERK REF NO: 70042067


Directorate: District Health System Support-EUPDPHC

SALARY
:
R64 143 per annum (plus benefits)

CENTRE
:
Ekurhuleni

REQUIREMENTS
:
Diploma in Finance or Administration, or equivalent. Computer skills. Financial management skills. Report writing skills. Knowledge of PFMA and Treasury Regulations. A valid driver’s licence. Office organization skills & facilitation skills.

DUTIES
:
Track NPOs expenditure in the above health district. Compile monthly, quarterly and annual expenditure reports  for the district. Support NPOs with managing of finances. Handle queries and assist AD and DD with preparations for meetings, agendas and minutes. Implement a system of information management. Manage, direct, record and assess the flow of correspondence to and from the AD’s office. Implement policies and guidelines of the department.

ENQUIRIES
:
Mrs, F. Kgatoke or Mrs., S. Schneider Tel (011) 355 3022/3372

CLOSING DATE
:
17 May 2007

POST 18/67
:
SENIOR SECRETARY REF NO: 70042071


Directorate: Health Programmes

SALARY
:
R79 407  per annum (plus benefits)

CENTRE
:
Central Office, Johannesburg  

REQUIREMENTS
:
Senior certificate or equivalent qualification. Willing to work outside and under stressful circumstances, typing, verbal and written communication skills. Computer literacy is a must.

DUTIES
:
Ensure proper functioning of the Chief Director’s office. Answer and make telephone calls & take messages. Book venues for the Chief Director’s meetings and organize catering. Typing of documents/reports for the Chief Director’s office. Compile claims for the Chief Director’s office. Filing, faxing, and photocopying. Ensure good record keeping systems. Co-ordinate the flow of  correspondence. Track and follow up on tasks on behalf of the Chief Director. Develop a report on tasks done & those requiring urgent attention. Liaise with other Directorates for information concerning work related cross cutting implementations.

ENQUIRIES
:
Ms T. Chaane (011) 355 3460

CLOSING DATE
:
17 May 2007

POST 18/68
:
SENIOR ADMINISTRATION CLERK (LOGISTICS / FINANCE)


Directorate: Forensic Pathology Services

SALARY

R79 407 per annum (plus benefits)

CENTRE
:
Germiston: 70042181



Sebokeng: 70042180



Diepkloof: 70042182

REQUIREMENTS
:
Senior Certificate/Grade 12 Certificate supported by relevant experience. Knowledge in procurement and logistics. Knowledge of the functions of GSSC. Above average computer literacy specifically in MS Word, Excel and Power Point. Ability to communicate at various levels. Ability to work under pressure and beyond normal hours.

DUTIES
:
Administer orders, processing invoice for payments and management of stores, make follow up with GSSC on all outstanding orders. Arrange and ensure proper stock control of all consumables. Monitor and maintain the Asset register and fleet management. Establish and maintain a filing system. Manage the issuing of stores items. Verify transactions including payment documents for accuracy before creation of orders and payments. Liaise with Department of Public Works regarding day to day maintenance of the facility. Ensure the safety of all documentation. Perform any other duties as required from time to time

ENQUIRIES
:
Ms T Nkonyane, Tel (011) 355 3495

CLOSING DATE
:
17 May 2007

POST 18/69
:
SENIOR ADMINISTRATION CLERK REF NO


Directorate: Forensic Pathology Services

SALARY
:
R79 407 per annum (plus benefits)

CENTRE
:
Pretoria: 70041875



Germiston: 70042178



Sebokeng: 70042177



Diepkloof: 70042179



Medunsa: 70042176

REQUIREMENTS
:
Senior Certificate/Grade 12 certificate supported by relevant administration experience in office management. Computer literacy, specifically in Microsoft Word, Excel and Power Point. Excellent administrative and organizing skills. Ability to work under pressure and beyond normal official working hours. Possession of a driver’s licence will be an added advantage.

DUTIES
:
Rendering an efficient support service to the laboratory manager regarding typing of reports, letter, correspondence, statements and other documents. Consolidate reports and other official documents. Attend to all enquiries. Establish and maintain filing system. Ensure the safety of all documentation. Perform any other duties as required from time to time.

ENQUIRIES
:
Ms T Nkonyane, Tel (011) 355 3495

CLOSING DATE
:
17 May 2007

POST 18/70
:
DATA TYPIST/SENIOR ADMINISTRATION CLERK REF NO: 70041874


Directorate: Forensic Pathology Services

SALARY
:
R79 407 per annum (plus benefits)

CENTRE
:
Pretoria 

REQUIREMENTS
:
Senior Certificate /Grade 12 Certificate supported by relevant experience. Other skills/requirements: Computer literacy in Windows and MS office. Above average data and report typing skills. Recommendations: Dictaphone typing skills. Good knowledge of MS Word, Excel and Power Point. Knowledge of medical terminology. Fluency and typing skills in at least English and Afrikaans languages. Ability to pay close attention to detail in work/report preparation. Ability to maintain good interpersonal relationships.

DUTIES
:
Typing of medico legal and other official reports. General administration duties including office and telephone reception services, filing and record keeping.

ENQUIRIES
:
Ms T Nkonyane, Tel (011) 355 3495

CLOSING DATE
:
17 May 2007

POST 18/71
:
ADMINISTRATION CLERK: TRANSPORT REF NO: 70042069


Directorate: Supply Chain Management

SALARY
:
R64 143 per annum (plus benefits)

CENTRE
:
Central Office, Johannesburg 

REQUIREMENTS
:
Grade 8/10 certificate and extensive experience. Code 8 driver’s licence, Public permit. Thorough knowledge and understanding of the Gauteng Province (geographical area). Sound communication and interpersonal skills. 

DUTIES
:
Compile and maintain the vehicle assets register. Handle other transport administration tasks as assigned by the supervisor. Record all trips in accordance with guidelines. Daily monitoring of and maintenance of government vehicles such as fuel, checking oil and tyres. Conduct daily inspections of GG vehicles. Carry out additional transport tasks as assigned by the supervisor.

ENQUIRIES
:
Mr Percy  Nyambi Tel (011) 355 3063

CLOSING DATE
:
17 May 2007

POST 18/72
:
SECRETARY REF NO: 70041865
SALARY
:
R 54 222 per annum (plus benefits)

CENTRE
:
Kalafong Hospital

REQUIREMENTS
:
Grade 12 or equivalent qualifications. Secretarial and Administrative experience. Computer literacy in Microsoft word, Excel and PowerPoint. 

DUTIES
:
Receive and sort mail daily. Photocopy, Faxes received, Sort, Send on daily basis. Handle all departmental work applications, resignations. Handle all administration re-leave forms. Do preparation for Block Exams and Traumatology  Block 17. Handle examination marks-correct entry and counter check. Preparation, co-ordination of availability of Consultants for call list, and distribution of monthly roster. Ordering of stationery from hospital as well as University. Reporting faulty computer ect. Make appointments with doctors, reps, students and staff. Keep diary of departmental head. Keep records of CPD points for surgery.   

ENQUIRIES
:
Prof T.R Mokoena, Tel :( 012) 373 1004/5 

CLOSING DATE
:
15 May 2007

POST 18/73
:
ADMINISTRATION CLERK REF NO: 70042304


Directorate: Administration

SALARY
:
R 54 222 – R 62 946 per annum (plus benefits)

CENTRE
:
Ekhuruleni – Sedibeng Health Region 

REQUIREMENTS
:
Grade 12 with relevant experience. Recommendations: Office organization and computer skills. Ability to work in a team and sound communication skills.

DUTIES
:
Perform administrative tasks. Record movement of documents in accordance with guidelines and instructions. File documentation in a way which is orderly and enables easy access to information. Photocopy of documents and distribution to other institutions. Make follow ups on documentations. Perform any other duties as requested.

ENQUIRIES
:
Ms P. Mgojo Tel (011) 878 - 8550

CLOSING DATE
:
28 May 2007

POST 18/74
:
MATERIAL RECORDING CLERK REF NO:  70041867

SALARY
:
R 46 200 per annum (plus benefits)

CENTRE
:
Tshwane District Hospital

REQUIREMENTS
:
Minimum qualifications:  Grade 10 or 12 certificate with appropriate experience.  Successful completion of PAS 1 or SCM1 will be an added advantage. Knowledge of Supply Chain Management Policies and prescripts, PFMA and Treasury Regulations.  Good communication, interpersonal and record keeping skills.

DUTIES
:
To render administrative support function and open tally cards for consumable items.  To calculate stock level on tally cards.  Post all relevant transactions on the tally cards and issue store items according to classifications.  That is A, B, C items as store items and sends them to the store officer for issuing purpose.  All non stock items must be send to the buying clerks for ordering purpose.  Rectify erroneous entries and minor discrepancies.  Receive VA2’s from the voucher registration clerk and price the VA2’s before issuing.

ENQUIRIES
:
Ms. R. Matshili Tel (012) 354 5963

FOR ATTENTION
: 
Mr. Bradley Ramrock

CLOSING DATE
:
14 May 2007

POST 18/75
:
ADMINISTRATION CLERK REF NO:  70041872
SALARY
:
R 46 200 per annum (plus benefits)

CENTRE
:
Odi District Hospital

REQUIREMENTS
:
Minimum qualifications:  Grade 12 certificate and computer certificate. Knowledge of PAAB will be an added advantage and work as a shift worker.

DUTIES
:
Capture patient information in the PAAB system, file patient record.  Reconcile patient information in PAAB and ensure adherence to PFMA.

ENQUIRIES
:
Ms. L. Moeng Tel (012) 702 2274/8

FOR ATTENTION
:
Mr. Bradley Ramrock

CLOSING DATE
:
14 May 2007

POST 18/76
:
ADMINISTRATION CLERK: ASSET MANAGEMENT REF NO: 70042068



Directorate: Supply Chain Management

SALARY
:
R46 200 per annum (plus benefits)

CENTRE
:
Central Office, Johannesburg 

REQUIREMENTS
:
Matric / Grade 12. Computer literate in WORD and EXCEL. At least 1 years’ working experience in the public sector. Ability to communicate at all levels

DUTIES
:
Order and supply stationery for the Unit. Typing and capturing minutes and documents for the Unit. Keeping and filing documents. Updating and maintaining the Deputy Director’s diary. Handling of incoming and outgoing documents. Handle calls, appointments, faxes, photocopying and receiving of documents. Arrange parking for visitors. Arrange meetings and prepare minutes for the unit. Administering leave for the section’s staff and other administration duties as required by the office. Completion of procurement and GRV forms. Provisioning of all goods procured through petty cash. 

ENQUIRIES
:
Ms Rhukani Florence Mabuda, Tel  (011) 355 3072

CLOSING DATE
:
17 May 2007

POST 18/77
:
CLEANER REF NO:  70041873
SALARY
:
R 40 227 per annum (plus benefits)

CENTRE
:
Odi District Hospital

REQUIREMENTS
:
Minimum qualifications: ABET and extensive experience in cleaning.Must be prepared to work shift, should be able to read and write.

DUTIES
:
Clean and create orderly working environment.  Operate cleaning machine and maintenance thereof.  Check and empty the waste bags, change and provide refuse bags.

ENQUIRIES
:
Ms. G. Sebopela Tel (012) 702 2274/8

FOR ATTENTION
:
Mr. Bradley Ramrock

CLOSING DATE
:
14 May 2007

POST 18/78
:
SEAMSTRESS REF NO:  70041871
SALARY
:
R 40 227 per annum (plus benefits)

CENTRE
:
Odi District Hospital

REQUIREMENTS
:
Minimum qualifications:  Grade 10 certificate. Sew certificate or relevant appropriate experience.

