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DATE OF ISSUE: 15 JUNE 2007

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

PUBLIC SERVICE VACANCY CIRCULAR NO 24 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 16 JULY 2007

AMENDMENT
:
Department of Land Affairs: Please note that the reference no for the Senior Registry Clerk advertised in PSVC 23 of 2007 must be reference no S8/3/2007/661 not as stated.


Department of Minerals and Energy: Kindly note that the folowwing posts: Deputy Director: Mineral Policy Development, the closing date must be 22 June 2007. Office Administrator, the qualification should A Bcom degree and the post of Admin Clerk: Subsidised Transport has been withdrawn.



Provincial Administration: Gauteng Department of Health: Kindly note that the following posts: Chief Professional Nurse (7posts) Ref no: 70042938 and Senior Professional Nurse (5 posts) Ref no: 70042937, the closing date has been extended to 06 July 2007.
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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 practising 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 required
NOTE
:
Applications must be accompanied by a signed Form Z 83 and a recent updated comprehensive CV as well as original certified copies of all qualification(s) and ID-document ● Please take note that no applications, received after the closing date of the said advertisements, will be considered ● Should you be in possession of a foreign qualification, it must be accompanied by 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 ● 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 after the closing date of this advertisement, please accept that your application was unsuccessful ● Please take note that all applications will be subject to reference checks ● 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.

MANAGEMENT ECHELON

POST 24/01
:
CHIEF DIRECTOR: FINANCIAL MANAGEMENT (REF. 275/2007)
Programme: Corporate Services
SALARY
:
Total package of R591 510 – 600 330 – 609 279 – 618 366 -627 582 –  636 939 per annum. This inclusive remuneration package consists of a basic salary, the State’s contribution to the Government Employees Pension Fund, a medical fund and a flexible portion in terms of applicable rules. The successful candidate must enter into a performance agreement and sign an employee contract.

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate recognised Bachelor’s Degree in public finance and/or accounting plus extensive experience as a finance director ● A post graduate qualification will be an added advantage ● Extensive knowledge of the Public Finance Management Act, 1999, the Treasury Regulations and supply chain prescripts ● Understanding of government policies, specifically macro- economic and agriculture policies ● Good interpersonal relations and the ideal candidate must be innovative and creative ● Must be able to manage debt in the agricultural environment ● Ability to work under pressure ● In possession of a driver’s license and willing to travel. Competencies need: ● Financial management skills ● Supply chain management skills ● Financial analysis and reporting skills ● Presentation skills ● Communication (written and verbal) skills ● Project management skills ● People management skills. Key responsibilities: ● Ensure continued financial services and supply chain management in terms of the Public Finance Management Act, 1999, in the Department ● Ensure continued financial administration in the Department including cash flow management and expenditure ● Ensure continued internal control and maintenance of departmental financial policies and procedures ● Ensure continued debt recovery including debt recovery in terms of the Agricultural Debt Management Act, 2001 ● The Chief Director: Financial Management reports directly to the Chief Financial Officer.

ENQUIRIES
:
Mr. T. Marais, Tel.: 012-319-6638/9

APPLICATIONS
:
Director-General, Department of Agriculture, Directorate: Human Resources Management, Private Bag X250, Pretoria, 0001.

FOR ATTENTION
:
Ms. J.E. Smith, Agriculture Place, Room F-GF-06, 20 Beatrix Street, Arcadia, Pretoria, 0002.

CLOSING DATE
:
9 July 2007 

NOTE
:
Please take note that this is a re-advertisement ● Candidates who previously applied do not have to re-apply ● Preference will be given to female candidates and candidates with a disability.

OTHER POSTS

POST 24/02
:
REGISTRAR (GMOS) (REF. 271/2007)


Directorate: Bio-Safety
SALARY
:
All inclusive package of R343 257 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate M.Sc. or M.Tech. Degree with specialisation in the biological sciences (Botany, Zoology, Biotechnology, Microbiology or Genetics), (You are required to furnish a credit certificate and/or statement of results and provide a transcript of subject passed or abstract of Master’s thesis) ● Relevant experience and knowledge of the principles of; biotechnology and genetic modification ● The status of agricultural biotechnology in SA and globally ● The ability to interpret requirements and provisions of legislation, policies and other issues relating to biosafety, including the Genetically Modified Organisms Act, 1997 and the Cartagena Protocol and Bio-safety ● Knowledge and understanding of; other legislation which aims to promote conservation and sustainable use of genetic resources, with particular reference to the National Environmental Management Act, 1998, National Environmental Management Biodiversity Act, 2004 and the Foodstuffs, Cosmetics and Disinfectants Act, 1972, the processes of risk analysis and risk management in terms of the application of genetically modified organisms (GMOs) ● Good communication (written and verbal) and organising skills ● Ability to work independently and under pressure ● Computer literacy in MS Office software ● The ability to compile documents such as submissions, letters, reports recommendations and other line function documentation independently ● A valid Code B driver’s license and the ability to drive.

DUTIES
:
Supervise all administrative processes related to the GMO Act, 1997 to ensure compliance to the provisions of the Act and other relevant policies, strategies and norms and standards ● Facilitate knowledge and information management related to GMO’s by managing the national Biosafety Clearinghouse (BCH) and submitting information to the BCH established under the Cartagena Protocol on Biosafety ● Liaison with the Cartagena Protocol on Biosafety ● Liaison with the bodies established under the Act, the Executive Council (EC) and the Advisory Committee (AC) ● Report on all activities regulated under this Act to the EC to the AC ● Provide secretariat services to EC and AC and execute instructions emanating from these bodies ● Contribute towards policy development, legislative amendments, and Ministerial, Cabinet and Parliamentary queries ● Process requests submitted in terms of the Promotion of Access to Information Act, 2000 ● Management of human and financial resources ● Liaise with key clients and stakeholders on issues related to the GMO Act, 1997.

ENQUIRIES
:
Mr. E. Rademeyer, Tel. No. 012-319-6502

APPLICATIONS
:
ITP Response Handling, P.O. Box 14587, Lyttleton, 0140 or phone 0860-103-113

CLOSING DATE
:
9 July 2007 

POST 24/03
:
SENIOR INTERNAL AUDITOR (THREE POSTS) (REF. 257/2007)


Directorate: Internal Audi
SALARY
:
R146 685 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Bachelor’s Degree / National Diploma in Auditing with extensive experience/knowledge in the Internal audit field ● Knowledge of the Public Finance Management Act and National Treasury Regulations and Standards of the Institute of Internal Auditors ● Excellent verbal and written communication skills ● A valid Code EB driver’s license.

DUTIES
:
Plan an execute compliance and financial audits in accordance with the approved audit plan and the standards for Professional Practice of Internal Auditing ● Perform investigative audits ● Draft audit reports ● Evaluate auditee responses and perform follow-up audits ● Perform ad-hoc audits as requested by management ● Take part in preliminary and closing meetings with auditee ● Execute audits at regional offices for periods up to two weeks.

ENQUIRIES
:
Mr. J. Pohl, Tel. 012-319-6793/7144

APPLICATIONS
:
ITP Response Handling, P.O. Box 14587, Lyttleton, 0140 or phone 0860-103-113

CLOSING DATE
:
9 July 2007 

NOTE
:
This is a re-advertisement of Ref. 104/2007 and candidates who previously applied for this post are requested to re-apply ● The candidate appointed to this position will be subjected to security clearance ● People of all races will be considered.

POST 24/04
:
STATISTICIAN (REF. 272/2007)
Directorate: Agricultural Statistics
SALARY
:
R146 685 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Candidates should be in possession of an appropriate recognised Bachelor’s Degree with Statistics/Mathematical Statistics and Agricultural Economics/Economics as major subjects ● Appropriate knowledge of statistical and economic analysis.

DUTIES
:
Collection, processing and evaluation of data for the establishment of commodity statistics, price indices and sector demographics as well as monitoring indicators to determine economic trends in the agricultural sector ● Apply appropriate scientific methodology to design and draw samples as well as compile relevant questionnaires ● Compile economic accounts for the sector ● Develop a system for analysing, evaluating and interpreting the data collected ● Produce fluent and graphically illustrated reports.

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

APPLICATIONS
:
ITP Response Handling, P.O. Box 14587, Lyttleton, 0140 or phone 0860-103-113

CLOSING DATE
:
9 July 2007 

POST 24/05
:
RESOURCE INFORMATION SPECIALIST (REF. 258/2007)
Directorate: Land Use and Soil Management
SALARY
:
R146 685 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate B.Sc (Honours) Degree (Academic transcript to be provided), with sufficient relevant experience in the management and use of natural agricultural resources with special reference to the principles and practices to promote the sustainable use of the mentioned resources ● In-depth knowledge and extensive experience in; ArcView / ArcGIS and Spatial Analysis, including principles, standards, data capturing, field verification and modelling, GIS database design and system development, Visual basic and remote sensing, Basic knowledge of computer hard and software and working knowledge and experience of MS Office software (Word, Excel, Power Point and Access) ● Good language, facilitation, report writing and communication skills ● Applicable knowledge and experience in project management and procurement administration ● A valid Code EB driver’s license.

DUTIES
:
Identify needs and promote the use of GIS for agricultural applications ● Develop and maintain GIS databases and application in conjunction with the different users ● Guide and assist with data capturing and field verification ● Support and train GIS users ● Assist with development of WEB-based information system.

ENQUIRIES
:
Ms. A. Collett, Tel. No: 012-319-7508

APPLICATIONS
:
ITP Response Handling, P.O. Box 14587, Lyttleton, 0140 or phone 0860-103-113

CLOSING DATE
:
9 July 2007 

NOTE
:
This is a re-advertisement of Ref. 13/2007 and candidates who previously applied for this post are requested to re-apply.

POST 24/06
:
COMMUNICATION OFFICER (REF. 252/2007)
Directorate: Agricultural Information Services
SALARY
:
R122 841 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate three-years Diploma/Degree in Journalism ● Knowledge and experience of: Reporting writing, Journalism environment, interviewing ● Excellent written and verbal communication skills ● Good interpersonal skills ● Knowledge of at least three official languages ● Willingness to work flexible hours and extensive traveling ● A valid Code EB driver’s.

DUTIES
:
Write articles for departmental publications and take photographs ● Write advertorials and features ● Draft media releases ● Participate in projects ● Assist in arranging media conferences ● Do media invitations ● Attend to and liaise with external clients ● Help keep up to date the media list. 

ENQUIRIES
:
Mr. T. Taunyane, Tel. No. 012-319-6623

APPLICATIONS
:
ITP Response Handling, P.O. Box 14587, Lyttleton, 0140 or phone 0860-103-113

CLOSING DATE
:
9 July 2007 

NOTE
:
This is a re-advertisement of Ref. 58/2007 and candidates who previously applied for this post are requested to re-apply.

POST 24/07
:
HEALTH AND SAFETY OFFICER (REF. 274/2007)
Directorate: Human Resources Management
SALARY
:
R122 841 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate recognised three-years Diploma/Degree in Environment Health and Safety followed by relevant work experience in Occupational Health and Safety ● Knowledge of OHSA, COIDA and other labour related legislations ● A valid driver’s license ● Must be willing to travel extensively. 