DUTIES
:
Mending of torn linen, maintenance and proper control of linen.  Identification and prevention of medico legal hard.

ENQUIRIES
:
Ms. G.Sebopela Tel (012) 702 2274/8

FOR ATTENTION
:
Mr. Bradley Ramrock

CLOSING DATE
:
14 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
:
18th May 2007

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

OTHER POSTS

POST 18/79
:
DEPUTY DIRECTOR: EDITOR, GPG PUBLICATIONS REF70042200


Directorate: Corporate communication services

SALARY
:
R 289 635 per annum (All inclusive Package) 

CENTRE
:
Johannesburg

REQUIREMENTS
:
An appropriate recognised Bachelor’s degree and/or equivalent qualification at least five years relevant experience.  Proven strong writing, editing and other journalistic skills and experience including writing news and feature articles, headlines and captions.  Excellent understanding and ability to manage the production process.  Proficiency in English, Leadership abilities and strong people skills, ability to pay attention to detail, work under pressure and meet deadlines.  Managerial and organisational experience.  An understanding of and commitment to government objectives, policies and programmes. 

DUTIES
:
Ensure the timeous and professional production of Gauteng News with appropriate content in line with government priorities.  Manage and coordinate content from other writers.  Writing and editing of articles, content for booklets etc.  Conceptualisation of GPG media products and development of content to promote GPG policies and programmes.  Develop content and ensure production of other relevant GPG publications, including booklets, pamphlets and other media to promote the key messages, services and activities of GPG among the public.

ENQUIRIES
:
Mr. IJR Mogale: Tel (011) 355-6281

NOTE
:
The successful candidate will be required to work overtime on weekends, holidays and after hours. Appointment to the signing of a performance agreement contract. The successful candidate will be required to submit to a security clearance check.
POST 18/80
:
PHOTOGRAPHER REF70042226


Directorate: Corporate Communication Services

SALARY
:
R122 841 per annum (Plus Benefits) 

CENTRE
:
Johannesburg

REQUIREMENTS
:
The suitable candidate should have an appropriate Degree/Diploma plus a minimum of five years photo-journalism experience.  The candidate should have an understanding of the media,  marketing and advertising, possess professional photographic, writing, photojournalism and photo archiving skill,  an ability to communicate effectively with appropriate target audiences and be proficient in Adobe Photoshop, Microsoft Entourage and other IT skills preferably on an Apple Mac platform.  The following skills will be an advantage: Project management, performance management, customer relationship management, problem solving, analytical and communication skills, service delivery innovation, knowledge of government policies and programmes, communication strategy, publishing, media production process. 
DUTIES
:
Carry out photographic assignments for the Office of the Premier and GPG Departments.  Document all major developments in the province through pro-actively taking high resolution still pictures.  Digital transmission and distribution of photographs.  Digital archiving of all photographs taken.  Maintenance of the Digital Photographic Archive.  Maintenance of the negatives archive.  Retouching of photographs in adobe Photoshop.  Working with media services and DTP and supplying them with the appropriate images for all publications.  Ensure timeous capturing of professional and quality photographs reflecting GPG activities and other images depicting the Gauteng province.  Timeous processing of pictures for usage on the GPG website.  Production of professional pictures for usage in GPG media including booklets, pamphlets etc.

ENQUIRIES
:
Mr. M Kahn: Tel (011) 355-6832

NOTE
:
The successful candidate will be required to work overtime on weekends, holidays and after hours.  The successful candidate will be required to submit to a security clearance check.
DEPARTMENT OF PUBLIC TRANSPORT, ROADS AND WORKS

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

CLOSING DATE
:
15 May 2007
NOTE
:
Applications must be submitted on form Z83, obtainable from any Public Service department, which must be completed in full. A certified copy of your Identity Document and qualifications as well as a CV must be attached. The specific reference number of the post must be quoted; failure to comply with these instructions will disqualify applications from being processed. Please note that applications without the post reference number will not be processed.

OTHER POSTS

POST 18/81

SENIOR ADMIN OFFICER: INSPECTION REF NO 70041750


Directorate: Risk Management

SALARY
:
R122 841per annum
CENTRE
:
Johannesburg 

REQUIREMENTS
:
Appropriate 3 year qualification or equivalent qualification. Internal/ external audit experience. Computer literate. Knowledge of procedures applicable to the Public service.  

DUTIES
:
Conducting internal inspection assignments that are scoped and planned and in accordance with the operational standards of the Directorate: Risk Management. Preparation of inspection reports  containing substantiated findings, preventative recommendations, identification of responsible parties, qualification of losses and recommendations with regards to the succesful resolution of control weaknesses identified. Conducting proactive process analysis assignments that are scoped and planned and in accordance with the process analysis methodology of the Directorate: Risk Management. Preparation of analysis reports containing substantiated findingsidentification of potential breakdowns in processes and controls, recommendations with regards to improving processes and related  controls. 

ENQUIRIES
:
Mr  R Phelembe Tel  (011) 355-9704

CLOSING DATE
:
15 May 2007
POST 18/82
:
SENIOR ADMIN OFFICER: INVESTIGATOR REF NO 70042076


Directorate: Risk Management
SALARY
:
R 122 841 per annum
CENTRE
:
Johannesburg
REQUIREMENTS
:
An appropriate 3 year qualification or equivalent qualification. Legal experience, Criminal and forensic investigations.  

DUTIES
:
Conducting internal investigation assignments that are scoped and planned in accordance with the operational standards of the Directorate: Risk Management. Preparation of investigation reports containing substantiated findings, preventative recommendations, identification of responsible parties, qualification of losses and recommendations with regards to the successful resolution of incidents investigated to be actively involved in the resolution of incidents of fraud, corruption and other related irregularities where prima facie evidence was secured that warrants the initiation of criminal, civil and/or disciplinary actions.
ENQUIRIES
:
Mr R Phelembe Tel: (011) 355-9704
POST 18/83
:
ADMINISTRATION OFFICER REF NO 70042078


Directorate: Finance Control
SALARY
:
R98 916 per annum
CENTRE
:
Johannesburg
REQUIREMENTS
:
B.comm degree/ Finance related diploma Communication/supervisory skills. Computer literate
DUTIES
:
Creditors management. Sound control of confirmation letters. Able to work under pressure. Ability to handle multi tasks. Sound knowledge of the PFMA/ Treasury Regulations and any other relevant Acts. Deal with Audit Queries. Ensure that all invoices owed are settled within four (4) working days. Monthly reconciliation of the creditors account. Liaise with GSSC with regard to all claims from other departments. Perform any ad hoc request. Liaise with other stakeholders on various financial matters. 
ENQUIRIES
:
K P Ntswelengwe Tel: (011) 355-7412
ANNEXURE P
PROVINCIAL ADMINISTRATION: LIMPOPO

DEPARTMENT OF AGRICULTURE

The Department of Agriculture is an equal opportunity, affirmative action Employer.

APPLICATIONS
:
Head of Department ,Department of Agriculture, Private Bag X9487, Polokwane, 0700

CLOSING DATE
:
14 May 2007 at 16:30

NOTE
:
Applicants are hereby invited for the filling of posts as outlined on the attached annexure. Applications should be submitted on Z83 forms obtainable from Public Service Departments / Institutions and should be accompanied by certified copies of educational qualifications and comprehensive CV. Applicants should note that correspondence will be entered with short listed candidates only. Applicants should also note that if one does not receive any correspondence 60 days after the closing date it implies the application has been unsuccessful. NB: Women and people with disabilities are encouraged to apply

MANAGEMENT ECHELON

POST 18/84
:
SENIOR MANAGER: AGRI-PLANNING DEVELOPMENT (1 POST)



Component: Agribusiness and Agricultural Economic  


SALARY
:
R502 725 – 541 284 per annum

CENTRE
:
Head Office

REQUIREMENTS
:
B degree in Agricultural Economics.5-10 years proven managerial experience in Agricultural Economics field. Knowledge of Financial Management. Knowledge of MS Office suite application. Knowledge of Animal and Crop Production Systems. Knowledge of Marketing and Statistics. Organizational and leadership skills. Problem solving skills. Communication and Inter-personal skills.

DUTIES
:
Provide leadership and operational direction to ensure market access by all farmers in order to attain organizational goals. Develop policy guidelines and profiles of farmers dealing with deciduous fruits, animal products and extensive grains. Provide agricultural statistics / information (COMBUD – Computerised Enterprise Budget) for planning in LDA and to all Farmers. Provide overall human resource management of the sub-branch. Compile sub-branch budget and monitor expenditure performance. Design, promote and continuously improve service delivery standards for the sub-branch. 

OTHER POSTS

POST 18/85
:
DEPUTY MANAGER: FINANCIAL MANAGEMENT (1 POST)



Component: Secretarial Services

SALARY
:
R183 084 – 212 550 per annum

CENTRE
:
Head Office

REQUIREMENTS
:
3 year qualification in Financial Management or equivalent. 3-5 years experience in Supply Chain Management. Report writing skills. Knowledge of Supply Chain Management, PFMA, PPPFA and its regulations, Human Resource Matters, Planning and Organizing. Usage of Financial systems. Ability to interpret and apply policies. Workshop presentation and facilitation skills. Computer proficiency skills will be tested.

DUTIES
:
Manage bidding process. Manage inspection of prospective bids. Check and verify received bid documents. Manage advertisement of bids. Assist users with development of specifications. Ensure that bids records are kept. Manage contracts performance. Manage supplier data base. Ensure that proper procedures are followed during evaluation of bids

POST 18/86
:
PERSONAL ASSISTANT (1 POST)



Component: Research Services

SALARY
:
R98 916 – 114 843 per annum

CENTRE
:
Head Office

REQUIREMENTS
:
Senior (or equivalent) certificate with typing as a fully passed. 1-2 years appropriate experience gained after obtaining the senior (or equivalent) certificate. Computer proficiency skills will be tested. Work organization and prioritization skills.

DUTIES
:
Arrange engagements / meeting for the Senior Manager. Keep the diary of the Senior Managers and remind her of engagements. Make arrangements for the Senior Manager’s journeys and accommodation. Record movement of documents in accordance with guidelines and instructions

ENQUIRIES
:
Ms Mashau V.R and Ms Madzivhandila M.A Telephone: (015) 294 3000

DEPARTMENT OF LOCAL GOVERNMENT AND HOUSING

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

APPLICATIONS
:
Private Bag X 9485, Polokwane 0700 or delivered personally at 28 Market Street, next to UNISA, HR Office (First Floor)

CLOSING DATE
:
14 May 2007 by 12h00

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

OTHER POSTS

POST 18/87
:
DEPUTY CHIEF SPATIAL PLANNER: SPATIAL PLANNING DISTRICT A-E (3 POSTS) REFERENCE NUMBER: DLGH020/07



Sub Department: Local Governance

SALARY
:
R289 635 pa (All Inclusive MMS Salary Package)

CENTRE
:
Polokwane

REQUIREMENTS
:
Appropriate recognized Bachelor’s of Degree or Diploma in Land Surveying. Experience: 3-5 years Experience. Knowledge of: Computer Literacy* Planning and Organizing* Project Management* Public Service Legislation* Government Systems and Structures* Functional Ability. Skills in: Problem Solving* Proven Managerial Skills* Accomplished Leader* Change Agent* Advanced Strategic Planning Skills* Research Orientated Person* Confident Communicator* Financial Management* People Management Skills* Networking Skills* Innovative Thinking* Strategic and Conceptual Orientation

DUTIES
:
Manage, Support, monitor and co-ordinate the orderly planned settlement in rural and urban areas*Manage boundaries disputes resolution pertaining to land, such as encroachments, identification and relocation of beacons* Manage the surveying and mapping of land that incorporates elements of the boundary survey, mortgage survey and topographic survey* Manage the deformation survey for comparison between two sets of position for the re-measuring and calculations* Manage the establishment of elevation of home sites for flood insurance

ENQUIRIES
:
Malebane TL 015 294 2233

POST 18/88
:
DEPUTY CHIEF TOWN AND REGIONAL PLANNER: HUMAN SETTLEMENT PLANNING DISTRICT A-E (4 POSTS) REFERENCE NUMBER: DLGH021/07



Sub Department: Local Governance

SALARY
:
R289 635 pa (All Inclusive MMS Salary Package)

CENTRE
:
Polokwane

REQUIREMENTS
:
Appropriate recognized Bachelor’s Degree in Town and Regional Planning or Equivalent (Development Planning). Experience: 3-5 years Experience in Public Sector Management. Knowledge of: Computer Literacy* Planning and Organizing* Project Management* Public Service Legislation* Government Systems and Structures* Functional Ability* Planning Policies and Legislation* Skills in:* Problem Solving* Proven Managerial Skills* Accomplished Leader* Change Agent* Advanced Strategic Planning Skills* Research Orientated Person* Confident Communicator* Financial Management* People Management Skills* Networking skills* Innovative Thinking* Strategic and Conceptual Orientation* Organizational Skills.

DUTIES
:
Manage and support the orderly planning of sustainable human settlements* Provide technical/professional planning advice/input on town and regional planning applications within a district municipality* Support the development of Provincial and Municipal Spatial Development Frameworks* Support other key national and provincial developmental initiatives such as ISRDP, URP, etc. * Support the development and implementation of municipal IDP’s.

ENQUIRIES
:
Malebane TL 015 294 2233

POST 18/89
:
SENIOR TOWN AND REGIONAL PLANNER(10 POSTS) REFERENCE NUMBER: DLGH019/07



Sub Department: Local Governance

SALARY
:
R183 084 pa (Plus Pension, Medical and Housing Allowance Benefits)

CENTRE
:
Polokwane

REQUIREMENTS
:
Qualifications: Appropriate recognized Bachelor’s Degree in Town and Regional Planning or Equivalent (Development Planning). Experience: 3-5 years Experience in Public Sector Management. Knowledge of: Computer Literacy* Planning and Organizing* Project Management* Public Service Legislation* Government Systems and Structures* Functional Ability* Planning Policies and Legislation* Skills in:* Problem Solving* Proven Managerial Skills* Accomplished Leader* Change Agent* Advanced Strategic Planning Skills* Research Orientated Person* Confident Communicator* Financial Management* People Management Skills* Networking skills* Innovative Thinking* Strategic and Conceptual Orientation* Organizational Skills.

DUTIES
:
Support the orderly planning of sustainable human settlements* Provide technical/professional planning advice/input on town and regional planning applications within a district municipality* Support the development of Provincial & Municipal Spatial Development Frameworks* Support other key programmes of the Department/Govt. such as ISRDP, URP, etc* Support the development and implementation of municipal IDP’s

ENQUIRIES
:
Malebane TL 015 294 2146

POST 18/90
:
GIS SPECIALISTS (2 POSTS) REFERENCE NUMBER: DLGH022/07



Sub Department: Local Governance

SALARY
:
R183 084 pa (Plus Pension, Medical and Housing Allowance Benefits)

CENTRE
:
Polokwane

REQUIREMENTS
:
An appropriate tertiary qualification in GIS, Geomatics / Cartography or Town and Town Planning. 3-5 years on GIS Software. Knowledge of and Skills in: * Knowledge of Policy and Legislation governing spatial information and development planning in South Africa* Report Writing* Computer Literacy* Presentation Skills* Knowledge of designing maps* Knowledge of Haartbeeshoek 94 and WGS84

DUTIES
:
*Performs data entry through on-screen digitization, keyboard data entry, scanning, field data collection and other methods* Upload and download data from other systems edits geographic and tabular data* Perform GIS based analyses and manipulation of database to support a variety of planning engineering, administrative and other applications* Performs quality control on data, identifies and correct errors or omission in data* Maintain metadata and documentation, online and hand copy

ENQUIRIES
:
Malebane TL 015 294 2146

POST 18/91
:
CARTOGRAPHER GIS (1 POST) REFERENCE NUMBER: DLGH023/07



Sub Department: Local Governance

SALARY
:
R183 084 pa (Plus Pension, Medical and Housing Allowance Benefits)

CENTRE
:
Polokwane

REQUIREMENTS
:
An appropriate tertiary qualification in GIS, Geomatics / Cartography or Town and Town Planning. 3-5 years Experience. Knowledge of and Skills in: * Knowledge of basic national GIS standard: Metadata* Knowledge of datums and projections e.g Transverse Mercator (1: 50 000 and Larger)* Knowledge of hartbashoek 94 datums used in South Africa with the WGS 84 Spheroid*Ability to integrate raster and vector GIS file format so that the data*Knowledge of Spatial Data Infrastructure Act (SDI Act)*Spatial data and attribute data linkage abilities* Land cover classification and new standards that will be emerging from SABS.

DUTIES
:
* Maps Design, layout, production of maps and diagrams from basic data surveys, free land, sketches production of contours, curves, cross section* Merging, converting, importing data* Facilitate the installation of software*Inserting layers into the Geo-database.

ENQUIRIES
:
Malebane TL 015 294 2146

POST 18/92
:
PERSONAL ASSISTANT (10 POSTS) REFERENCE NUMBER: DLGH044/06

SALARY
:
R98 916 pa (Plus Pension, Medical and Housing Allowance Benefits)
REQUIREMENTS
:
Qualifications: Preference will be given to candidates who have Qualification in the following:-Secretariat Diploma; Office Management; Office Administration and Diploma in Public Relations Experience: 3 – 5 years in an office administration environment. Knowledge of: *Administration procedures* Planning and organising * Computer Software Programmes (Word, Excel, PowerPoint, E-mail & Internet) * Compilation of management reports* Procurement directives and procedures Skills in :* Communication * Computer Literacy * Inter-personal relations * Report writing * Decision making * Co-ordination * Conflict resolution * Organising * Analytical thinking * Minutes taking * Office and telephone etiquette 

DUTIES
:
AND RESPONSIBILITIES: Co-ordinate correspondences between the office and other, branches, SBUs, Divisions, municipalities and other institution.* Establish and maintain an appointment diary and arrangement of meetings and act as a secretariat. * Manage correspondences, give advice, refer to relevant component and take action when necessary.* Assist in the compilation of the reports.* Attend to typing, faxes, and keep record of incoming, work in progress and complete work. * Planning and co-ordinate travel and bookings.* Provide information and respond to requests from officials during the absence of the Senior General Manager.* Attend to procurement of the GM’s/SM’s stationery and other office requirements.* Maintain a commitment register for the GM’s/SM’s budget

ENQUIRIES
:
Ramohlola MM 015 294 2233

ANNEXURE Q
PROVINCIAL ADMINISTRATION: MPUMALANGA
DEPARTMENT OF HEALTH AND SOCIAL SERVICES

The Department of Health and Social Services is an equal opportunity, affirmative action employer. It is our intention to promote representivity in respect of race, gender and disability through the filling of these positions. Candidates whose transfer/ promotion/ appointment will promote representivity will receive preference. “Siyanakekela”

APPLICATIONS
:
All applications should be forwarded to: The Head of Department, Department of Health and Social Services, Private Bag X 11285, Nelspruit, 1200

FOR ATTENTION
:
Mr Goodness Vilakazi (Please Mark Your Envelope “Advertised Post).

CLOSING DATE
:
27 May 2007 (at 16h00) all applications received after the closing date and time will NOT be entertained. Apply as early as possible to avoid disappointments, please

NOTE
:
Applications should be submitted on Z83 form, obtainable from any public services department and should be accompanied by certified copies of qualifications, ID / passport and Curriculum Vitae. Please quote the references on your form and where possible the station/ centre where the post is. Please Note:  One Application Form Per Post. No faxed applications will be accepted. NB: Candidates who are not contacted within 5 months after the closing date must consider their applications as having been unsuccessful. 

OTHER POSTS

POST 18/93
:
ASSISTANT DIRECTOR: ADMINISTRATION (2 POSTS) POST A = PATIENT ADMINISTRATION & POST B = AUXILIARY SERVICES REFERENCE NO.: DHSS/APRIL/07/50

SALARY
:
R146 685 per annum
CENTRE
:
Rob Ferreira Hospital

REQUIREMENTS
:
A Bachelor’s degree/ diploma  or equivalent qualification with 3 years relevant experience or 10 years extensive experience and comprehensive knowledge of all aspects of administrative health management. Ability to interpret and implement policies. Sound knowledge of LRA, PSA, PFMA, Procurement Procedures, Transport Policies, Regulations, Policies, Rules, and other applicable regulations. A strong computer skills and project management will be an added advantage. The candidate is expected to be very familiar with the BAS, PAAB and LOGIS systems. 

DUTIES
:
Post A: Manage all Hospital Patient Administration services within the hospital. Ensure proper control of transport. Evaluation of personnel. Give advice and support on patient administration issues. Re-classification of patients. Ensure proper communication with internal/external stakeholders. Monitor and collate information and reports, including monthly/ quarterly and annual reports. Monitor performance against strategic objectives. Perform leadership functions; give guidance, advice and monitor implementation of policies. Ensure capacity development, strategic and operational plans. Maintain proper records of patients, all correspondences and events through credible and regular systems



Post B: Manage all auxiliary services including gardening, cleaning, linen, personnel accommodation, security, food services, typing and telecommunication, registry, mortuary services and building maintenance. Implementation and monitoring of projects and strategic and operational plans Maintain proper records of all correspondences and events through credible and regular updated filing system.

ENQUIRIES
:
Mr. Goodness Vilakazi @ Tel: 013 766 3356

POST 18/94
:
SENIOR ADMINISTRATIVE OFFICER: GENDER AND TRANSFORMATION (3 POSTS) REFERENCE NO.: DHSS/APRIL/07/51

SALARY
:
R122 841 per annum
CENTRE
:
Ehlanzeni, Gert Sibande and Nkangala Districts

REQUIREMENTS
:
A recognised tertiary qualification or Grade 12 plus 3 years experience in Gender and Transformation. Knowledge on gender, transformation and public sector policies. Good verbal and communication skills. A valid driver’s license. Computer literacy. 

DUTIES
:
Manage human and financial resources of the unit. Monitor and evaluate the implementation of the transformation processes in the district. Ensure the sustainability of the transformation committees in the district. Compile monthly, quarterly and annual reports of the unit. Co-ordinate departmental calendar events relevant to the unit. Develop and monitor the Service Delivery Improvement Plan of the district. Monitor the implementation of the Departmental Service Standards.

ENQUIRIES
:
Mr. Goodness Vilakazi @ Tel: 013 766 3356

POST 18/95
:
SENIOR ADMINISTRATIVE OFFICER: LOGISTICS REFERENCE NO.: DHSS/APRIL/07/52

SALARY
:
R122 841 per annum
CENTRE
:
Tintswalo Hospital

REQUIREMENTS
:
An appropriate Bachelor’s degree / diploma plus relevant competencies in Logistics services. At least two (2) years experience in the Logistical Services. Good communication skills. Inter-personal relations. Knowledge of Public Service Act. Knowledge of Public Service Regulation 2001. Computer literacy. 