DUTIES
:
Formulate and implement health and safety policy, guidelines and safe working procedures ● Coordinate health and safety awareness campaigns and induction programmes in the department ● Co-ordinate the function of reporting and recording of occupational injuries and diseases to the Compensation Commissioner ● Co-ordinate and facilitate activities of Health and Safety Committee, including training, risk assessments, compiling of SOPs and the Occupational Hygiene Programme ● Conduct health and safety inspections and recommend on appropriate remedial actions ● Investigate incidents/accidents and ensure prevention of reoccurrence.

ENQUIRIES
:
Ms. M. Sekgobela, Tel. No. 012-319-7326

APPLICATIONS
:
ITP Response Handling, P.O. Box 14587, Lyttleton, 0140 or phone 0860-103-113

CLOSING DATE
:
9 July 2007 

POST 24/08
:
SENIOR HUMAN RESOURCES PRACTITIONER (REF. 273/2007)
Directorate: Human Resources Management
SALARY
:
R122 841 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate three-years Degree or Diploma In the fields of Human Resources Management, Organisational Development, Social Sciences or Public Administration ● Relevant work experience in HRM or HRD environment in the Public Service ● Knowledge of the Public Services Act, Public Service Regulations and Performance Management and Development Systems in the Public Service ● Computer literate and proficient with MS Office ● The ability to interpret and apply policies through analytical and innovative thinking ● Good communication skills (written and verbal), research, networking and presentation skills ● The applicant must be in possession of an EB/Code 08 Driver’s license and willing to travel.

DUTIES
:
Ensure effective implementation of the Performance Management and Development Systems in the department ● Advise management and officials on the application of the Performance Management and Development Systems in the department (including SMS Performance Management and Development System) ● Monitor the application of the Performance Management and Development Systems in the department ● Maintain an Information Management System on Performance Management ● Monitor the application of departmental Performance Management and Development Systems.

ENQUIRIES
:
Mr. M. Thobejane, Tel. No. 012-319-6921

APPLICATIONS
:
ITP Response Handling, P.O. Box 14587, Lyttleton, 0140 or phone 0860-103-113

CLOSING DATE
:
9 July 2007 

NOTE
:
The shortlisted candidates will be subjected to a pre-interview test to evaluate the required skills and knowledge.

POST 24/09
:
LIBRARIAN (REF. 259/2007)
Directorate: Agricultural Information Services
SALARY
:
R98 916 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
A Bachelor Degree in Library and Information Science or equivalent qualification ● Thorough knowledge and working experience of AACR2, DDC and LCSH MARC21 coding the Sabinet - and the InMagic systems ● Information retrieval ● Excellent customer relationship skills ● A working knowledge of MS Office Suite ● Good verbal and written communication skills (English) ● A valid driver’s license.

DUTIES
:
Managing lending services and dealing with customers’ enquiries ● Cataloguing, classification and subject analysis of library stock.

ENQUIRIES
:
Ms. D. Koen, Tel. No. 012-319-6830

APPLICATIONS
:
ITP Response Handling, P.O. Box 14587, Lyttleton, 0140 or phone 0860-103-113

CLOSING DATE
:
9 July 2007 

POST 24/10
:
PRINCIPAL HUMAN RESOURCES OFFICER (REF. 261/2007)
Directorate: Human Resources Management
SALARY
:
R98 916 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Grade 12 Certificate plus extensive practical experience related to the duties within a HRM environment ● Computer literacy (Ms Office) ● PERSAL Personnel Administration Certificate as well as sound knowledge of the PERSAL system ● Proven written and verbal communication skills (writing and computer skills could be tested.) ● Good interpersonal relations and supervisory skills ● In-dept knowledge of the relevant prescripts and legislation.

DUTIES
:
The successful candidate will render professional human resources administrative advice to and liaise with line functionaries/Senior management and staff within the department ● Promote human resources care and improve services delivery ● Process prescriptive and directive intensive human resources administration matters ● Provide human resources management information support ● Kindly note that this post will also deal with production functions on a higher level.

ENQUIRIES
:
Ms. M. Henning, Tel. No. 012-319-6940

APPLICATIONS
:
ITP Response Handling, P.O. Box 14587, Lyttleton, 0140 or phone 0860-103-113

CLOSING DATE
:
2 July 2007

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 qualification and experience and that original documents must be submitted on appointment and all qualifications obtained abroad will be evaluated by SAQA.

OTHER POSTS

POST 24/11
:
PRINCIPAL ENVIRONMENTAL OFFICER: PERMITTING (AP92/2007)
SALARY
:
R146 685 per annum (Total inclusive package of R205 950 per annum/conditions apply)

CENTRE
:
Pretoria

REQUIREMENTS
:
A Bachelor’s degree or an equivalent qualification in natural, engineering or environmental sciences. Appropriate working experience in the field of pollution and waste management. S/he must have an understanding of the policy and legislative framework governing pollution and waste management. Skills required: Networking skills; organising and planning skills; computer literacy; good interpersonal relations; communication skills (written and verbal); Ability to work independently and efficiently under pressure and Ability to work individually and in a team.

DUTIES
:
To co-ordinate the development and maintenance of a register of waste disposal sites. To provide administrative and technical support for the processing of applications for the permitting of waste disposal sites. To receive technical inputs from other Directorates. To manage document transfers. To monitor and audit waste disposal sites. To track and provide updates on authorizations being processed by the Sub-Directorate. To report on the status of authorization of all waste disposal sites. To support the maintenance and updating of processes and procedures for the review of waste disposal site permits. To support processes for the development of Minimum Requirements for waste disposal sites. To co-ordinate support to provinces on waste disposal site permitting. To co-ordinate projects undertaken within the Sub-Directorate. To liaise with stakeholders. To support cooperative governance structures and processes. To disseminate information to Clients. To support key stakeholders on authorisations.

ENQUIRIES
:
Mr L Bredenhann Tel: (012) 310-3372

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

FOR ATTENTION
:
Mr Mpho Nkontlha fax number: (012) 322 2682

CLOSING DATE
:
25 June 2007

POST 24/12
:
SENIOR MARINE CONSERVATION INSPECTOR: SPECIALIZED UNIT (X2)- REF MCM 512/2007

SALARY
:
R98 916 per annum (All-inclusive package of R 147990 per annum - conditions apply)

CENTRE
:
Cape Town

REQUIREMENTS
:
A senior certificate or equivalent qualification.  A valid driver’s license. Computer literacy. Experience in law enforcement and instituting criminal proceedings.  The willingness to travel. Shift work is required. A written competence test will be given Recommendations: A firearm competency certificate. Knowledge of the provisions of the Marine Resources Act 18 of 1998, the regulations pertaining to the Control of Vehicles in the Coastal Zone and matters relating to the fishing industry. Surveillance techniques and intelligence gathering.

DUTIES
:
Enforce the provisions of the Marine Living Resources Act 18 of 1998 and other environmental legislation by conducting sea, land and aerial patrols. Institute criminal proceedings against contraventions including issuing of the J534 form. Ensure the effective prosecution of infringements by completing documents pertaining to criminal cases and giving evidence in a court of law and report writing. Participate in the managing of monitoring and investigation of fishing vessels and fishing activities. Liaise with relevant role players, the general public and fishing industry. Participate in special operations with other organs of state to combat the illegal trade in marine resources. Working in high risk areas at times and in harsh environmental conditions.

ENQUIRIES
:
Mr. B Liedemann Tel. 021 402 3616

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

FOR ATTENTION
:
6th Floor, Integrated Human Resources Registry

CLOSING DATE
:
9 July 2007

POST 24/13
:
SENIOR MARINE CONSERVATION INSPECTOR (X2) REF MCM 514 / 2007
SALARY
:
R98 916 per annum (All inclusive package of R 147990 per annum / Conditions apply)

CENTRE
:
Hout Bay

REQUIREMENTS
:
A senior certificate or equivalent qualification. A valid driver’s license. Computer literacy. Experience in law enforcement. Good written and verbal communication skills. The willingness to travel. Shift work is required. Recommendations: A firearm competency certificate. Knowledge of the provisions of the Marine Resources Act 18 of 1998, the regulations pertaining to the Control of Vehicles in the Coastal Zone and matters relating to the fishing industry

DUTIES
:
Enforce the provisions of the Marine Living Resources Act 18 of 1998 and other environmental legislation by conducting sea, land and aerial patrols. Ensure the effective prosecution of infringements by completing documents pertaining to criminal cases and giving evidence in a court of law. Assist with the collection of statistics for scientific projects. Reporting of extraordinary phenomenon such as red tide. Education and awareness. Monitor the landings of commercial fish. Report writing.  Participate in special operations with other organs of state to combat the illegal trade in marine resources.

ENQUIRIES
:
Mr. R Zako Tel  021 4023366

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

FOR ATTENTION
:
6th Floor, Integrated Human Resources Registry

CLOSING DATE
:
9 July 2007

ANNEXURE C
DEPARTMENT OF HOME AFFAIRES

The Department of Home Affairs is an equal opportunity employer, which prioritise

employee development.
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APPLICATIONS
:
Forward applications, indicating the centre as well as the relevant reference number, of the position, which is being applied for, to JobVest, Private Bag X5, East Rand, 1462 or e-mail to: rh4@apsc.co.za. Alternatively, candidates may also fax their applications to 086 6148 633. The Department of Home Affairs will not be handling any enquiries and responses. Candidates are advised to apply and/or enquire directly to JobVest. For more information please call JobVest centre on (011) 571 9906.
CLOSING DATE
:
06 July 2007

NOTE
:
Applications must be submitted on the Application for Employment form (Z.83) obtainable from any Public Service Department and should be accompanied by a comprehensive CV and certified copies of qualifications with original certification stamp (including at least two contactable referees (these should be people who recently worked with the applicant) Applications must be accompanied by certified copies of qualifications and a comprehensive CV with full particulars of work experience. It is the responsibility of applicants in possession of foreign qualifications to submit evaluated results of the South African Qualification Authority. Where a valid driver’s license is a requirement, applicants must attach certified copies of such licenses. Please note that shortlisted candidates may have to undergo competency assessments. If no contact has been made within three (3) months after the closing date of this advertisement, please accept that the application was unsuccessful. Applications received after the closing date or those that do not comply with the requirements, will not be taken into consideration.

MANAGEMENT ECHELON

POST 24/14
:
AREA MANAGER: (DIRECTOR LEVEL) REF HRMC K1/07/1
SALARY
:
An all inclusive salary package of R502 725 per annum which consists of a basic salary (60% of package), State’s contribution to the Government Employee Pension Fund (13% of basic salary) and flexible portion that may be structured in terms of the applicable rules.

CENTRE
:
Provincial Manager’s Office: Free State 

REQUIREMENTS
:
An appropriate three year post matric academic qualification and appropriate managerial experience. Must have demonstrable people management skills and willingness to work “out of the box” in achieving high productivity in the offices in his/her area. Must be passionate about service delivery and understand the importance of the role of the Department in the country. Have competencies that allow him/her to be transferable within the Senior Management Services echelon in the Department or in the country. Ability to develop and implement the Area Service delivery Implementation plan. Computer literacy is essential A valid driver’s licence. Core Management Competencies: Strategic Capability and Leadership, Service Delivery Innovation, Client orientation and Customer focus, People Management and Empowerment, Financial Management, Empowerment, Honestly and Integrity,  Program and Project Management, Problem Solving and Analysis as well as Change Management.

DUTIES
:
Key Performance Areas Reporting to the Provincial Manager Free State. The successful candidate: will be responsible for the following. Managing and co-ordinating finance within the area of responsibility. High level supervision of staff. Applying and executing policies and procedures related to the function of the Department and the smooth functioning of their respective areas. Advising and providing inputs to the Provincial Manager on policy issues as impacted upon by chalk-face realities. Liaising and co-ordinating with governmental, non-governmental institutions and other structures and organisations at local or area level such as, Independent Electoral Commission, Human Science Research Human Rights Commission etc

NOTE
:
Applicants must be prepared to undergo competency assessment exercise as well as security clearance procedures. The successful candidates will have to sign a performance agreement within three months after appointment.

POST 24/15
:
DEPUTY DIRECTOR: PROVINCIAL CO-ORDINATION (3 POSITIONS)
SALARY
:
An all inclusive salary package of R343 257 per annum

CENTRE
:
Free State Provincial Manager’s Office: Free State REF HRMC K1/07/2a

Mpumalanga REF : HRMC K1/07/2b

Provincial Manager’s Office: Mpumalanga

Limpopo REF HRMC K1/07/2c

Provincial Manager’s Office: Limpopo

REQUIRMENTS
:
An appropriate three year Degree/Diploma in Public Administration, Social Science, Management or Administration with extensive relevant experience. Experience in mobile unit management will be an advantage. Experience in community development facilitation as well as general management. Knowledge of the Departmental line functions, Service delivery capabilities, Strategic resource mobilisation and network capabilities as well as Problem solving and analytical skills. Good written and verbal communication skills. Interpersonal skills. Ability to manage and empower people. Strategic and leadership capabilities. Financial management, Policy development, innovative, creative as well as decision making skills. Quality report writing skills.A valid driver’s licence and willingness to travel.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: Analysing trends and weaknesses associated with service delivery. Setting-up processes, procedures and systems for smooth service delivery in the Province. Co-ordinating training in the Province. Providing strategic direction and monitoring the implementation of strategic objectives in the Province. Overall management of the  implementation and evaluation of the Departmental Strategic Plan. Monitoring and evaluating compliance to the Provincial Strategic/Operational Plans. Interpreting and applying prescripts administered by the Department. Advising management on policy matters that are applicable to support function of the Department. Compiling memoranda and submissions. Managing supervising and guiding staff of the organisational component.

POST 24/16
:
DEPUTY DIRECTOR: SUPPORT SERVICES REF HRMC K1/07/3
SALARY
:
An all inclusive salary package of R343 257 per annum
CENTRE

Provincial Manager’s Office: Free State

REQUIRMENTS
:
An appropriate three year Degree/Diploma with extensive relevant experience in administration. Exposure to a managerial position. Self-motivated, assertive, innovative and reliable. Ability to function efficiently under pressure. Outstanding interpersonal relations, time management, office management and administrative skills. Good organisational and leadership  skills. Knowledge of the Departmental line functions. Monitoring and evaluating abilities. Knowledge of the Public Finance Management Act and procurement policies. Ability to interact with people at all levels. Knowledge of prescripts and Acts administered by the Department. Computer literacy in MS Office (MS Word, MS Excel, MS PowerPoint). Ability to work independently and handle confidential matters. A valid driver’s licence and willingness to travel.

DUTIES
:
Key Performance Areas: The successful candidate will be responsible for the following: Overall Management of an organisational component responsible for the delivery of services related to the Departmental line functions. Determining work procedures and methods. Exercising control over staff and objectives. Managing financial resources and other  processes in the Province. Interpreting and applying prescripts administered by the Department. Advising management on policy matters that are applicable to support functions of the Department. Compiling memoranda and submissions. Planning and budgeting for special projects/programmes. Determining work procedures and methods. Managing financial resources and other processes in the Province.

POST 24/17
:
ASSISTANT DIRECTOR: IMMIGRATION SERVICES (3 POSITIONS)
SALARY
:
Basic salary of R183 084 per annum (an all inclusive salary package of R239 782 per annum)

CENTRE
:
Free State

HRMC K1/07/4a

a) Regional Office: Bloemfontein

REF HRMC K1/07/4b

b) Regional Office: Welkom

REF HRMC K1/07/4c

c) Regional Office: Phuthaditjhaba

REQUIREMENTS
:
An appropriate recognised three year Degree/Diploma in Law, Social Science or Policy Studies and appropriate experience in Immigration functions. Extensive knowledge of key legislation administered by the Department. Understanding the core functions of the Department, Public Service prescripts and regulations. Computer literacy (Ms Word, Excel, Internet, E-mail) etc. Communication, liaison, interpersonal, research and writing skills. Policy analysis, formulation and implementation skills. A valid driver’s licence and willingness to travel.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: Performing certain supervisory functions such as giving guidance and advice to subordinates. Managing all Immigration functions and overseeing all immigration operations in the Region. Managing budget for Immigration. Interpreting and implementing the policies and regulations. Ensuring adherence to policy and legislation regarding Immigration matters and be responsible for special operations in conjunction with South African Police Services. Co-ordinating immigration functions related to special events, state visits and international summits. Monitoring and co-ordinating training of Immigration personnel. Compiling memoranda and submissions as well as exercising and regulating control over activities of subordinates.

POST 24/18
:
ASSISTANT DIRECTOR: DISTRICT OFFICE HEAD (2 POSITIONS)
SALARY
:
Basic salary of R146 685 per annum (an all inclusive salary package of R195 618 per annum)

CENTRE
:
Gauteng East

a) District Office: Boksburg

REF HRMC K1/07/5a

b) District Office: Bronkhorspruit

REF HRMC K1/07/5b

REQUIREMENTS
:
An appropriate recognised three year Degree/Diploma with extensive  relevant experience in administration. Understanding of the core functions of the Department, thorough knowledge of the Public Finance Management Act (PFMA), Labour Relations Act, Skills Development Act, Employment Equity Act, Strategic Planning and Human Resource policies. Extensive knowledge of prescripts administered by the  Department. Office Management, Planning and organising skills. People management and leadership skills. Exposure to a managerial position. Excellent written and verbal communication skills. Ability to interact with stakeholders at various levels. Computer literacy (Ms Word, Excel, Internet, E-mail) etc. Outstanding interpersonal skills. A valid driver’s license and willingness to travel.

DUTIES
:
Key Performance Areas: The successful candidates will be responsible for the following: Performing duties as Head of Office, overall management of an organizational component responsible for the delivery of services in support of the Department’s functions. Determining work procedures and methods, exercise control over objectives and activities. Liaising, coordinating and managing relevant projects and subordinates, interpreting and applying prescripts administered by the Department. Advising management on policy matters that are applicable to the support functions of The Department. Rendering logistic services such as procurement and provisioning. Controlling all budgetary matters in the Office as appointed responsibility Manager. Supervising of functions pertaining to all activities of the Department’s  Birth, Marriages and Dearth, Civic Affairs including MPCC’s Services Points and Mobile Units.

POST 24/19
:
ASSISTANT DIRECTOR: POLICY AND MONITORING REF HRMC K1/07/6
Directorate Human Resource Planning and Coordination, Sub-directorate  policy and monitoring.
SALARY
:
Basic salary of R146 685 per annum (an all inclusive salary package of R195 618 per annum)

CENTER
:
Head Office: Pretoria, 

REQUIRMENTS
:
An appropriate three year Degree/ Diploma or equivalent tertiary qualification in Human Resource Management or related fields. Extensive knowledge and exposure in the Public Service and Human Resource practices and policies. Excellent communication skills. Policy analyst and development skills. Good interpersonal skills. Computer literacy (MS Word, MS PowerPoint ,MS Excel and PERSAL). A valid driver`s licence and willingness to travel.

DUTIES
:
Key Performance Areas: The successful candidate will be responsible for the following: Conducting research, interpretation and development of Human      Resource policies, strategies and plans, including, Employment Equity and Human Resource plans. Promoting effective Human Resource practices and strategies. Managing the development, maintenance and review of Human Resource policies, procedures, practices  and make recommendations. Developing strategies to monitor the implementation and compliance to approved Human Resource policies. Organising and arranging presentation interventions in respect of Human Resource policies and plans. Advising line and Senior Management regarding Human Resource policies. Coordinating, implementing and monitoring Human Resource policies in terms of the relevant legislation. Providing guidelines in the development of policies. Coordinate policy inputs and review. Facilitating communication of policies through appropriate tools. Developing measures to monitor and evaluate policies. Managing and developing subordinates.

ANNEXURE D
DEPARTMENT OF JUSTICE AND CONSTITUTIONAL DEVELOPMENT

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

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

OTHER POSTS

POST 24/20
:
COURT MANAGER (REF. 07/02/LP)
SALARY
:
R183 084 – R212 550 per annum. The successful candidate will be required to sign a performance agreement.
CENTRE
:
Warmbad

REQUIREMENTS
:
A three-year Bachelor’s degree in Administration or equivalent qualification; At least three years management or supervisory experience; A valid driver’s license. The following will serve as a strong recommendation: Knowledge and experience in office and district administration; Knowledge of financial management and PFMA. Skills and competencies: Strong leadership and management capabilities; Strategic capabilities; Good communication (written and verbal).

DUTIES
:
Co-ordinate and manage the financial and human resources of the office; Manage the strategic and business planning processes; Manage the facility, physical resources, information and communication related to courts; Implement the Departmental policies at the courts; Compile and analyze court statistics to show performance and trends; Provide case tracking services to the judiciary and prosecuting authority; Compile annual performance and statutory reports to the relevant users; Develop and implement customer service improvement strategies; Lead and manage the transformation of the office; Manage strategic projects intended to improve court management; Manage the communication and relations with the internal and external stakeholders.

ENQUIRES
:
Simango NS (015 287 2038)

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: The Regional Head, Department of Justice and Constitutional Development, P/Bag x 9526, Polokwane 0700

CLOSING DATE
:
02 July 2007

POST 24/21
:
ASSISTANT DIRECTOR: MANAGEMENT RESEARCH AND RECRUITMENT REF. 07/01/LP
SALARY
:
R146 685 – R170 295 per annum. The successful candidate will be required to sign a performance agreement.
CENTRE
:
Polokwane

REQUIREMENTS
:
A three year appropriate Bachelor’s Degree or equivalent qualification; Five years experience in an HR environment; Thorough knowledge of the prescripts applicable to Manpower Provisioning and Service Conditions; Brief knowledge of employee relations; Valid driver’s license. Skills and competencies: Computer literacy (MS Office); Good communication (verbal and written); Good interpersonal relations; Research skills; Strong analytical skills and assertiveness; Ability to work under pressure and be self motivated; Accuracy and attention to detail.