DUTIES
:
Provide Logistical Services. Provide Outpatient services. Provide Telecommunication services. Provide Auxiliary services.

ENQUIRIES
:
Mr. Goodness Vilakazi @ Tel: 013 766 3356

POST 18/96
:
SENIOR ADMINISTRATIVE OFFICER [SECURITY MANAGEMENT] REFERENCE NO.: DHSS/APRIL/07/53

SALARY
:
R122 841 per annum
CENTRE
:
Tintswalo Hospital

REQUIREMENTS
:
Applicants must have completed grade 12 or equivalent qualification, but preferably Bachelor’s Degree or equivalent qualification which is applicable to the security manager e.g. the security management. Two years exposure in Risk Management.  Relevant experience in Security Management and protection Service Management. Registration with Private Security Industry Regulations Authority (PSIRA) with Grade B will be an advantage.  An understanding of the relevant legislation and policies. An understanding of the electronic physical measures. A questioning attitude Good communication, report writing and interpersonal skills. Computer literacy, with emphasis on MS Word, MS PowerPoint and MS Excel. Valid drivers license. An independent thinker and worker.

DUTIES
:
Provide physical security services. Coordinate all physical security measure in the Department. Identification of potential security risks in the Department. Develop, maintain and supervise the implementation of the physical security measures. Evaluate physical measures in the Department. Implementation of the departmental security policy and minimum information standards. Liaising regularly with the relevant authorities concerning physical security measures. Reporting of security breaches. Manage the extent of compliance of the security policy. Conduct physical security appraisals and ensuring proper implementation of recommendation in consultation with relevant authorities.

ENQUIRIES
:
Mr. Goodness Vilakazi @ Tel: 013 766 3356

POST 18/97
:
SENIOR LABOUR RELATIONS PRACTITIONER REFERENCE NO.: DHSS/APRIL/07/54

SALARY
:
R122 841 per annum
CENTRE
:
Tintswalo Hospital

REQUIREMENTS
:
Appropriate Bachelor’s degree or equivalent qualification plus proven relevant competencies in handling Labour Relations matters and formulation of charges. At least two (2) years relevant experience in the labour relations. Knowledge of Public Service Legislation, Regulations, Codes as well as Departmental Labour Relations Policies. Good verbal and written communication skills. Computer literacy especially MS Word. At least a valid code 08 driver’s License.

DUTIES
:
Apply labour relations policies. Co-ordinate code of conduct. Promote hospital remedial and preventive action on labour unrest. Negotiate with recognized trade union.

ENQUIRIES
:
Mr. Goodness Vilakazi @ Tel: 013 766 3356

POST 18/98
:
CHIEF PERSONNEL OFFICER REFERENCE NO.: DHSS/APRIL/07/55

SALARY
:
R122 841 per annum
CENTRE
:
Nkangala District Office, Witbank

REQUIREMENTS
:
Grade12 certificate or equivalent qualification with 5 year appropriate experience two of each must be a supervisory level. Knowledge of and experience in the application of the following legislative framework: Public Service Act, 1994, Public Service Regulations, 2001, PSSBC Resolutions, Labour Relations Act, Basic Conditions of Employment Act, Performance Management and Development System, Policy and Procedure on Incapacity Leave and Ill-Health Retirement as well as Public Financial Management Act. The successful completion of the PERSAL Courses an thorough knowledge thereof. Computer Literacy with specific reference to functional use of Excel and MS Word. Good organizing and planning skills.  Valid driver’s license.

DUTIES
:
Supervision of sub-ordinates. Provide training and development to the personnel. Develop and implement procedures and standards and interpret legislation guidelines and circulars from DPSA. Manage a personnel information system and submit available information on request. Advise management on the compilation of Personnel Budget of hospitals and surrounding PHC facilities. Overall control of recruitment and selection, terminations of service, transfers, performance management, medical aid, housing subsidy as well as injury on duty. Compile progress reports.

ENQUIRIES
:
Mr. Goodness Vilakazi @ Tel: 013 766 3356

POST 18/99
:
SENIOR ADMINISTRATION OFFICER (HUMAN RESOURCES) (SOCIAL SERVICES COMPONENT) REFERENCE NO.: DHSS/APR/07/56

SALARY
:
R122 841 per annum

CENTRE
:
Ehlanzeni District Office (Nelspruit)

REQUIREMENTS
:
Senior Certificate with a minimum of five (5) years experience in HR, Recruitment, Selection and other administrative duties or Senior Certificate and appropriate Bachelor’s Degree/Diploma in Human Resource or equivalent qualification plus a minimum of three (3) years experience in Human Resource, Recruitment, Selection and other administrative duties. Computer literate. Good verbal and written communication skills.  Logical and innovative thinking abilities and leadership skills.  Ability to work independently and under pressure.  Experience in Human Resource Management.  Extensive knowledge of PERSAL and experience in staff supervision and disciplining.  A good understanding and functional knowledge of the Public Service Regulations, Basic Conditions of Employment and Employment Equity Act, Performance Management Development System  PFMA and Treasury Regulations.  

DUTIES
:
Act as Head of Section.  Responsible for personnel administrative functions: including supervision and training of subordinates to ensure a high level of service delivery.  Oversee and ensure implementation of Human Resource policies and prescripts.  Approve transactions on PERSAL. Overall control of appointments, terminations, transfers, medical aid, housing subsidy, etc.  Coordinate, supervise and ensure implementation of the Personnel Management and Development System.  Handling the recruitment and selections processes.  Compile monthly, quarterly and annual Human Resource reports.  Supervising, evaluating and development of personnel in the section.  Manage conflict and maintain discipline in the section.

ENQUIRIES
:
Mr. Goodness Vilakazi @ Tel: 013 766 3356

POST 18/100
:
SENIOR ADMINISTRATIVE OFFICER (INFORMATION) (SOCIAL SERVICES COMPONENT) REFERENCE NO.: DHSS/APR/07/57

SALARY
:
R122 841 per annum

CENTRE
:
Ehlanzeni District Office (Nelspruit)

REQUIREMENTS
:
An appropriate three-year Bachelor’s Degree or equivalent qualification preferably Information Management, Information System and Social Services Information Systems.  Proven knowledge and experience in processing data using District Social Services Information Systems Software (ESDIMS).  Ability to generate reports for managers using (ESDIMS).  Knowledge of Geographic Information Systems.  Good verbal and written communication skills.  Ability to work independently and under pressure.  Code 08 driver’s licence.  

DUTIES
:
Process and consolidate data required for planning, budgeting, monitoring and reporting.  Provide statistical reports to Programme Managers.  Manage the Social Services Information Database.  Generate facility maps and map information as requested.  Expand, update and improve GIS database.   

ENQUIRIES
:
Mr. Goodness Vilakazi @ Tel: 013 766 3356

POST 18/101
:
SENIOR ADMINISTRATIVE OFFICER (SUPPLY CHAIN MANAGEMENT) REFERENCE NO.: DHSS/APRIL/07/58

SALARY
:
R98 256 per annum

CENTRE
:
Tonga Hospital

REQUIREMENTS
:
National Diploma in Financial Management and Administration or equivalent qualification plus 3 years relevant experience. Logis system controller certificate. Basic computer literacy.

DUTIES
:
Coordinate and monitor office procedures such as voucher control and filling. Approve Procurement. Advices online. Check and control all reports. Ensure compliance to prescripts. Finalize all outstanding transaction in the system. Co-ordinate procedures for discrepancies identified during stock taking. Create new items on logis. Compile and maintain user profiles on Logis.

ENQUIRIES
:
Mr. Goodness Vilakazi @ Tel: 013 766 3356

POST 18/102
:
SENIOR ADMINISTRATIVE OFFICER (2 POSTS) POST A= PATIENT ADMINISTRATION AND POST B = AUXILIARY SERVICES REFERENCE NO.: DHSS/APRIL/07/59

SALARY
:
R122 841 per annum
CENTRE
:
Rob Ferreira Hospital

REQUIREMENTS
:
A degree/diploma and/or equivalent qualification with 2 years relevant experience or 5 years Extensive experience and comprehensive knowledge of all aspects of administrative health management. Ability to interpret and implement policies. Sound knowledge of LRA, PSA, PFMA, Procurement Policies, and other applicable regulations

DUTIES
:
Post A: Ensure proper record management including patient filing system. Evaluation and capacitation of personnel within the section. Supervision of daily retrieval and filing of patient files including MVA’s, RAF and other medical records. Supervision of all personnel including portering services. The candidate must be familiar with PAAB and LOGIS.



Post B: Overall control over cleaning services, building maintenance, linen and laundry supply, typing and telecommunication, registry and records. Evaluation of personnel and an understanding of BAS and LOGIS.

ENQUIRIES
:
Mr. Goodness Vilakazi @ Tel: 013 766 3356

POST 18/103
:
SENIOR STATE ACCOUNTANT REFERENCE NO.: DHSS/APRIL/07/60

SALARY
:
R122 841 p.a. (Level 8)

CENTRE
:
Lydenburg Hospital

REQUIREMENTS
:
A three year degree or diploma in Finance/ a Senior Certificate with extensive relevant experience in Financial Management. Knowledge of relevant legislation, regulations and policies as well as transversal financial systems in government such as BSA, PMIS, WCS and PFMA. Sound interpersonal and communication skills. Computer literate. Multi-tasked skills, self driven, result orientated, motivated, meet deadlines and acceptance of responsibility.

DUTIES
:
Monitor and control of the adherence to sound accounting and NPDW practices, prescribed policies and regulations in all transactions. Monitor and control all payments on the transversal systems.  Ensure correct allocation of expenditure and revenue. Draw financial reports as well as preparing financial statements, projections and provide meaningful interpretation reports. Monitor and control of financial and billing related reports including regular financial reports to management, finance and internal control. Monitor and control general ledger reconciliation processes of all the financial systems as well as the effective management of accounts payable and receivable. It could be expected of the incumbent to assist in the budget formulation, compiling of a cash flow budget as well as the monthly reports.  

ENQUIRIES
:
Mr. Goodness Vilakazi @ Tel: 013 766 3356

POST 18/104
:
SENIOR ADMINISTRATIVE OFFICER:  PATIENT ADMINISTRATION REFERENCE NO.: DHSS/APRIL/07/61

SALARY
:
R122 841 per annum

CENTRE
:
Bethal Hospital

REQUIREMENTS
:
An appropriate degree/diploma or a Grade 12 with 3 years relevant experience.  Extensive knowledge of PAAB or relevant patient administration and filing system.  Knowledge of PFMA, Public Finance Management Act, Treasury Regulations, Public Service Act and regulation and other relevant legislations.  Computer literacy (MS Word, Excel and Outlook); Communication (verbal and written); Good management and supervisory skills.  Ability to work independently and under tight deadlines.  Skills in filing, customer care. Batho Pele, queue management and good interpersonal attributes.

DUTIES
:
To provide District and Hospital management and their staff with a comprehensive administrative support management service to enable them to meet their objectives via efficient and cost effective utilization and management of available resources.  Assist managers in the most appropriate and cost effective utilization pf resources to ensure the most efficient provision of services.  Achieve a constructive employee/industrial relations climate by developing and providing effective relation with trade unions and staff as a whole.  Help facilitate and encourage provision of high quality service by appraising coaching and guiding the staff resorting under your supervision.  Arrange necessary training for the staff.