DUTIES
:
Receive requests to advertise posts. Organize advertising, interviewing and selection processes for recruitment. Receive and record job vacancy information. Prepare shortlists of candidates for referral to clients. Arrange interviews with clients for applicants. Answer enquiries from clients and applicants about the recruitment and selection Services and provide information on advertised posts. Ensure the development of applicant’s profile. Liaise and organize with service providers to conduct competency assessments on candidates. Managing establishments of various offices in the Region. Facilitate the creation of posts. Continually review recruitment and selection policy to ensure effectiveness of selection techniques and recruitment programs. Monitor Employment Equity Crane and employer retention of Staff.
ENQUIRES
:
Simango NS (015 287 2038)

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: The Regional Head, Department of Justice and Constitutional Development, P/Bag x 9526, Polokwane 0700

CLOSING DATE
:
02 July 2007

POST 24/22
:
STATE ACCOUNTANT: SALARIES & EXPENDITURE (REF .07/03/LP)
SALARY
:
R98 916 – R114 843 per annum. The successful candidate will be required to sign a performance agreement.
CENTRE
:
POLOKWANE

REQUIREMENTS
:
A  Bachelor’s degree in Commerce or equivalent qualification; Knowledge of BAS and Persal; A comprehensive knowledge of the Departmental Financial Instructions (DFI), Public Finance Management Act (PFMA) and Treasury Regulations is required as is the ability to maintain sound interdepartmental relations and with other stakeholders. Skills and Competencies: Computer literacy preferably Persal; Good interpersonal relations; Ability to work under pressure and be self motivated; Ability to meet deadlines.

DUTIES
:
Manage and perform all Persal related payments, salary deductions and S&T claims payments; Supervise the Accounting Clerk, Senior Accounting Clerk and Chief Accounting Clerk by allocating work, ensuring   orderliness in work performance, quality and turnover, ensuring office discipline and providing on-the-job training; Evaluate work performance of sub-ordinates; Ensure adherence to all applicable prescripts and regulations; Control and monitor the Petty Cash; Ensure that all resignations and debt take-on are finalized.

ENQUIRES
:
Phalane MR (015 287 2035)

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: The Regional Head, Department of Justice and Constitutional Development, P/Bag x 9526, Polokwane 0700

CLOSING DATE
:
02 July 2007

POST 24/23
:
CHIEF ACCOUNTING CLERK (REF. 07/04/LP)
SALARY
:
R98 916 – R114 843 per annum. The successful candidate will be required to sign a performance agreement.
CENTRE
:
Polokwane

REQUIREMENTS
:
An appropriate Bachelor’s degree or equivalent qualification or Grade 12 with ten years’ relevant experience; Two years experience in a financial environment; Knowledge of DFI, PFMA and Treasury Regulations will be an advantage; A valid code EB driver’s license. Skills and Competencies: Computer literacy (MS Office); Excellent communication skills (written and verbal); Good interpersonal relations; Ability to work under pressure and be self motivated.

DUTIES
:
Monitor the submission of reconciliations in respect of Monies in Trust  (MMTM) in the region and follow up on problems; Maintain the bi-yearly writing off of irrecoverable deferred fines; Analyze all audit enquiries received as well as inspection  reports in order to identify existing problems in the execution of  financial duties in the Region; Facilitate training needs and arrange training; Maintain and monitor signing arrangements in sub-offices; Monitor standing advances; Perform ad hoc tasks from time to time.

ENQUIRES
:
Phalane MR   (015 287 2035)

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: The Regional Head, Department of Justice and Constitutional Development, P/Bag x 9526, Polokwane 0700

CLOSING DATE
:
02 July 2007

POST 24/24
:
CHIEF ADMIN CLERK (REF. 07/05/LP)
SALARY
:
R98 916 – 114 843 per annum. The successful candidate will be required to sign a performance agreement.
CENTRE
:
Magistrate Namakgale

REQUREMENTS
:
A Bachelor’s degree or equivalent qualification plus two years applicable experience or Grade 10/12 plus ten years relevant experience; Knowledge and experience in office and district administration; Management and supervisory experience of functions related to employment and performance management;  Extensive knowledge of Case Flow Management and Family Court; Knowledge of Public Service Regulations, 2001, the Public Service Act, 1994 and other statutory enacted or governmental and departmental instructions, policies, manuals and codes applicable to the work of the Department; A valid driver’s license. Skills and Competencies: Computer literacy (MS Office); Communication skills (written and verbal); Public management skills; Ability to work accurately and under pressure; Supervisory and problem solving Good interpersonal relations; Customer orientation; Attention to detail.

DUTIES
:
Ensure that clerical duties such as filing, processing of various documents and registers related to the various posts are in compliance with prescripts; Handle and process all administrative matters associated with the relevant functions within Court Support Services; Attend to members of the public, legal fraternity, etc; Co-ordinate, manage and administer support services to the judiciary, prosecution and other court users to ensure delivery of justice service; Manage Performance Agreements to ensure high service standards; Execute supervisory and disciplinary duties; Facilitate training and development of personnel; Facility management, including the provision and management of security services, asset management, accommodation and infrastructure support; Implement departmental policies; Manage information and communication related to courts; Compile court statistics to show performance and trends Implement strategic projects intended to improve court efficiency’ Communication and stakeholder management; Any other duties that may be necessary to ensure the smooth-running of the office.

ENQUIRES
:
Phalane MR   (015 287 2035)

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: The Regional Head, Department of Justice and Constitutional Development, P/Bag x 9526, Polokwane 0700

CLOSING DATE
:
02 July 2007

POST 24/25
:
PRINCIPAL PERSONNEL OFFICER REF 07/12/GP
SALARY
:
R98 916 – R114 843 per annum. The successful candidate will be required to sign a performance agreement.
CENTRE
:
Constitutional Court (Johannesburg) 

REQUIREMENTS
:
An appropriate three-year Bachelors degree or equivalent qualification or Grade 12 with five years experience in administration\Human Resources; Skills and Competencies: Computer literacy (MS Office); Good communication (verbal and written); Good interpersonal relations; Accuracy and attention to detail.
DUTIES
:
Supervise the implementation of Promotions and Performance Rewards; Check and approve transactions on PERSAL; Respond to verbal and written enquiries related to Promotions and Performance Rewards; Give in-service functional training to sub-ordinates.

ENQUIRIES
:
Mr. D van Loggenberg ( 011 331 0440
APPLICATIONS
:
Quoting the relevant reference number, direct your application to: The Regional Head, Private Bag X6, Johannesburg, 2000.
CLOSING DATE
:
02 July 2007

POST 24/26
:
ADMINISTRATIVE OFFICER: OFFICE OF THE CHIEF LITIGATION OFFICER (CLO) REF 07/287/CLO
SALARY
:
R98 916 – R114 843 per annum. The successful candidate will be required to sign a performance agreement.
CENTRE
:
National Office, Pretoria 

REQUIREMENTS
:
A Bachelor’s degree or equivalent qualification plus two years’ applicable experience or Grade 12 plus ten years relevant experience; Knowledge of Procurement processes within the Public Service. A valid drivers’ license will be a recommendation. Skills and Competencies: Computer literacy (MS Office); Good communication (verbal and written); Basic Research Skills; Planning and coordinating skills; Basic Financial Management Skills; Proven Project Management Skills will be an advantage.
DUTIES
:
Perform miscellaneous job related duties as assigned, e.g. filing, copying etc; Prepare and submit payment advices for miscellaneous payments on JYP and BAS; Co-ordinate the distribution of incoming and outgoing mail; Attend to acquisition and procurement of stores and equipment for the component; Coordinate all duties and functions (HR, Finance, Admin) for the CLO Branch; Attend to all logistical arrangements of the component (inventory control); Monitor and control expenditure of budget (cash flow); Perform messenger duties; Assist the CLO Office with planning and coordination of events; Develop and maintain an electronic and manual document management system.
ENQUIRIES
:
Mr Ernest Dikobe ( (012) 315 1827 
APPLICATIONS
:
Quoting the relevant reference number, direct your application to: Postal address: The Director-General: Justice and Constitutional Development, Private Bag X81, Pretoria, 0001. OR Physical address: Application Box, First floor reception, East Tower, Momentum Building, 329 Pretorius Street, Pretoria.

CLOSING DATE
:
02 July 2007

POST 24/27
:
MAINTENANCE OFFICER (REF. 07/06/LP)
SALARY
:
R79 407 – 92 193 per annum. The successful candidate will be required to sign a performance agreement.
CENTRE
:
Magistrate Mapulanemg

REQUIREMENTS
:
An appropriate legal qualification( B Uri, Proc or LLB); Proficiency in at least two official languages. A valid driver’s license. Skills and Competencies: Computer literacy (MS Office); Excellent Communication skills (written and verbal); Numeric skills. Ability to: Work with public in a professional and empathetic manner Develop a thorough understanding of all services and procedures in the area of maintenance and other areas of family law Explain legal terminology and processes in simple language Manage time Work in pressured environment Facilitate communication between people with maintenance disputes.

DUTIES
:
Perform functions of Maintenance Officer in terms of the Act. Guide maintenance investigators in performance of their duties. Gather financial information for the purposes of Maintenance equerries Conduct proceedings in Maintenance Court.Implement Bench Orders.

ENQUIRES
:
Phalane MR (015 287 2035)

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: The Regional Head, Private Bag X6, Johannesburg, 2000.
CLOSING DATE
:
02 July 2007

POST 24/28
:
SENIOR ADMINISTRATION CLERKS: (4 POSTS) REF 07/13/GP
SALARY
:
R54 222 – R62 946 per annum. The successful candidate will be required to sign a performance agreement.
CENTRE
:
Magistrate; Springs (4)

REQUIREMENTS
:
Grade 12 or equivalent qualification; Two years administrative experience; Skills and Competencies: Computer literacy (MS Office; Good communication skills (verbal and written); Problem solving; Good interpersonal relations; Attention to detail.
DUTIES
:
Handle routine work done at the office; Deal with correspondence; Maintain records; Apply Public Service and Treasury Instructions in terms of the Public Finance Management Act (PFMA) and various other administrative duties.

ENQUIRIES
:
Mr. D van Loggenberg ( 011 331 0440
APPLICATIONS
:
Quoting the relevant reference number, direct your application to: The Regional Head, Private Bag X6, Johannesburg, 2000.
CLOSING DATE
:
02 July 2007

POST 24/29
:
LIBRARY ASSISTANT REF 07/14/GP
SALARY
:
R54 222 – R62 946 per annum. The successful candidate will be required to sign a performance agreement.
CENTRE
:
Constitutional Court  Johannesburg (1)

REQUIREMENTS
:
Grade 12 or equivalent qualification; One year library experience will be an advantage; Skills and Competencies: Excellent Communication (verbal and written; Computer Literacy
DUTIES
:
Provide support to the library personnel; Assist with tracking of Law Library collections; Track usage of online research database to ensure they are within the limits of the budget; Assist with annotations and updating of legislations; Circulate Legislations)Journals and Government Gazettes) Assist with the handling and resolving of enquiries; Verify orders and file the library materials accordingly.

ENQUIRIES
:
Mr. D van Loggenberg ( 011 331 0440
APPLICATIONS
:
Quoting the relevant reference number, direct your application to: The Regional Head, Private Bag X6, Johannesburg, 2000.
CLOSING DATE
:
02 July 2007

POST 24/30
:
PROVISIONING ADMINISRATION CLERK REF 07/15/GP
SALARY
:
R54 222 – R62 946 per annum. The successful candidate will be required to sign a performance agreement.
CENTRE
:
Constitutional Court Johannesburg 

REQUIREMENTS
:
Grade 12 or equivalent qualification coupled with two years relevant experience Skills and Competencies: Computer literacy (MS Office; Good communication skills (verbal and written); Good interpersonal relations; Attention to detail; Computer literacy.
DUTIES
:
Perform a variety of administrative duties related to the core functions of the unit, including departmental motor fleet, JYP, accommodation and others; Provide  administrative support related to Asset management and Client Services; Render support functions to the supervisory personnel of the unit through: Taking minutes, filing, data capturing; processing contractor’s and consultants payments and S & T claims.

ENQUIRIES
:
Mr. D van Loggenberg ( 011 331 0440
APPLICATIONS
:
Quoting the relevant reference number, direct your application to: The Regional Head, Private Bag X6, Johannesburg, 2000.
CLOSING DATE
:
02 July 2007

POST 24/31
:
FOOD SERVICE AID REF 07/11/GP
SALARY
:
R40 227 – R44 883 per annum. The successful candidate will be required to sign a performance agreement.
CENTRE
:
Constitutional Court (Johannesburg) 

REQUIREMENTS
:
Basic literacy ABET; Must be able to read and write

DUTIES
:
The successful candidate will be responsible for the serving of food, tea, coffee, washing of cups and cleaning the kitchen.

ENQUIRIES
:
Mr. D van Loggenberg ( 011 331 0440
APPLICATIONS
:
Quoting the relevant reference number, direct your application to: The Regional Head, Private Bag X6, Johannesburg, 2000.
CLOSING DATE
:
02 July 2007 
ANNEXURE E
DEPARTMENT OF LAND AFFAIRS

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

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

CLOSING DATE
:
1 July 2007

NOTE
:
The Department reserves the right not to appoint any applicant in this position. Persons with disabilities are encouraged to apply. 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.

MANAGEMENT ECHELON

POST 24/32
:
DIRECTOR: INFORMATION TECHNOLOGY AND SUPPORT (REF: S8/3/2007/684)

Chief Directorate: Business Information Management

SALARY
:
R502 725 per annum ( All inclusive package to be structred in accordance with the rules for SMS )

CENTRE
:
Pretoria

REQUIREMENTS
:
Applicants are required to have appropriate knowledge of and experience in in​formation technology, system development, implementation and maintenance, the implementation and management of various systems, and the principles associated with business analysis. The successful candidate must be able to use this knowledge and experience in the identification, formulation and interpretation of user requirements in a variety of functional areas and it is important that they should have strong people management skills. The successful candidate will be expected to liaise with line functionaries on a continuous basis and should therefore have a good understanding of the various land reform processes within the Department or demonstrate an ability to learn. The can​didate will have to be able to combine his/her technical and business skills in order to support the transformation processes within the Department. * An appropriate degree or diploma in Computer Science or in Human Sciences (including Computer Science), Natural Sciences or Economic Sciences or equivalent qualification will be a recommendation.

DUTIES
:
The successful candidate will be responsible for the management of the sub-directorates: Corporate Information Systems, Systems Development and Corporate Services. These components are responsible for rendering the following services and functions to users within the Department as well as to the various Offices of the Department. * An information support service (this includes the identification and structuring of the information requirements of users). * The development, implementation and main​tenance of a variety of computer systems within the Department. * A network management service which includes the rendering of a hardware and software support service. * A computer training function. * An administrative support service to personnel within the Directorate as well as the procurement and implementation of hardware and software. * A secretariat support service to the Programme Manager and the Information Technology Committee, and * The management of the Depart​mental Library

OTHER POSTS

POST 24/33
:
DEPUTY DIRECTOR: INFORMATION TECHNOLOGY (INFORMATION TECHNOLOGY SERVICE MANAGER)(REF: S8/3/2007/681)



Directorate: Information Technology and Support

SALARY
:
R343 257 per annum (All inclusive package to be structured in accordance with the rules for MMS)

CENTRE
:
Pretoria

REQUIREMENTS
:
Recognised Bachelors Degree in Computer Science or equivalent qualified plus extensive management experience in an Information Technology Service Management environment. Recommendations: Problem, incident and change management, Customer Relationship management. Drivers Licence, MicroSoft and Linux.
DUTIES
:
Provide problem, incident and change management through an integrated service desk and change control process. * Develop, maintain and monitor service level agreements with customers. * Manage relationships with customers and vendors. * Drive IT assets acquisition management and disposal in conjunction with the procurement unit. * Monitor and evaluate customer satisfaction levels in terms of IT services. * Provide monthly reports to Director: Information Technology and Support and to Operations Meeting. * Plan and consolidate the IT customer service budget and advice IT management of its implications. * Define operational level agreements, policies and procedures for the service desk. * Standardise desktop software and hardware.

POST 24/34
:
DEPUTY DIRECTOR: INFORMATION TECHNOLOGY (NETWORK INFRASTRUCTURE MANAGER) (REF: S8/3/2007/682)

Directorate: Information Technology And Support

SALARY
:
R343 257 per annum (All inclusive package to be structured in accordance with the rules for MMS)

CENTRE
:
Pretoria

REQUIREMENTS
:
Recognised Bachelors Degree in Computer Science or equivalent qualified plus extensive ICT Infrastructure management experience. SLA and Contract Management plus Service Desk Management. CNE, MCNE, Groupwise Administration. Drivers licence. Recommendations: Advanced MicroSoft, Novell, Linux, Oracle, Cisco, DBA knowledge, Network Management and Quality of Service, Facilities Management and Disaster Recovery Planning

DUTIES
:
Provide infrastructure Technology Support including Network, Server, DBA and ICT facilities. * Manage system configuration. * Develop and maintain a departmental capacity plan. * Build Network capacity in terms of all resources including skills. * Give inputs and advice on the development and implementation of information security policy and strategy. * Manage the WAN. * Provide monthly reports to Director: Information Technology and Support and Operations Meeting. * Plan and consolidate the IT infrastructure budget and advice IT management of it’s implications. * Manage the SAN. * Manage and assess the ICT infrastructure environment and do pro-active infrastructure planning.

POST 24/35
:
DEPUTY DIRECTOR: INFORMATION TECHNOLOGY ( KNOWLEDGE AND INFORMATION MANAGER )(REF: S8/3/2007/683)

Directorate: Information Technology And Support

SALARY
:
R289 635 per annum (All inclusive package to be structured in accordance with the rules for MMS )

CENTRE
:
Pretoria

REQUIREMENTS
:
Recognised Bachelors Degree in Information Management/Science or equivalent qualification plus extensive experience. Recommendations: Experience in Advanced MicroSoft, EDMS, SABINET, In Magic, GIS environment and Information Management

DUTIES
:
Run effective and efficient information centre service that include internet café, libraries as well resource centre and business intelligence mechanisms. * Develop, maintain and monitor service level agreements with customers. * Manage relationships with customers, stakeholders and managers. * Operationalise both the information and knowledge strategies through information architecture. * Monitor and evaluate customer satisfaction levels in terms of information services. * Give inputs into the information and knowledge strategies and policies and architectures. * Co-ordinate information forums and embark on awareness programmes related to information and knowledge. * Drive information sharing and collaboration using appropriate mechanisms including inter alia integrated Electronic Document Management and Intranet collaboration portals. * Provide effective and efficient intra and intranet portal services to the department. * Operationalise the plan develop through the web team. * Ensure the department has well functioning archives.

POST 24/36
:
PRINCIPAL NETWORK CONTROLLER (REF: S8/3/2007/678)
Directorate: Information Technology And Support

SALARY
:
R98 946 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
The person required for this position should be solution and service orientated, confident, creative, disciplined, accurate, responsible and professional. To be considered for this appointment you must have the following knowledge, skills, training and competencies: Grade 12 and or appropriate Degree/Diploma.  Successful completion of A+ certification N+ will be an advantage. Working knowledge of Novell, knowledge of Windows XP, Windows 2000, GroupWise, MicroSoft Office Suite, LAN and WAN and Transversal systems. Extensive working experience in an IT Helpdesk environment.

DUTIES
:
Desktop support. * Hardware and Software Installation and Troubleshooting. * Printer and Scanner Setup and trouble shooting. * Helpdesk system-ITSM  update. * User support. * Report to the Helpdesk/Service Desk Manager.

POST 24/37
:
ADMINISTRATIVE OFFICER (REF: S8/3/2007/679)
Directorate: Information Technology And Support (Computer Training And Administration Division

SALARY
:
R98 946 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
Completed appropriate Bachelors Degree or Diploma with a financial background and extensive appropriate financial and administrative experience or a Senior Certificate and extensive appropriate financial and administrative  experience. * Computer literacy and also excellent knowledge of BAS, Logis,  MS Office and Groupwise. * Administrative and financial skills, including knowledge of Treasury Regulations and the Public Finance Management Act. * Good knowledge of all facets of administration including Training administration. * Excellent written and verbal communication skills that includes report writing skills. * Good interpersonal skills. * Good organisation and planning skills. * Good knowledge of budgeting. * Ability to maintain a proper filing system. * Knowledge of public sector policies and procedures. * Code 8 drivers licence.

DUTIES
:
Perform Computer Training administration duties and payments. * Maintain training facilities. * Prepare financial reports in Excel. * Give budget input such as MTEF, Projections, Budget reporting, shifting of funds. * Logis user. * Perform procurement duties (request of standard and non standard items on LOGIS). * Perform duties regarding S & T advances, arrangements and claim control. * Ensure that a proper filing system is maintained. * Compilation of PPMS work plans and other reports as directed by supervisor. * Peform duties and assist with Personnel Administration support. * Perform duties and assist with General Administration in the Division.

POST 24/38
:
SENIOR ADMINISTRATION CLERK (REF: S8/3/2007/680)


Directorate: Information Technology And Support (Computer Training And Administration Division)

SALARY
:
R64 143 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
To be considered for this appointment you must have the following knowledge, skills, training and competencies: * Senior Certificate or equivalent qualification, and extensive administrative experience.* Multi skilled in a variety of administrative tasks including Training Administration. * Computer literacy (BAS, LOGIS, MS Office and Groupwise). * Good verbal and written communication skills are essential.

DUTIES
:
Perform duties regarding S & T advances and claims. * Perform duties of Local Transport Co-ordinating Officer (transport, flight, hotel, conference bookings, etc.). * Reconciliation of Seekers accounts. * Render general administration support to supervisor and officials within Directorate. * Render assistance with regard to procurement matters (standard and non-standard and asset control) LOGIS. * Render Computer Training Administration support. * Render assistance with logistical matters to officials of the Directorate.