ENQUIRIES
:
Mr. Goodness Vilakazi @ Tel: 013 766 3356

POST 18/105
:
PERSONNEL PRACTITIONER - HRM REFERENCE NO.: DHSS/APRIL/07/62

SALARY
:
R98 916 per annum
CENTRE
:
Tintswalo Hospital

REQUIREMENTS
:
An appropriate Bachelors Degree/Diploma or equivalent qualification plus proven competencies in Human Resources Management. At least two (2) years experience in the HRM Section. Knowledge of Public Service Act, 1994, Public Service Regulation 2001, Departmental HRM Policies. Knowledge of PERSAL. Interpretation of Policies. Ability to operate a computer. Report writing Skills. Good communication skills.

DUTIES
:
Process application for employment appointments and termination of services. Handle transfers and rank translations. Termination and personnel admin functions. Update the staff establishment. Compile statistics of filled and vacant posts.

ENQUIRIES
:
Mr. Goodness Vilakazi @ Tel: 013 766 3356

POST 18/106
:
PRINCIPAL PERSONNEL OFFICER (4 POSTS) REFERENCE NO.: DHSS/APRIL/07/63

SALARY
:
R98 916 per annum
CENTRE
:
Nkangala District Office (2 posts); Matibidi Hospital; Lydenburg Hospital Rob Ferreira Hospital (2 posts); Witbank Hospital (2 posts); 

REQUIREMENTS
:
Grade 12 plus proven competencies in Human Resource Management. Knowledge of Public Service Act, 1994, Public Service Regulation 2001, Departmental HRM Policies. Extensive knowledge of PERSAL. At least 5 years in the Human Resource Management. Interpretation of Policies. Ability to operate a computer. Report writing Skills. Good communication skills

DUTIES
:
Process application for employment appointments and termination of services on PERSAL. Handle transfers and rank translations. Termination and personnel admin functions. Update the staff establishment. Compile statistics of filled and vacant posts.

ENQUIRIES
:
Mr. Goodness Vilakazi @ Tel: 013 766 3356

POST 18/107
:
STATE ACCOUNTANT (7 POSTS) REFERENCE NO.: DHSS/APRIL/07/64

SALARY
:
R98 916 Per annum
CENTRE
:
Middelburg Hospital; Emalahleni Hospital, Witbank (2 posts); Bushbuckridge Sub-District; Tintswalo Hospital (2 posts); Bethal Hospital

REQUIREMENTS
:
A three year degree or diploma in Finance/ a Senior Certificate with extensive relevant experience in Financial Management. Knowledge of relevant legislation, regulations and policies as well as transversal financial systems in government such as BSA, PMIS, WCS and PFMA. Sound interpersonal and communication skills. Computer literate. Multi-tasked skills, self driven, result orientated, motivated, meet deadlines and acceptance of responsibility.

DUTIES
:
Monitor and control of the adherence to sound accounting and NPDW practices, prescribed policies and regulations in all transactions. Monitor and control all payments on the transversal systems.  Ensure correct allocation of expenditure and revenue. Draw financial reports as well as preparing financial statements, projections and provide meaningful interpretation reports. Monitor and control of financial and billing related reports including regular financial reports to management, finance and internal control. Monitor and control general ledger reconciliation processes of all the financial systems as well as the effective management of accounts payable and receivable. It could be expected of the incumbent to assist in the budget formulation, compiling of a cash flow budget as well as the monthly reports.  

ENQUIRIES
:
Mr. Goodness Vilakazi @ Tel: 013 766 3356

POST 18/108
:
PROVISIONING ADMINISTRATIIVE OFFICER (6POSTS) REFERENCE NO.: DHSS/APRIL/07/65

SALARY
:
R98 916 per annum
CENTRE
:
Middelburg Hospital; Emalahleni Hospital, Witbank (3 posts); Sabie Hospital; Lydenburg Hospital

REQUIREMENTS
:
A three year post Matric qualification and/or a senior certificate, plus extensive clerical extensive clerical experience. Sound verbal and written communication skills. Good leadership and organizing skills. Sound knowledge of Public Finance Management Act (PFMA). Knowledge of Basic Accounting System (BAS), budgeting and expenditure control. Knowledge of Civic Affairs and Administration matters. Computer literacy and good interpersonal relations. A valid driver’s license.

DUTIES
:
The candidate will be expected to perform a variety of administration tasks in connection with the line functions in OPD and Casualty. Supervision. Liaise on various levels to ensure proper delivery of services. Performance Evaluation and Development of staff.

ENQUIRIES
:
Mr. Goodness Vilakazi @ Tel: 013 766 3356

POST 18/109
:
ADMINISTRATIVE OFFICER REFERENCE NO.: DHSS/APRIL/07/66 (PATIENT ADMINISTRATION AND SUPPORT SERVICES) – 2 POSTS
SALARY
:
R98 916 per annum
CENTRE
:
Emalahleni Hospital, Witbank 

REQUIREMENTS
:
A degree / diploma and /or equivalent qualification plus relevant experience in patient administration.

DUTIES
:
Monitor and control MVA files. Recording of these files in a subsequence register for statistics plus billing. Filling lf these files on relevant filing cabinet. Photostat of medical information for attorneys, RAF and other relevant stakeholders for administrative purposes. Supervision of staff.

ENQUIRIES
:
Mr. Goodness Vilakazi @ Tel: 013 766 3356

POST 18/110
:
CHIEF ADMINISTRATION CLERK (OPD) (3 POSTS) REFERENCE NO.: DHSS/APRIL/07/67

SALARY
:
R98 916 per annum
CENTRE
:
Tintswalo Hospital; Sabie Hospital; Lydenburg Hospital

REQUIREMENTS
:
Grade 12 certificates or equivalent qualification coupled with relevant competencies in patient admin. Knowledge of PFMA and Batho Pele Principles. Computer literacy. Good interpersonal relations. Good communication skills. Experience: one year experience is recommended for the appointment.

DUTIES
:
Management of performance and evaluation of OPD staff in terms of performance management and development system. Manage patient admission. Ensure good keeping of patient record. Compiling statistics

ENQUIRIES
:
Mr. Goodness Vilakazi @ Tel: 013 766 3356

POST 18/111
:
CHIEF ACCOUNTING CLERK (SOCIAL SERVICES COMPONENT) REFERENCE NO.: DHSS/APR/07/67

SALARY
:
R98 916 per annum

CENTRE
:
Provincial Office, Nelspruit

REQUIREMENTS
:
A relevant 3 year National Diploma. Sound knowledge and experience in Government Finance and the budget process. The following competencies will be an added advantage: MS Excel, MS Word and MS Outlook.

DUTIES
:
Capturing the Annual and the Adjustment Budgets on BAS. Assist in ensuring that Budget Statement 2 inputs are submitted on time, ensuring that Adjustment Budget appropriation recommendations are factored on the system in time. Effect virements on the system. Consolidate budget inputs, organise Budget review meetings.

ENQUIRIES
:
Mr. Goodness Vilakazi @ Tel: 013 766 3356

POST 18/112
:
CHIEF REGISTRY CLERK REFERENCE NO.: DHSS/APRIL/07/68

SALARY
:
R 98.916 per annum
CENTRE
:
Tintswalo Hospital

REQUIREMENTS
:
A minimum of Grade 12 certificate plus proven competencies in Registry. Procedures directives and procedures in Registry. At least four (4) years experience working in Registry. Computer literacy. Understanding of the filling system. Planning and organizing skills. Postal system.

DUTIES
:
Registry services including filing, postage of mail in both main registry and finance.

ENQUIRIES
:
Mr. Goodness Vilakazi @ Tel: 013 766 3356

POST 18/113
:
CHIEF REVENUE CLERK REFERENCE NO.: DHSS/APRIL/07/69

SALARY
:
R 98.916 per annum
CENTRE
:
Tintswalo Hospital

REQUIREMENTS
:
Grade 12 certificate or equivalent qualification. Computer Literacy. UNICARE software.  UPFS billing. At least four (4) years experience working in Finance

DUTIES
:
Billing and releasing of private patients files [Medical aid, PPR, SANDF]. Sending of private accounts for payment. Checking of cashier before & after banking. Making follow-ups of all outstanding debts. Compiling monthly report. Creating of journals. Assist patient with completion of credit management. Submission of road accident claims, injury on duty.

ENQUIRIES
:
Mr. Goodness Vilakazi @ Tel: 013 766 3356

POST 18/114
:
CHIEF ADMINISTRATION CLERK (2 POSTS) (AUXILIARY SERVICES) REFERENCE NO.: DHSS/APRIL/07/70

SALARY
:
R98 916 per annum
CENTRE
:
Sabie Hospital; Lydenburg Hospital

REQUIREMENTS
:
A degree/diploma and/or equivalent qualification or Grade 12 with 4 years extensive experience and comprehensive knowledge of all aspects of administrative health management. Ability to interpret and implement policies. Sound knowledge of LRA, PSA, PFMA, Procurement Policies, and other applicable regulations. 

DUTIES
:
Overall control over cleaning services, building maintenance, linen and laundry supply, typing and telecommunication, registry and records. Evaluation of personnel and an understanding of BAS and LOGIS.

ENQUIRIES
:
Mr. Goodness Vilakazi @ Tel: 013 766 3356

POST 18/115
:
ADMINISTRATIVE OFFICER (STUDENT AFFAIRS) REFERENCE NO.: DHSS/APRIL/07/71

SALARY
:
R98 916 per annum
CENTRE
:
Mpumalanga College of Nursing

REQUIREMENTS
:
B.A. Degree or equivalent qualification with a minimum experience of 3yrs in organizing and planning.

DUTIES
:
Manage student’s inquiries. Control and Registration of students. Manage examination processes. Manage students’ accommodation. Liaise with Nursing Schools for placement of students. Oversees preparation for graduation ceremony.

ENQUIRIES
:
Mr. Goodness Vilakazi @ Tel: 013 766 3356

POST 18/116
:
CHIEF ACCOUNTING CLERK (4 POSTS) REFERENCE NO.: DHSS/APRIL/07/72

SALARY
:
R98 916 per annum
CENTRE
:
Emalahleni Hospital, Witbank (3 posts); Lydenburg Hospital
REQUIREMENTS
:
A Bachelor’s degree/ diploma and/ or equivalent qualification plus relevant experience in finance or accounting. Working knowledge of Governmental Transversal systems (BAS and LOGIS). Well conversant with Public Financial Act, Treasury Regulations and Public Service Regulations. Developed Management skills. Good sound analytical skills with good communication skills both written and verbal. Knowledge of Cost Accounting is an added advantage.

DUTIES
:
Capturing of payments on BAS and LOGIS systems. Responsible for S & T claims. Distribution of payment stubs to creditors. Reconciliation of financial statements and creditors control. Update of outstanding monthly payments. Compiling of schedules for Conditional Grants and submissions to Provincial Treasury.

ENQUIRIES
:
Mr. Goodness Vilakazi @ Tel: 013 766 3356

POST 18/117
:
CHIEF ACCOUNTING CLERK REFERENCE NO.: DHSS/APRIL/07/73

SALARY
:
R98 916 per annum
CENTRE
:
Provincial Office, Nelspruit

REQUIREMENTS
:
A relevant National Diploma or equivalent, Sound knowledge and experience in government finance and the budget process .The following competencies will be an advantage: Ms Excel, Ms Word and Ms Outlook

DUTIES
:
Capturing the Annual and the Adjustment budget on BAS, Assist in ensuring that budget statement 2 inputs are submitted on time, ensuring that Adjustment Budget appropriation recommendations are factored on the system in time, Effect virements on the system. Consolidate budget inputs. Organize budget review meetings.
ENQUIRIES
:
Mr. Goodness Vilakazi @ Tel: 013 766 3356

POST 18/118
:
PROCUREMENT ADMINISTRATIVE OFFICER (2 POST) DEMAND AND ACQUISITION MANAGEMENT REFERENCE NO.: DHSS/APRIL/07/74

SALARY
:
R98 916 per annum
CENTRE
:
Rob Ferreira Hospital

REQUIREMENTS
:
Degree/ Diploma and /or Grade 12 with more than 5 years relevant experience in Supply Chain Management. Knowledge of Public Finance Management Act, Treasury Regulations, Tender Board Act and Preferential Procurement Policy Framework Act. Knowledge of Government Transversal Systems (BAS and LOGIS). Excellent communication skills. Computer skills (MS Word, Excell, PowerPoint). A course in Supply Chain Management will serve as an advantage.

DUTIES
:
Render procurement services. Manage and administer contract of tenders. Calling of suppliers for quotations using the central database of the Department. Assist with the compilation of bid documentation, notification and invitation of bids/ quotations and proposals. 

ENQUIRIES
:
Mr. Goodness Vilakazi @ Tel: 013 766 3356

POST 18/119
:
ADMINISTRATIVE OFFICER (TRANSPORT) (3 POSTS) REFERENCE NO.: DHSS/APRIL/07/75

SALARY
:
R98 916 per annum
CENTRE
:
Rob Ferreira Hospital; Bethal Hospital; Lydenburg Hospital 

REQUIREMENTS
:
Diploma/ Degree and or Grade 12 with more than 5 years experience. Ability to work under pressure and independently. Computer Literacy. Supervisory experience. Knowledge of PFMA, National and Provincial Policies including all other relevant prescripts governing Public Service Transport.  

DUTIES
:
Manage transport.  Co-ordinate fleet management and maintain vehicles.  Handle log sheets, accident reports and control trip authorities.  Provide input on transport budget and reconcile kilometres traveled.  Supervise drivers.  Ensure that the necessary reports are completed i.e. accidents, damage and theft.  Ensure that all instructions relevant to the use, operations, maintenance and control of government transport is distributed and compiled with i.e. to ensure that the valid drivers license and code applicable to presence of all loose vehicle equipment such as the spare wheel, toolkit and jack, when a vehicle is issued out and returned everyday.  

ENQUIRIES
:
Mr. Goodness Vilakazi @ Tel: 013 766 3356

POST 18/120
:
ADMINISTRATIVE OFFICER (2 POSTS) REFERENCE NO.: DHSS/APRIL/07/76 POST A = PATIENT ADMINISTRATION MVA & POST B = PATIENT ADMINISTRATION (3 POSTS) 

SALARY
:
R98 916 per annum
CENTRE
:
Post: Section-Archives/ Records and Rob Ferreira Hospital

REQUIREMENTS
:
A degree/ diploma and/or Grade12 with more than 5 years experience in patient administration. 

DUTIES
:
Post A: Monitor and control MVA files. Recording of these files in a subsequence register for statistics plus billing. Filling of these files on relevant filing cabinet. Photostat of medical information for attorneys. RAF and other relevant stakeholders for administrative purposes. Supervision and evaluation of staff.



Post B: Ensure proper record management. Keeping of good filing system. Supervision and evaluation of staff. Retrieving and filing of patient files on a chronological order.  Filing of laboratory reports and disposal of old records and patient files.

ENQUIRIES
:
Mr. Goodness Vilakazi @ Tel: 013 766 3356

POST 18/121
:
CHIEF ACCOUNTING CLERK:  PROVISIONING (2 POSTS) REFERENCE NO.: DHSS/APRIL/07/77

SALARY
:
R98 916 per annum

CENTRE
:
Bethal Hospital; Bushbuckridge Sub District Office 

REQUIREMENTS
:
Senior or equivalent certificate with at least 3 years experience.  Well conversant with Government transversal systems (BAS and LOGIS).  Well conversant with Public Finance Management Act (PFMA), Treasury Regulations and Public service regulations.  Basic Knowledge of the Preferential Procurement Policy Framework Act (PPPFA) and Broad Based Black Economic Empowerment Act (BBBEE).  Computer literacy with a strong emphasis on MS Excel.  Developed management skills.

DUTIES
:
Key performance areas:  The successful candidate will be responsible for the following:  Provide Human Resource Management within the department.  Checking and verifying invoices, batches and payments for correctness before authorizing payments.  Authorisation of payments on BAS/LOGIC interphase.  Ensuring that Acts and regulations are implemented accordingly.  Ensuring that invoices are paid within 30 days.  Providing general office administration required by the CEO.  Responsible for managing the Hospitals commitment register.  Managing reports as requested by the CEO.

ENQUIRIES
:
Mr. Goodness Vilakazi @ Tel: 013 766 3356

POST 18/122
:
CHIEF ACCOUNTING CLERK:  EXPENDITURE REFERENCE NO.: DHSS/APRIL/07/78

CENTRE
:
Bethal Hospital

SALARY
:
R98 916 per annum
REQUIREMENTS
:
A Grade 12 or equivalent qualification with at least 3 years relevant experience.  Well conversant with Governments transversal systems (BAS and LOGIS).  Well conversant with Public Finance Management Act (PFMA), Treasury Regulations and Public Service Regulations.  Basic knowledge of the Preferential Procurement Policy Framework Act (PPPFA) and Broad Based Black Economic Empowerment Act (BBBEE).  Computer literacy with a strong emphasis on MS Excel.  Developed management skills.

DUTIES
:
Key Performance Areas:
provide Human Resource Management within the department.  Checking and verifying invoices, batches and payments.  Checking and verifying invoices and payments for correctness before authorizing payments.  Authorization of payments on BAS/LOGIS interphase.  Ensuring that Acts and regulations are implemented accordingly.  Ensuring that invoices are paid within 30 days.  Providing general office administration required by the CEO.

ENQUIRIES
:
Mr. Goodness Vilakazi @ Tel: 013 766 3356

POST 18/123
:
ADMINISTRATION OFFICER (OUT PATIENTS) REFERENCE NO.: DHSS/APRIL/07/79

SALARY
:
R98 916 per annum
CENTRE
:
KwaMhlanga Hospital

REQUIREMENTS
:
An recognized B Degree / Diploma or a Grade 12 Certificate of equivalent qualification plus experience in the out-patients. Computer literacy. Knowledge of the Public Finance Management Act, Treasury Regulations and Asset Management as well as Regulations in Government.  Good verbal and written communication skills. Knowledge of the budgeting process in Government.  A valid driver’s license.

DUTIES
:
Extensive experience and comprehensive knowledge of all aspects of administrative health management. Ability to interpret and implement policies. Sound knowledge of LRA, PSA, PFMA, Regulations, Policies and Rules, and other applicable prescripts. Ensure continuous training of staff and evaluation of respective personnel reports. Classify patients. Admit patients. Open cards for out-patients. Receive money for admission. Retrieve and trace missing files for patients. File back all used files. Daily capturing of patient data on PAAB. Render helpdesk.

ENQUIRIES
:
Mr. Goodness Vilakazi @ Tel: 013 766 3356

POST 18/124
:
ADMINISTRATION OFFICER (ASSET MANAGER) REFERENCE NO.: DHSS/APRIL/07/80

SALARY
:
R98 916 per annum

CENTRE
:
Bethal Hospital

REQUIREMENTS
:
An appropriate three year Diploma/Degree or a Grade 12 Certificate of equivalent qualification plus experience in property management and asset control.  Computer literacy. Knowledge of the Public Finance Management Act, Treasury Regulations and Asset Management as well as Regulations in Government.  Good verbal and written communication skills. Knowledge of the budgeting process in Government.  A valid driver’s license

DUTIES
:
Manage the disposal of redundant assets in accordance with the requirements of the treasury regulations and internal prescripts.  Control asset management systems.  Administer maintenance projects and capital works projects.  Handle enquiries regarding facilities management and asset management.  Compile reports to the Director and Chief Financial Officer regarding asset and property management.  Consult with management regarding determining of needs for accommodation.  Inspection and monitoring of projects in provinces.  Monitor and identify risks in respect of asset management within the institution.

ENQUIRIES
:
Mr. Goodness Vilakazi @ Tel: 013 766 3356

POST 18/125
:
CHIEF ADMINISTRATION CLERK (2 POSTS) (PATIENT ADMINISTRATION) REFERENCE NO.: DHSS/APRIL/07/81

SALARY
:
R98 916 per annum

CENTRE
:
Sabie Hospital; Matibidi Hospital 

REQUIREMENTS
:
A degree/ diploma and/or Grade12 with more than 5 years experience in patient administration. 

DUTIES
:
Ensure proper record management. Keeping of good filing system. Supervision and evaluation of staff. Retrieving and filing of patient files on a chronological order.  Filing of laboratory reports and disposal of old records and patient files.

ENQUIRIES
:
Mr. Goodness Vilakazi @ Tel: 013 766 3356

POST 18/126
:
SENIOR ADMINISTRATION CLERK (ASSET MANAGER) (2 POSTS) REFERENCE NO.: DHSS/APRIL/07/82

SALARY
:
R54 222 per annum
CENTRE
:
Sabie Hospital; Matibidi Hospital

REQUIREMENTS
:
Grade 12 Certificate of equivalent qualification plus experience in property management and asset control.  Computer literacy. Knowledge of the Public Finance Management Act, Treasury Regulations and Asset Management as well as Regulations in Government.  Good verbal and written communication skills. Knowledge of the budgeting process in Government.  A valid driver’s license

DUTIES
:
Manage the disposal of redundant assets in accordance with the requirements of the treasury regulations and internal prescripts.  Control asset management systems.  Administer maintenance projects and capital works projects.  Handle enquiries regarding facilities management and asset management.  Compile reports to the Director and Chief Financial Officer regarding asset and property management.  Consult with management regarding determining of needs for accommodation.  Inspection and monitoring of projects in provinces.  Monitor and identify risks in respect of asset management within the institution.

ENQUIRIES
:
Mr. Goodness Vilakazi @ Tel: 013 766 3356

POST 18/127
:
SENIOR ACCOUNTING CLERK – DEBT MANAGEMENT (2 POSTS) (SOCIAL SERVICES COMPONENT) REFERENCE NO.: DHSS/APR/07/83
SALARY
:
R54 222 per annum

CENTRE
:
Provincial Office, Nelspruit

REQUIREMENTS
:
Grade 12 Certificate plus experience in a Finance environment and knowledge of the three transversal systems BAS, LOGIS and PERSAL. Computer literacy. Good written and verbal communication skills. Understanding of Financial prescripts. Willingness to travel.

DUTIES
:
Preparation of documents for capturing. Capturing of documents on BAS. Submission of documents for authorisation. Filing of documents for audit purposes. Sending of debtors statements monthly. Capturing of journals on BAS for reconciliation purposes. Follow-up on outstanding debtors.

ENQUIRIES
:
Mr. Goodness Vilakazi @ Tel: 013 766 3356

MPUMALANGA PROVINCIAL LEGISLATURE

The Mpumalanga Provincial Legislature is an equal opportunity, affirmative action employer.

APPLICATIONS
:
The Human Resource Manager, Mpumalanga Provincial Legislature Private Bag x 11289, 1200 or hand delivered to: Building No 1, Mpumalanga Government Complex, Riverside park, Nelspruit.