ANNEXURE F
DEPARTMENT OF MINERALS AND ENERGY

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

FOR ATTENTION
:
Ms M Nchabeleng 
CLOSING DATE
:
6 July 2007

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

OTHER POSTS

POST 24/39
:
INSPECTOR: MINE HEALTH AND SAFETY (MINE SURVEYING)
SALARY
:
R289 635 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A mine manager’s certificate of competency (mine surveying) plus the following key competencies(Knowledge of:(Mine health and safety act. (act 29 of 1996)(Relevant sections of the minerals and petroleum resources development act and regulations (act 28 of 2002)(All mining methods(Skills:(Supervisory abilities(To work with people and to conduct inspections, audits, investigations and enquiries(To evaluate reports and administrative work with regard to technical content and grammar(To analyse work load and work related problems and make sound recommendations(Communication:( Ability to communicate verbally and literally, compile reports and speak in public in such a manner that the image and professionalism of the department is enhanced(Creativity:(Continually strive to improve policies, procedures and guidelines.

DUTIES
:
KRA’s Conduct mine surveying inspections to ensure legal compliance of surveying, mapping and prescribed mine plans during operations and on closure(Conduct health and safety audits and check measurements of underground workings and opencast mines(Do check surveying where required(Audit departmental copies of prescribed mine plans(Make recommendations regarding the safe utilisation of ground where undermining occurs and possible sterilisation of economically viable mineral deposits due to proposed surface utilisation.

ENQUIRIES
:
Mr DD Maphutha ( (012) 317 8000
NOTE
:
The above inspector appointment will be subject to a pre-medical examination of fitness(Candidates must be in possession of valid code 08 driver’s licence, as it will be required of the incumbent to travel and sleep over from time to time. Candidate with a national higher diploma in mine surveying studying towards the mine surveyor’s certificate of competency with evidence of being accepted to write examinations will be considered on a two (2) year contract on level 10 (R183 084.00 per annum). Candidates with a national diploma or degree in mine surveying will be considered on a three (3) year contract on level 9 (146 685.00 per annum). Candidates nominated and appointed on contract must obtain the necessary qualification (mine surveyor’s certificate of competency) during the contract period, failing which their contract will be terminated.  

POST 24/40
:
ASSISTANT MANAGER: NETWORK OPERATION 
SALARY
:
R183 084 per annum

CENTRE
:
Head Office (Pretoria)

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

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

ENQUIRIES
:
Ms Pateka Maka (012 3178 128
POST 24/41
:
SHIFT LEADER X5
SALARY
:
R64 143 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A Junior Certificate or equivalent plus grade B security certificate plus extensive relevant experience in security of which one must be at supervisory level PLUS the following key competencies(Knowledge of:(Constitution of Republic of South Africa ,1996 ( Act 108 of 1996)(Criminal Procedure Act, 1997 (Act 51 of 1997) as amended(Control of Access to Public Premises and Vehicle 1985 (Act 53 of 1985)(Relevant security legislation(Safety precautions(Electronic security systems(Skills:(Basic Computer skills(Good problem solving skills(Good planning and organising(Communication:(Good communication (written and verbal)(Well developed interpersonal relations(Creativity:(Innovative and creative thinker.

DUTIES
:
KRA’s Perform access control, patrol and escort duties to ensure the safety of personnel; assets and information(Monitor any breaches of security and ensure proper reporting thereof(Conduct daily inspections for security, health and safety risks in the building(Ensure that all registers are kept up to date during shifts(Monitor the working conditions of all security equipment and report any faults thereof(Co-ordinate the handover of shifts, patrolling and escorting, documenting and reporting of incidents and the handling of firearms(Supervise and develop staff.

ENQUIRIES
:
Mr MI Tema ( 012 317 8590
NOTE
:
Candidate must be at least registered with PSira Grade B.

POST 24/42
:
ACCOUNTING CLERK
SALARY
:
R54 222 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A Senior Certificate (Grade 12) or equivalent qualification (Preference will be given to candidates with knowledge of Accounting and Maths) PLUS the following key competencies(Knowledge of:(Public Finance Management Act(Treasury Regulations(Basic Accounting Systems (BAS)(Skills:(Computer literacy(Negotiation(Numerical(Communication:(Good verbal and written communication(Ability to communicate at all levels(Creativity:(Problem solving(Ability to negotiate(Spreadsheets and databases.
DUTIES
:
KRA’s Recording all debts on BAS and administer debtors account(Recovery and collection of debts(Ensure that all debts are regularly followed up(Liaise with Regions on all Royalty debtors(Provide management with monthly reports.

ENQUIRIES
:
Nontokozo Vilakazi ( 012 317 8819
POST 24/43
:
INTERNSHIP
CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A Degree/Honours/Masters in Nuclear and Radiation sciences, Physical Sciences or Equivalent Qualification PLUS the following key competencies(Skills:(Report writing(Communication(Interpretation(Development(Communication:(Verbal and written(Proficiency in at least two official languages (English)(Creativity:(Innovative(Articulate(Good Listener(Ability to work as a team(Ability to work under pressure.
EXPOSURE
:
Radiation Science(Radiate Management(Decommissioning and Decontamination

ENQUIRIES
:
Ms M Mokwena / Mr H Haricharun ((012) 317 8615
APPLICATIONS
:
Mr HA Marakalala/ Ms L Modiba (Only for INTERNSHIP applications)

ANNEXURE G
NATIONAL PROSECUTING AUTHORITY

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

CLOSING DATE
:
29 June 2007, Applications will not be accepted after the closing date.

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

OTHER POSTS

POST 24/44
:
PRINCIPAL ADMINISTRATIVE ASSISTANT – HR: STAFF EXIT
SALARY
:
R79 407 per annum, plus medical, housing subsidy and pension benefits

CENTRE
:
Pretoria – Head Office

REQUIREMENTS
:
Grade 12 plus extensive working experience in the Public Service. The incumbent should possess good communication skills (written and verbal).  He/she should be computer literate and able to work on PERSAL.  Knowledge of HR practices and the public service regulatory frame work will be an added advantage.

DUTIES
:
Service Termination i.e. resignation, retirement, early retirement, ill health retirement, dismissal, death in service. Transfers i.e inter-departmental transfer and internal transfer. Leave administration, viz, leave audit & calculation. Capture information and transactions on PERSAL. Provide information and feedback to the clients and stakeholders. It will be required of the successful candidate to perform any other administrative duties as assigned from time to time

ENQUIRIES
:
Pam Shabangu, Tel no. (012)845-6636 Recruit0706@npa.gov.za Fax 012 843 3942

POST 24/45
:
LABOUR RELATIONS PRACTITIONER (2 Posts)
SALARY
:
R79 407 per annum plus medical, housing subsidy and pension benefits

CENTRE
:
Pretoria - Head Office

REQUIREMENTS
:
Possession of a Senior Certificate or an equivalent qualifications. At least 3 years experience and sound knowledge of Persal, Public Services Act, and Public services Regulation and Resolutions. Labour Regulations Act. etc. Good Written and verbal communication skills. Strong interpersonal skills and ability to work under pressure. Computer literacy is essential. 

DUTIES
:
Extract and analyze PERSAL reports. Compile Labour Relations reports and memorandum. Capturing data on case management system. Case management. Provide general labour relations advice. Liaison with business units, GPSSBC and CCMA.

ENQUIRIES
:
Given Mathabe –Tel no. (012) 845 6164Recruit0707@npa.gov.za Fax 012 843 3943

ANNEXURE H
OFFICE OF THE PUBLIC SERVICE COMMISSION

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

APPLICATIONS
:
The Director General, Office of the Public Service Commission, Private Bag X121, Pretoria 0001

FOR ATTENTION
:
Ms A Steenkamp

CLOSING DATE
:
22 June 2007

NOTE
:
Application must be submitted , on form Z83,obtainable from any Public Service department, and should be accompanied by comprehensive CV and certified copies of qualifications. Correspondence will be limited to successful candidates only. If you have not been contacted within 3 months after the closing date if this advertisement, please accept that your application was unsuccessful. Successful candidates will be subjected to security clearance procedures. Please note that only application for employees who are employed in the Public Services will be entertained.

OTHER POST

POST 24/46
:
SENIOR HUMAN RESOURCE PRACTITIONER:LABOUR RELATIONS 
SALARY
:
R122 841 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
A relevant recognized degree or equivalent qualification. Sound knowledge of Labour Relations Act, Public Service Regulations, Public Service Act, promotion of Administration Justice Act and other relevant employee relations legislation. Good interpersonal, conflict resolution, negotiation, presentation and supervisory skills. Willingness to travel. Computer literacy. Ability to work under and also independently. Code 08 driver’s licence.

DUTIES
:
The successful candidate will be responsible: Conducting training in Labour relations and managing discipline. Facilitating and handling disciplinary and grievance cases. Conducting investigations in the Office. Advising and assisting management and staff on dispute resolution procedures. Liaising with organized labour. Performing secretarial duties to the Departmental Bargaining Chamber. Representing the Office in the Labour Relations Forums.

ENQUIRIES
:
Mr SS Malema, tel:  (012) 352 1112

ANNEXURE I
DEPARTMENT OF PROVINCIAL AND LOCAL GOVERNMENT

The vision of the Department of Provincial and Local Government (the dplg) is one of having a well co-ordinated system of government consisting of National, Provincial and Local spheres working together to achieve sustainable development and service delivery. The dplg intends to invest in human capital, increase integrated technical capacity directed at service delivery and promote representivity in the Department through the filling of these posts. Candidature of persons whose appointment/ transfer/ promotion will promote representivity will therefore receive preference.

CLOSING DATE
:
29 June 2007

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).

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 POSTS

POST 24/47
:
DEPUTY MANAGER (ASSISTANT DIRECTOR LEVEL)


Branch: governance, policy and research



Directorate: traditional leadership and institutions
SALARY
:
R146 685 per annum
CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate three or four year Bachelor’s degree (or equivalent qualification) in Policy Development and/or Law, some knowledge of and experience in traditional affairs and/or indigenous law, understanding of the legislative framework governing the institution of traditional leadership, ability and willingness to work long hours and under pressure, willingness to travel, proficiency in computers (MS Word, PowerPoint, Internet and e-mail) and a valid driver’s license. The following are essential skills for the post: ability to be self-driven and be a role-player in a multi-discipline environment, excellent interpersonal and communication skills, and report drafting (include memos, policies, guidelines, etc) and presentation skills, administrative skills, document, networking and organizing skills as well as stakeholder mobilisation and management skills.

DUTIES
:
Assist with the implementation of both the White Paper on Traditional Leadership and Governance as well as the Traditional Leadership and Governance Framework Act No. 41 of 2003; assist with the provision of support to the National House of Traditional Leaders; assist in the development and refinement of policy and legislation on traditional leadership generally and on the Khoi-San communities; assist in the finalisation and implementation of the National Programme of Support to the Institution of Traditional Leadership as well as to assist in the establishment and maintenance of links and working relations with other government and non- government institutions  on traditional leadership matters.

ENQUIRIES
:
Mr NJ Mpungose @ (012) 336 5808 or Mrs. V. Maleka @ (012) 336 5809

POST 24/48
:
ADMINISTRATIVE ASSISTANT


Branch: governance, policy and research



Directorate: traditional leadership and institutions

SALARY
:
R64 143 per annum.
CENTRE
:
Pretoria

REQUIREMENTS
:
A Senior Certificate, appropriate experience and qualification in secretarial and administrative assistant work, excellent verbal and written communication skills (in English and at least one vernacular language) and procificiency in using computers (Ms Word, PowerPoint, Internet and GroupWise (e-mail)). Preference will be given to candidates with the following skills and attributes: trustworthiness, professionalism, self-driven, willingness to work long hours and under pressure, excellent interpersonal and communication skills.  

DUTIES
:
Do the following for the Director: Answer telephone calls; Arrange meetings and engagements; Keep proper records of incoming and outgoing documents; Do typing; Manage diary and reminder; make travel and accommodation arrangements; prepare and submit and follow-up on claims; receive and usher visitors; and perform a variety of miscellaneous tasks for the Director including the following: sub-filing; copying of documents; requisitions for  stationery and other equipment; collection and distribution of documentation; faxing and other secretarial tasks.

ENQUIRIES
:
Mr N Mpungose Tel (012) 336 5808

POST 24/49
:
ADMINISTRATION CLERK
Directorate: Traditional Leadership And Institutions

SALARY
:
R54 222 per annum
CENTRE
:
Pretoria

REQUIREMENTS
:
A Senior Certificate, experience in documents and records management and arranging meetings, a valid driver’s license, verbal and written communication skills, computer literacy and knowledge of procurement and financial administration.  

DUTIES
:
Develop and administer a Documents and Records Management System with a relevant Manager. Develop and compile specified documents (memos, reports and letters). Arrange meetings, flights and accommodation for the Chief-Directorate. Render secretariat service at identified meetings.  Obtain and maintain stock for the Chief-Directorate. Handle financial, procurement and personnel administration inquiries with the relevant units within the Chief-Directorate.

ENQUIRIES
:
Mrs. V Maleka (012) 336 5809

ANNEXURE J
DEPARTMENT OF PUBLIC ENTERPRISES

APPLICATIONS
:
Submit applications, to The Directorate: Human Resources, Private Bag X15, Hatfield, 0028 1090 Infotech Building, corner Arcadia and Hilda Street, Hatfield 0028
CLOSING DATE
:
22 June 2007

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

OTHER POSTS

POST 24/50
:
ADMINISTRATION OFFICER: REGISTRY
SALARY
:
R98 916 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Applications are invited from persons in Possession of a senior certificate or equivalent qualification. The successful applicant must be familiar with different hardware accessories, for example, scanning and the utilization of electronic databases. Knowledge of Records Management Policies and Procedures. Understanding the requirements of the National Archives and Records Service Act, The Minimum Information Security  Standards Act and  The Promotion of Access to Information Act. Must be familiar with a Filing System. The candidate must be able to work under pressure.Minutes writing – clear and correct business writing skills

DUTIES
:
The person appointed to this position will be responsible for: 1. Monitor and track the utilization of files from the Registry 2. File all documents accordingly 3. Ensure that files are traceable at all times 4. Ensure the safe custody of all records Manage submission of all documents Distribution of all documentation on time and keep a copy file Record all incoming documents and ensure  timeous dispatch thereof

ENQUIRIES
:
Ms Dorah Mawela, tel no. 012 431 1183

POST 24/51
:
PRODUCTION ASSISTANT IN THE EXPRESS SHOP: KNOWLEDGE CENTRE
SALARY
:
R79 407 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Applications are invited from persons in possession of a Senior certificate or extensive relevant experience. The successful applicant will be customer focused and solution oriented with good interpersonal skills, communication skills, positive outlook, pro-active, team player and the ability to work under pressure. Computer literacy in Microsoft Office (Word, Excel, PowerPoint and Microsoft Outlook) is essential. If you are quality conscious, prepared to work overtime when required, and willing to go an extra mile, then we invite you to apply for the position. Minutes writing – clear and correct business writing skills

DUTIES
:
The person appointed to this position will be responsible for: 1.Printing and binding of documents 2. Check printing jobs using PDF workflow and submit to printers 3. Responsible for all logistical arrangements within the office 4. Tracking of all printing jobs on the production schedule Receive and process all manual printing orders Alert the Account Manager of any brand problems that may be detected Management of all stock items Filing of all correspondence within the office Compiling of reports

ENQUIRIES
:
Ms Dorah Mawela, tel no. 012 431 1183

ANNEXURE K
DEPARTMENT OF PUBLIC SERVICE AND ADMINISTRATION

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

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

CLOSING DATE
:
Monday, 22 June 2007

NOTE
:
Applications must be submitted on form Z.83 accompanied by copies of qualification(s), Identity Document (certified in the past 12 months.) Proof of citizenship if not RSA citizen, a comprehensive CV, indicating three reference persons with the following information: name and contact numbers ( an indication of the capacity in which the reference is known to the candidate. Reference checks will be done during the selection process. Failure to submit these copies will result in the application not being considered. The Department of Public Service and Administration will not be handling any responses. Candidates must apply directly to Human Communications. The Successful candidate will have to sign a Performance Agreement and be required to obtain a Security Clearance. On salary level 12 and 13 the all inclusive remuneration package consists of a Basic salary, the State’s contribution to the Government Employee’s Pension Fund and a flexible portion that may be structured according to personal needs within a framework. On salary level 13 shortlisted candidates will be subjected to a competency test as part of the selection process. The successful candidate will have to enter into an employment contract, sign an annual performance agreement and complete a financial disclosure form. 

MANAGEMENT ECHELON

POST 24/52
:
Director: Anti-corruption Policy


Public Sector Anti-Corruption



The Public Sector Anti-corruption chief Directorate requires the services of vibrant and professional individuals to lead and support its work to fight corruption and enhance the integrity of governance systems.

SALARY
:
An all-inclusive remuneration package of R502 725 per annum 
annual progression up to maximum salary of R541 284 per annum is possible subject to performance

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate 3-year degree or equivalent in the Political Science, Social Sciences or Law. Excellent analytical and writing skills. Sound understanding of Government’s anti-corruption and related governance programmes. Experience in a policy environment at a specialist level. Excellent communications, networking and interpersonal skills.

DUTIES
:
Develop anti-corruption strategies and policies for the public sector and national application. Develop strategies for promotion of national anti-corruption positions in regional and international mechanisms and forums. Promote and support citizen and stakeholder participation in anti-corruption policy processes. Provide specialist advice on anti-corruption policy matters. 

Enquiries
:
Mr R Kitshoff, tel. (012) 336 1009/7 

OTHER POSTS

POST 24/53
:
DEPUTY DIRECTOR: MONITORING AND EVALUATION
SALARY
:
An all-inclusive remuneration package of R343 257 per annum 
Annual progression up to a maximum salary of R397 986 per 
annum is possible subject to satisfactory performance

REQUIREMENTS
:
An appropriate 3-year degree or equivalent qualification in the Social Sciences. Experience in monitoring and evaluation programmes, including the impact assessment. Knowledge of the design of monitoring and evaluation tools and methodologies. Proven track record of developing, implementing and managing projects involving multiple partners. Good analytical and report writing skills.

DUTIES
:
Develop, implement and maintain an anti-corruption monitoring and evaluation system. Monitor and measure the levels of corruption. Evaluate the impact of the national anti-corruption framework. Establish and maintain liaison with research and anti-corruption institutions regarding anti-corruption research, monitoring and evaluation programmes.

Enquiries
:
Ms T Gopane, (012) 336 1003 

POST 24/54
:
DEPUTY DIrector: AFRICAN AFFAIRS
SALARY
:
An all-inclusive remuneration package of R343 257 per annum annual progression up to a maximum salary of R397 986 per 
annum is possible subject to satisfactory performance The incumbent will work on the Continental Governance and Public Administration programme, establish and manage the SADC Governance project, carry out research and manage strategic partnership to advance the Continental Governance and Public Administration programme.

REQUIREMENTS
:
A tertiary qualification in any of the following areas: Public Administration, Political Science, International Relations, Law or its equivalent. Knowledge of French would an added advantage. Demonstrate a keen interest in current affairs. Knowledge of regional, continental and global affairs. Conversant with AU/NEPAD and SADC programmes. Proven research experience and research management. Ability to thin conceptually and knowledge of research-related computer software. Exposure to SADC-related programme. Verbal and written communication skills.

DUTIES
:
Manage the Continental Governance and Public Administration programme. Manage and facilitate bilateral relations. Develop systems for engagements with strategic partners. Organise learning sessions on the Continental Governance and Public Administration. Manage the Continental African Public Sector Innovation Awards. Liaise with the African Union and NEPAD to advance the Continental Governance programme. Manage and compile reports from IRPS cluster. Carry out research on trends and developments on the Continental Governance Programme. Compile and update data on key stakeholders on the Continental Governance Programme. Prepare and manage strategic documents on the Continental Governance programme.

Enquiries
:
Ms D Mthembu, tel. (012) 336 1373 

POST 24/55
:
ASSISTANT Director: Regional and International Anti-corruption Co-operation

SALARY
:
R183 084 per annum Annual progression up to a maximum salary of R212 550 per annum is possible subject to satisfactory performance

REQUIREMENTS
:
An appropriate 3-year degree or equivalent qualification in Law (a major in International Law will be a strong advantage). Understanding of Government’s anti-corruption and related governance programmes. Experience in working in projects involving multiple partners. Understanding of regional and international anti-corruption instruments and initiatives. Good communication, networking and interpersonal skills.

DUTIES
:
Provide support to the implementation of anti-corruption programmes established through bi-lateral agreements and regional and international mechanisms. 

Enquiries
:
Ms T Gopane, tel. (012) 336 1003 

POST 24/56
:
JOB EVALUATION PRACTITIONER ADMINISTRATION OFFICER
SALARY
:
R146 685 per annum Annual progression up to a maximum salary of R170 295 per annum is possible subject to satisfactory performance

REQUIREMENTS
:
An appropriate 3-year degree (or equivalent tertiary qualification) in Human Resource Management or related fields. Experience in job evaluation, remuneration and reward management. Strong verbal and written communication skills. Computer literacy, with knowledge of Microsoft Office software. Initiative and the ability to think creatively. The ability to work well under pressure and in a team. Understanding of the Public Service human resource management framework and practices. Preference will be given to persons with experience in utilizing the Equate Job Evaluation system or other computerised job evaluation systems. It will be required from successful candidate to travel.

DUTIES
:
Assist in developing job evaluation, grading and job description practices, policies and guidelines for the Public Service. Provide advice and support to departments and other clients on the application of job evaluation, grading of jobs and the development of job descriptions. Assist in maintaining the Equate job evaluation system. Serve in project and task teams dealing with a variety of subject areas relating to the remuneration and reward fields.

Enquiries
:
Mr R Lidevhele, Tel. (012) 336 1569
ANNEXURE L
DEPARTMENT OF PUBLIC WORKS

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

[image: image2.jpg]



CLOSING DATE
:
22 June 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. NB: no faxed or e-mailed applications will be accepted.