CLOSING DATE
:
18 May 2007

NOTE
:
Applications must be submitted on form Z83 and should be accompanied by certified copies of recognized qualifications, ID and CV. Applications received after the closing date will not be considered. If you have not been contacted within three months of the closing date, please accept that your application was unsuccessful

OTHER POST

POST 18/128
:
SECRETARY TO THE EXECUTIVE MANAGER REF NO: MPL/0037



Directorate: Parliamentary Support Services

SALARY
:
R79 407 per annum

CENTRE
:
Nelspruit

REQUIREMENTS
:
Good verbal and written skills in the official languages Professional and high-level typing skills. Computer literacy in MS Office. Ability to work under pressure. Ability to work with people from all cultures and levels of society. Expected to work beyond normal working hours. Grade 12 or equivalent qualifications. Secretarial diploma/certificate. Certificate in Typing. Experience in dealing with the public. Good Interpersonal skills. Initiative and drive. Minute taking Skills. Document management skills. Office Administration competency. Diary management skills.

DUTIES
:
Provide administrative support including, maintaining filing, screening of telephone calls as well as taking messages. Receiving and dispatching mail. Arranging for official acknowledgement of correspondence and documentation received. Manage and control the diary of the Executive Manager and manage correspondence on daily basis. Draft and type correspondence. Make travel arrangements. Order stationery and other office equipment. Prepare venues and other logistics for meetings. Compile, type and distribute correspondence, reports and documents. Take minutes of meetings. Assist with various administrative and secretarial duties that may arise from time to time. 

ENQUIRIES
:
Ms Sibongile Mpangane (013 7661114)

ANNEXURE R
PROVINCIAL ADMINISTRATION: WESTERN CAPE

DEPARTMENT OF ENVIRONMNT AFFAIRS AND DEVELOPMENT PLANNING

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

[image: image3.wmf] 


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

FOR ATTENTION
:
Ms C Pegram

CLOSING DATE
:
18 May 2007

NOTE
:
This post will be advertised in the Weekend Argus, Die Burger, PSVC and EADP Bulletin and will filled be  in accordance with section 11 of the Public Service Act, 1994, as amended. Strong consideration will be given to excess employees. Excess staff must kindly indicate as such on Z83. Applications, via the Head of your Department (if a public service employee), with reference number clearly indicated must be completed on form Z83 (available at any government department), accompanied by a comprehensive CV that addresses the requirements and recommendations of the post, as well as certified copies of documentation (ID, scholastic, driver’s license as well as highest educational qualification). The Department will only communicate with short-listed candidates who have been selected for interviews. Applicants must note that further checks will be conducted once they are short-listed and that their appointment is subject to positive outcomes on these checks. No CV’s will be returned. No faxed, e-mailed or late applications will be considered. Short listed candidates must please note that they will be required to furnish proof of original certificates of qualifications during the selection process, it is the applicant’s responsibility to have foreign qualifications evaluated by the South African Qualifications Authority (SAQA). 

OTHER POST
POST 18/129
:
ENVIRONMENTAL OFFICER: ENERGY (1 POST) REFERENCE NO: F/07/006


Sub Directorate: Operational Policy and Transversal Co-ordination 



Directorate: Strategic Environmental Management 

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

CENTRE
:
Cape Town

REQUIREMENTS
:
The formal qualification for this position is an appropriate, recognised 4-year B degree in Social, Natural or Physical Sciences, Environmental Sciences or Engineering (or equivalent qualification) with appropriate experience. The following will serve as requirements: ( sound interpersonal and communication skills (verbal and written) ( administrative abilities ( computer literacy (particularly in Word, Excel and Power Point) ( knowledge of project management ( ability to plan and organize activities ( proven presentation and facilitation skills ( knowledge of renewable energy and energy efficiency concepts ( a valid code 08 (EB) driver’s licence and willingness to travel ( ability to conduct research. 

DUTIES
:
( promote renewable energy and energy efficiency programmes within and outside government ( research and development of latest technology and policy on energy ( conduct energy audits in provincial government buildings and draft reports and make recommendations (  presentations to provincial departments, municipalities, communities and NGO’s on promotion of renewable energy and energy efficiency ( attend meetings and comment on documents ( assist with development of departmental energy policies.

ENQUIRIES
:
Mr J Roelofse Tel. 483 4627

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.

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

FOR ATTENTION
:
Ms S Pienaar

CLOSING DATE
:
1 June 2007

NOTE
:
It will be expected of candidates to be available for selection interviews on a date, time and place as determined by the Department. 

OTHER POST

POST 18/130
:
ASSISTANT DIRECTOR:FINANCIAL MANAGEMENT

SALARY
:
R 146 685 per annum.

CENTRE
:
South Cape/Karoo Regional Office, George
REQUIREMENTS
:
Thorough knowledge and functional experience on Financial management (Revenue and Expenditure) and Budgeting processes/practices pertaining to the Government Sector, Knowledge and extensive experience on Financial reporting and Expenditure control, Computer literacy (MS Office, with specific reference to MS Excel), Valid code B/EB driver’s licence. Recommendations: Management and supervisory skills, Communication skills both verbal and written, Analytical skills, Ability to work under pressure and independently, Knowledge of standing financial prescripts (PFMA, NTR’s, PTI’s etc.), Tertiary Qualification in Financial Management, preferably in Accounting and Auditing may serve as a advantage. A formal practical assessment based on the dimension of the post will also be utilised in determining the suitability of the incumbent.

DUTIES
:
Budgeting, expenditure and revenue control within the relevant financial legislative framework, Provide guidance and training to Hospitals and Regional office staff on good practices in Financial management, Coordinate, manage and compile Regional budget input(s), Responsible for the overall management of financial resources, Assist with costing of Departmental strategic objectives. Conduct research into expenditure items and Reporting on the findings. Maintenance of BAS responsibilities, objectives and entities, Monitoring and control over own revenue – supervise the revenue generation process, Liaise closely with LOGIS system Controller, Authorise transactions and commitments within delegated powers, Ensure that Finance personnel acquire the appropriate training Manage the performance and development of staff.

ENQUIRIES
:
Dr R Crous, tel.no. (044) 803 2708

DEPARTMENT OF LOCAL GOVERNMENT AND HOUSING

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

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

FOR ATTENTION
:
Ms S Marthinus

CLOSING DATE
:
18 May 2007

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

OTHER POST

POST 18/131
:
SENIOR STATE ACCOUNTANT (REF NO L040/07)



Component: Directorate: Financial Management

SALARY
:
R122 841 per annum

CENTRE
:
Cape Town

REQUIREMENTS
:
The formal qualification requirement for this post is an appropriate Diploma/Degree (or equivalent qualification) plus extensive experience in a financial field.  The following will serve as recommendations: ( knowledge of PERSAL, National Housing Debtor System, LOGIS and Basic Accounting System (BAS) ( knowledge of the Public Finance Management Act (PMFA), National Treasury Regulations, Provincial Treasury Instructions and Financial Delegations ( knowledge of the Housing Act and Housing Code ( sound organising and planning skills ( must be honest, reliable, loyal and be able to work independently as well as in a team ( good verbal and written communication skills in at least two of the official languages of the Western Cape ( computer literacy (MS Word and Excel) ( human resource management skills.

DUTIES
:
The successful candidate will be responsible for the following duties: ( supervise the capturing and authorising of payments and journals on BAS, LOGIS and Debtors System ( supervise batch control ( despatch of EBT stubs ( supervise the handling of payment and audit queries ( assist Debtor System controller with the management and maintenance of the Debtor System ( maintain suppliers list on BAS ( supervise the instatement of claims against other departments ( comment on administrative action or policy from a financial accounting point of view ( assist and advise officials in connection with financial accounting matters of the Department ( provide input in respect of Departmental Finance Instructions.

ENQUIRIES
:
Ms Z Madolo at (021) 483-3318.

PROVINCIAL TREASURY

In line with the Employment Equity Plan of the Western Cape:  Provincial Treasury it is the intention to achieve equity in the workplace, preference will be given to designated groups with the filling of these posts.

NOTE
:
Applications must be submitted on form Z83 (obtainable from any Public Service Department or on website address www.capegateway.gov.za) with full particulars of training, qualifications, skills, competencies, knowledge, and experience (on a separate sheet or curriculum vitae) (CV’s will not be returned), certified copies of identity document and qualifications and the names of three referees  (Candidates are requested to complete section B of the form Z83) and forward to:
MANAGEMENT ECHELON

POST 18/132
:
SENIOR MANAGER: FISCAL POLICY REF. NO: WCPT 06/01/07


Component: Chief Directorate Resource Management



Directorate Fiscal Policy:  Local Government

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

CENTRE
:
Cape Town

REQUIREMENTS
:
•Master degree in Public Finance/Local Government Finance/Accounting/Economics/ Public Administration or in relevant Public Policy Management. •Extensive and proven financial management experience. •Proven appropriate senior management experience. •Proven knowledge of government (national, provincial or local) revenue and expenditure and government financial systems. Required skills and Managerial competencies: •Verbal exchange of highly specialised and complex information requiring difficult explanation as well as tact and diplomacy. •People management. •Computer literacy (MS office package). •Research. •Financial management. •Supply chain management. •Strategic management and planning. •Organisational management. •Project management. •Good writing and reporting. •Analytical skill. •Sound budgeting skills. •Exceptional creativity is required to develop completely new methods/policies and understanding. •Knowledge and application of relevant legislation/policies. Personal attributes: •Strategic and visionary leadership •Driven •Self-confident and innovative •Ability to work under pressure

DUTIES
:
To secure sound and sustainable revenue budgets for local government finance by: •Assessing and advising on municipal revenue budgets. •Monitoring and reporting on the outcome of municipal revenue budgets. •Assisting municipalities in resolving financial revenue problems through intervention mechanisms. •Assessing and advise on applications for municipal police (revenue). •Assessing proposed assignment of powers and functions to municipalities (revenue). •Assessing and advice on the take on of long-term municipal debt. Performance Management: •Updating of record of key performance areas and objectives in own performance agreement. •Regular evaluation of own performance agreement. •Identify key achievements and goals in each sub-directorate/division and ensure that these are included in the operational plans of each sub-directorate/division. •Regular evaluation and monitoring of the performance of the sub-directorate/division heads. •Overall responsible for the implementation and maintaining of the Staff Performance Management System in the Component. •Overall responsible for continuous identifying objectives, priorities and critical areas regarding performance management in the Component.

ENQUIRIES
:
Mr HC Malila ( Tel. (021) 483-6673.

APPLICATIONS
:
Response Handling, PO Box 6617, ROGGEBAAI, 8012, E-mail:  rh3@adcorp.co.za, Fax:  086 614 8632

CLOSING DATE
:
11 May 2007

NOTE
:
It will be expected from the selected candidates to be available for interviews on a date, time, and place as determined by the Provincial Treasury. The Provincial Treasury will only communicate with short listed candidates who have been selected for interviews and reserve the right not to make an appointment. Applicants must note that further checks will be conducted once they are short-listed and that their appointment is subject to positive outcomes on these checks, which include security clearance, qualification verification and criminal records.

POST 18/133
:
SENIOR MANAGER:  FISCAL POLICY:  PROVINCIAL GOVERNMENT REF. NO: WCPT 06/02/07



Component: Chief Directorate Resource Management



Directorate Fiscal Policy:  Provincial Government

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

CENTRE
:
Cape Town

REQUIREMENTS
:
•Master’s Degree in Economics/Business Administration or in relevant Public Policy Management. •Experience in macro and socio-economic analysis, applied intergovernmental revenue analysis. •Proven appropriate senior management experience. Required skills: •Creative and innovative economist keen on working in an applied economic policy. •Strategic and visionary leader. •Ability to apply good people management. •Ability to plan and soundly organise. •Ability to negotiate and resolute. •Ability to work under pressure. •Ability to produce good written documents/reports as well as present presentations. •Ability to do research and apply econometric skills. •Good computer literacy especially MS. Personal attributes: •Personal commitment to Growing the Western Cape. •Self-driven and dynamic. •Self-confident, flexible to change and innovative. •Ability to work under pressure.

DUTIES
:
•Determine an overall financing envelope for the Western Cape’s Medium Term Expenditure Framework, resourcing the iKapa Elihlumayo strategy. •Assess and optimise the Western Cape’s share of nationally raised revenue in respect of provincial equitable share and conditional grant transfers. •Ensure the effective development and expansion of the Western Cape’s provincial own revenue base in line with the new Provincial Tax Regulation Process Act. •Assess and optimise the Western Cape’s present provincial own revenue base, in respect of revenue collecting from motor vehicle licences, hospital fess, interest revenue, gambling and betting taxes. •Administer gambling and racing matters and oversee responsibilities over the Western Cape Gambling and Racing Board. Performance Management: •
Updating of record of key performance areas and objectives in own performance agreement. •Regular evaluation of own performance agreement. •Identify key achievements and goals in each sub-directorate/division and ensure that these are included in the operational plans of each sub-directorate/division. •Regular evaluation and monitoring of the performance of the sub-directorate/division heads. •Overall responsible for the implementation and maintaining of the Staff Performance Management System in the Component. •Overall responsible for continuous identifying objectives, priorities and critical areas regarding performance management in the Component.

ENQUIRIES
:
Mr HC Malila ( Tel. (021) 483-6673.

APPLICATIONS
:
Response Handling, PO Box 6617, ROGGEBAAI, 8012, E-mail:  rh3@adcorp.co.za, Fax:  086 614 8632

CLOSING DATE
:
11 May 2007

POST 18/134
:
SENIOR MANAGER:  BUDGET OFFICE REF. NO: WCPT 07/01/07



Component: Chief Directorate Resource Management



Directorate Budget Office

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

CENTRE
:
Cape Town

REQUIREMENTS
:
•A Masters Degree in Economics or Policy analysis or a related field as well as extensive experience. •Appropriate senior management experience. •Excellent writing and editing skills. •Sophisticated strategic thinking. •High-level organisational and coordination skills. •Proven macro and socio-economic knowledge base. •Proven knowledge of government finance issues and procedures. •Proven track record in addressing social and economic disparities successfully. Required skills: •Communication (presentation and report writing skills) •People management •Computer literacy (MS office package) •Analytical skills •Problem solving skills •Conflict resolution skills •Sound organising and planning skills •Research and econometric skills •Negotiation skills. Personal attributes: •Strategic and visionary leadership •
Adaptable/flexible •Goal orientated and driven •Dynamic and energetic self starter •Decision-maker •Self-confident and innovative •Ability to work under pressure •Tenacity and patience

DUTIES
:
•Drive the provincial MTEF and annual budget process. •Manage the annual medium-term budget policy process. •Consolidate, prepare and compile the annual medium-term budget policy statement. •Determine annual budget allocation per function. •Determine resource shifts between spheres of government and departments. •Ensure integration and synergy of budget priorities between departments and governments. •Assessing and ensuring effective expenditure. •Ensuring that new policy proposals are assessed and the relative priority determined. •Provide technical assistance and training. •Promote understanding of local governments’ core business, functions and progress. •Improve quality and transparency of local government budgets. •Track and assess local government budget implementation and mid year performance against Service Delivery • Budget Implementation Plans. •Drive provincial-municipal budget engagements. Managerial responsibilities: •Human Resource Management:  as required by the Public Service Act 1994 as amended, Public Service Regulations and Collective agreements. •Financial Management:  application of the Public Finance Management Act and related legislation. •Supply Chain Management:  procurement and provisioning within the component.

ENQUIRIES
:
Dr JC Stegmann ( Tel. (021) 483-3749

APPLICATIONS
:
Response Handling, P.O. Box 6617, ROGGEBAAI, 8012, E-mail:  rh3@adcorp.co.za, Fax:  086 614 8632

CLOSING DATE
:
11 May 2007

NOTE
:
In line with the Employment Equity Plan of the Western Cape:  Provincial Treasury it is the intention to achieve equity in the workplace, preference will be given to designated groups with the filling of these posts. It will be expected from the selected candidates to be available for interviews on a date, time, and place as determined by the Provincial Treasury. The Provincial Treasury will only communicate with short listed candidates who have been selected for interviews and reserve the right not to make an appointment. Applicants must note that further checks will be conducted once they are short-listed and that their appointment is subject to positive outcomes on these checks, which include security clearance, qualification verification and criminal records.

OTHER POSTS

POST 18/135
:
ASSISTANT MANAGER: RISK MANAGEMENT SYSTEMS REF. NO: WCPT 07/03/07



Component: Chief Directorate Financial Governance



Directorate Enterprise Risk Management and Governance Systems

SALARY
:
R183 084 per annum

CENTRE
:
Cape Town

REQUIREMENTS
:
Tertiary internal audit or risk management qualification with 3 - 5 years appropriate experience. Other requirements: Valid Driver’s Licence. Other recommended skills: •In depth knowledge and understanding of the COSO enterprise risk management framework. •Process and control mapping skills •Presentation and/or training skills

DUTIES
:
•Assist with the development of risk management norms and standards. •Facilitate the implementation of risk management norms and standards in departments and related training requirements. •Ongoing maintenance of risk management norms and standards by benchmarking against international best practices. Required skills: •Results orientation with solid process improvement skills. •Strong prioritisation skills and ability to meet deadlines. •Excellent written and verbal communication skills. •Solid interpersonal skills, including the ability to interface with all levels of the organization. •Demonstrated consistency in values, principles and work ethic. •Strong skills in project management and engagement closure. •Maintain a strong client focus by effectively serving client needs and developing productive working relationships with client personnel. •Display teamwork, integrity and leadership. •Foster teamwork and innovative thinking. •Utilise technology and tools to continually learn and innovate.

ENQUIRIES
:
Mr L Nene ( Tel. (021) 483-6646.

APPLICATIONS
:
The Human Resource Practitioner:  Recruitment and Selection, Private Bag X9165, Cape Town, 8000

FOR ATTENTION
:
Ms J Johnstone

CLOSING DATE
:
11 May 2007

POST: 18/136
:
CASH FLOW ANALYST REF. NO: WCPT 07/02/07



Component: Chief Directorate Asset Management



Directorate Supporting and Interlinked Financial Systems



Sub directorate:  Financial Asset Management

SALARY
:
R146 685 per annum

CENTRE
:
Cape Town

REQUIREMENTS
:
Tertiary qualification in Financial Management/Public or Municipal Finance/Economics/ Cost & Management Accounting. Other  requirements: •3-5 years experience in a National, Provincial or Municipal Government environment. •Ability to analyse budgets (IYM). •Financial management and accounting practices. •Knowledge of Generally Accepted Municipal Accounting Practice (GAMAP) or Generally Recognised Accounting (GRAP) Practice. Required skills:• Basic research/gather information •Computer Literacy (MS office package) •Analytical skills •Written and verbal communication •Sound organising and planning skills •Ability to interpret financial statements Personal attributes: •Self Driven •Team Player •Ability to work under pressure

DUTIES
:
•To ensure the financial information provided by municipalities concerning cash flow & investments is accurate and complete. •Maintaining the database by co-ordinating all the municipalities and municipal entity’s bank accounts in accordance with the MFMA. •Assess, analyse and advise the municipalities of their annual budget compared with the cash flow statement (IYM). •Advise the municipalities on policy matters concerning cash management, investments and long & short-term borrowings. •Develop & assist municipalities to complete the relevant documents or templates as required by the MFMA. •Representing Financial Asset Management at the quarterly municipal CFO forums. •Liaison between National, Provincial and Local government concerning cash management. •Provide assistance for more effective and efficient provincial cash flow and investment management.

ENQUIRIES
:
Mr D Alexander ( Tel. (021) 483-5007.

APPLICATIONS
:
The Human Resource Practitioner:  Recruitment and Selection, Private Bag X9165, Cape Town, 8000

FOR ATTENTION
:
Ms J Johnstone

CLOSING DATE
:
11 May 2007

POST 18/137
:
COMMUNICATION OFFICER REF NO: WCPT 07/05/07



Component: Office of the Head Official

SALARY
:
R146 685 per annum

CENTRE
:
Cape Town

REQUIREMENTS
:
A tertiary qualification in Communication/Marketing/Public Relations/Journalism as well as knowledge of web design techniques. Personal attributes: •Written and verbal communication skills and skills: •Creative and innovative •Interpersonal sensitivity •Team orientated •Computer literate •Public speaking/presentation skills •Marketing skills.

DUTIES
:
•Implement, standardise, co-ordinate, sequence, consolidate and maintain an effective external communication system. •Implement and maintain an internal (within Treasury) communication system. •Liaise with different components within Treasury to add content to Treasury’s website and keep it relevant. •Edit and arrange for publication of departmental publications/brochures/newsletters. •Liaise with Treasury’s clients and relevant stakeholders to establish an efficient communication network. •Handle policy matters pertaining to the content of the job.

ENQUIRIES
:
Mr D Smit ( (021) 483-5080..

APPLICATIONS
:
Response Handling, PO Box 6617, ROGGEBAAI, 8012, E-mail:  rh3@adcorp.co.za, Fax:  086 614 8632

CLOSING DATE
:
18 May 2007

DEPARTMENT OF TRANSPORT AND PUBLIC WORKS
APPLICATIONS
:
The Senior Manager: Human Resources, Department of Transport and Public Works, Private Bag X9185, Cape Town, 8000

FOR ATTENTION
:
Mr R Versfeld
CLOSING DATE
:
18 May 2007
OTHER POSTS

POST 18/138
:
MANAGER: COMMERCIAL PORTFOLIO REF NO: U/07/008


Component: Department of Transport and Public Works



Public Works Branch



Directorate: Operational Property Management



Job purpose: To manage the Provincial Commercial Property Portfolio.
SALARY
:
All inclusive salary package R 343 257 per annum
CENTRE
:
Cape Town

REQUIREMENTS
:
The formal qualification requirement for this post is a recognised degree in either of the following: Property Management, Construction Management, Property Development, Financial Management or Legal plus extensive appropriate management experience. Candidates who do not meet the minimum advertised tertiary requirement, but who have the necessary competencies to successfully perform in this post, may also apply. Note: It may be expected from candidates to undergo a behavioural and / or potential analysis. Competencies needed: • applicable knowledge of property management, data management, credit control management, accounting / legal procedures and human resource management • a thorough knowledge of appropriate computerised systems e.g. (MS Office, GroupWise Property Management and Accounting) • report writing, planning, management and organisational skills • good verbal and written communication skills in at least two of the three official languages of the Western Cape Province • good negotiation skills • a valid driver’s license
DUTIES
:
Key performance areas: • ensure that all commercial or core business properties on the Property register are included in the relevant Portfolio and upkeep of the register • prepare and monitor of management property plans, including financial management plans • undertake the managing, leasing, renting, marketing and public relations of properties • manage the lease / rental administration, tenant / user administration, supplier and general administration including the maintenance and refurbishment of properties • monitor and control legal actions, energy and operating costs, security and risks • undertake budgeting, record keeping and reporting of property data • undertake human resource management • develop policies • consult with user departments and the tenants • consult with Legal Services regarding lease agreements, drawing up of contracts and litigation processes • determine values of properties • perform site inspections • conclude and manage lease and / or user agreements with tenants / user • identify growth areas within the portfolio to bolster revenue and meet targets
ENQUIRIES
:
Ms PP Penxa at (021) 483-5532
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