OTHER POSTS

POST 24/57
:
CHIEF ARCHITECT: PROFESSIONAL SERVICES: REF 2007/520
SALARY
:
All inclusive salary package of R343 257 per annum

CENTRE
:
Pretoria Regional Office

REQUIREMENTS
:
An appropriate tertiary degree in Architecture or equivalent RVQ 13. Professional registration. Relevant experience. Appropriate and good understanding of all relevant legislation and construction industry contracts. Strong planning and analytical skills. A valid driver’s licence. Technical and innovative problem solving abilities. Computer literacy. Good human relations. Good oral and written communication skills. Knowledge of project management
Duties
:
Provide technical support to project managers in evaluating effectiveness and/or efficiency of solutions offered by consultants. Maintenance of operational agreements between Client Departments and Department of Public Works. Provide a quality survey on all building designs. Inspect buildings in the process of construction and ensure that the required standards are being applied in the building process – report on such inspections. Inspect existing buildings to ensure that state property is sensibly utilised and not wasted. Consult with building contractors. Oversee that legal and environmental requirements are adhered to during the execution of projects. Advise on the suitability of architects for registration on departmental roster of consultants 
ENQUIRIES
:
Mr W Wessels, Tel (012) 310 5966

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

FOR ATTENTION
:
Mr MI Jele

POST 24/58
:
DEPUTY Director: EXIT STRATEGIST EPWP: ref 2007/523
SALARY
:
All inclusive salary package of R343 257 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
Tertiary qualification in Social Sciences with preferably in economics Extensive experience in economics, labour policy, macroeconomic issues, and public works programmes. Management experience 3-5 years. Knowledge in SMME and Economic development, Business Management, Code of Good Practise for Special Works Programmes,  NQF Learnership framework, Micro Finance, banking and Finance and Human Resource Management. He/She must have following skills: Strategic management, Management, Tender processes, Programme and Project Management, Decision-making, Motivational and Negotiation. A valid driver’s licence and extensive travelling. 

DUTIES
:
Facilitate the development of an exit strategy for SMME’s. Development exist strategies conceptual documents. Facilitate sectors implementation plans. Establish partnership with all sectors to enhance the roll out of exit strategy. Develop training manuals to empower learners and public officials. Develop a exit strategy communication plan. Develop and implement economic development sector plan. Initiate processes and actions to promote economic development and exit strategy. Facilitate training session for promotion of economic development exist strategy. Provide financial estimate for promotion of economic development exit strategy. Prepare and present financial reports on expenditure levels on development and implementation of exit strategy. Compile and present progress reports on promotion of exit strategy plans.  

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
:
Mrs T Hlatshwayo

POST 24/59
:
DEPUTY DIRECTOR PROPERTY RIGHTS & EXPROPRIATION: PROPERTY OWNER ACTIVITIES: REF 2007/490


Key Purpose Statement: Develop policy and review legislation pertaining to land and rights therein assigned to the Department; and Manage the expropriation of property and rights therein on behalf of the National Government and certain juristic persons.

SALARY
:
All inclusive salary package of R343 257 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A recognized Bachelor’s degree in Law or equivalent qualification. Proven experience in property law. Proven knowledge of and a keen interest in property issues (policies, legislation and conveyancing practice). Knowledge of the Expropriation Act, 1975 and expropriation procedures. Ability to comprehend and interpret Title Deeds. Basic town planning knowledge. Excellent analytical and research skills. Exceptional verbal and written communication skills. Must possess valid driver’s licence and be willing to travel.

DUTIES
:
To identify issues, develop policy and review legislation assigned to DPW, pertaining to land and rights therein. To formulate policy and manage the identification, documentation and administration of rights in State land under the custodianship of DPW, as well as the National Government’s rights in private property. To develop policy and strategies to guide the confirmation of ownership of State land under the custodianship of DPW [in terms of Item 28(1) of Schedule to the Constitution, read with Section 239 of the Interim Constitution. To represent DPW as a major custodian of State land in property rights issues, projects and legislation. To manage the expropriation of property and rights therein on behalf of the National Government and certain juristic persons in accordance with the Expropriation Act, 1975 (read with Section 25 of the Constitution, 1996). To interact with Parliament, National & Provincial Departments, Municipalities, Public Entities and private sector on property rights issues.

ENQUIRIES
:
Mr A Meyering; Tel (012)337-2147

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

FOR ATTENTION
:
Mrs T Hlatshwayo

POST 24/60
:
DEPUTY DIRECTOR: TENDER AND CONTRACT ADMINISTRATION PROCUREMENT: REF 2007/512
SALARY
:
All inclusive salary package R343 257 per annum

CENTRE
:
Pretoria Regional Office

REQUIREMENTS
:
A Bachelor Degree in Purchasing, Finance or Legal fields or any other relevant qualification. Knowledge and experience of procurement systems and procurement reform in the Public Service. Understanding of the PFMA, tender legislation and provisions, and the PPPFA. Knowledge of and understanding of legal implications of contact administration. Sound analytical and problem solving skills, proven communication and interpersonal skills. Must be computer literate. Appropriate experience associated with proven ability to manage and supervise subordinates. 

DUTIES
:
Ensure implementation of a sound procurement system in compliance with Government legislations and Departmental guidelines and policies. Manage the procurement process and all elements of supply chain management. Co-ordinate and administer the Tender Committee Process. Interact with National Treasury delegations outside Departmental responsibility. Proper and concise management of Departmental contracts. Develop and maintain a suppliers database. Provide advisory and supportive role to executing units in the Regional Office. Provide regular reports to management highlighting problems, risks, deviations and make proper recommendations. Manage Human and Budgetary functions.

ENQUIRIES
:
Mr. E Dlamini at Tel (012) 310 5951

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

FOR ATTENTION
:
Mr MI Jele

POST 24/61
:
MECHANICAL ENGINEER (X4 POSTS): PROFESSIONAL SERVICES: Ref 2007/514



Please specify your reference number in your application according to your preferred Regional Office. Submit separate documentation for each position

SALARY
:
All inclusive salary package of R343 257 per annum

CENTRE
:
Bloemfontein Regional Office Ref 2007/514A X1



Cape Town Regional Office Ref 2007/514B X2



Pretoria Regional Office Ref 2007/514C X1

REQUIREMENTS
:
An appropriate B-degree in Mechanical Engineering or equivalent qualification at that level. Professional registration with the Engineering Council of South Africa. A Government Certificate of Competency in Mechanical Engineering will be a recommendation. Appropriate experience clearly demonstrating a good understanding and competence in most facets of the practices, construction methods and techniques and the systems applied in the full spectrum of the mechanical engineering field found in the built environment. Valid driver’s licence. A good understanding of the relevant legislation and construction industry contract is needed. Strong analytical and built environment skills. Good interpersonal skills. Good knowledge and understanding of legislation relating to Occupational Health and Safety. Practical knowledge of Project Management. Good knowledge of air-conditioning systems and installation and maintenance thereof.

DUTIES
:
Ensure that outputs are aligned to departmental strategic goals and objectives and satisfy client needs. * Development and maintenance of policy for DPW, Standard construction, maintenance and operational specifications for mechanical installations. * Comment upon draft legislation and inform Clients of the impact of such legislation, mainly focusing on the Occupational Health and Safety Act, the Engineering Professions Act, the National Building Regulations and Building Standards Act, the Environmental Act and any associated Regulations. * Monitoring standards of installations, operation, maintenance and records pertaining to the condition of installations, equipment, systems are kept within the set standards. * Administrative work pertaining to the work and approvals delegated down to the level of the post. * The definition and evaluation of training standards for operators of mechanical installations. * Assist the Director in the development and maintenance of operational agreements between Clients and DPW. * Provide appropriate level of professional and technical support to implementation teams at all levels and all clients. * Ensure compliance with the PFMA where relevant in all aspects of professional technical advisory services. * Reporting and provision of information regularly as well as on demand to management. * Practice a culture of client service excellence.

ENQUIRIES
:
Mr B Veldsman, Tel: (051) 4008793 Bloemfontein 



Mr JP Strauss, Tel (021) 402 2174 Cape Town



Mr W Wessels, Tel (012) 310-5966 Pretoria

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

FOR Attention
:
Mr CTI Mofokeng



OR

APPLICATIONS
:
The Regional Manager, Department of Public Works, Private Bag X9027, Cape Town, 8000 or Hand delivered Hereengracht Street, Fore Sure, Customs House, Cape Town, 8000

FOR ATTENTION
:
Ms N Mtsulwana 



OR

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

FOR ATTENTION
:
Mr MI Jele

POST 24/62
:
CHIEF ELECTRICAL ENGINEER X3 PROFESSIONAL SERVICES: REF 2007/522


Please specify your reference number in your application according to your preferred Regional Office. Submit separate documentation for each position

SALARY
:
All inclusive salary package of R 343 257 per annum 

CENTRE
:
Bloemfontein Regional Office Ref 2007/522A



Cape Town Regional Office Ref 2007/522B



Pretoria Regional office Ref 2007/522C

REQUIREMENTS
:
A recognised Bachelor’s degree in Electrical Engineering or equivalent qualification Professional registration with the Engineering Council of South Africa as a Professional Engineer as well as a Government Certificate of Competency in Electrical Engineering will be an advantage. In-depth knowledge and 5 years appropriate experience  gained in Electrical Engineering. Appropriate and good understanding of all relevant legislation and construction industry contracts. Well-developed detail and engineering observation and design skills. Strong analytical and built environment skills. A valid code 08 driver’s licence. Goal orientated organisational skills. Good technical and innovative problem solving abilities. Computer literacy. Knowledge of Project Management. Good human relations. Good oral and written communication skills
Duties
:
Provide technical support to project managers in evaluating effectiveness and/or efficiency of solutions offered by consultants. Maintenance of operational agreements between Client Departments and Department of Public Works.  Monitoring standards of installations, operation, maintenance and records. Design of HT and LT electrical engineering services. Oversee that legal and environmental requirements are adhered to during the execution of projects. Apply and maintain norms, standards and cost matters relating to projects. Check tender documentation for inviting tenders. Monitor performance of and exercise control over appointed consultants in connection with execution of work, as well as maintenance of electrical installations. Scrutinise and approve fee accounts of consulting engineers. Scrutinise and approve final accounts of electrical services. Assist legal services with contractual matters relating to electrical contracts. Advise on the suitability of professional engineers for registration on departmental roster of consultants 
ENQUIRIES
:
Mr M Thebe, Tel (051) 400 8781 Bloemfontein 



Mr JP Strauss, Tel (021) 402 2174 Cape Town



Mr W Wessels, Tel (012) 310 5966 Pretoria

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

FOR Attention
:
Mr CTI Mofokeng



OR

APPLICATIONS
:
The Regional Manager, Department of Public Works, Private Bag X9027, Cape Town, 8000 or Hand delivered Hereengracht Street, Fore Sure, Customs House, Cape Town, 8000

FOR ATTENTION
:
Ms N Mtsulwana  



OR

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

FOR ATTENTION
:
Mr MI Jele

POST 24/63
:
DEPUTY DIRECTOR: KAM KEY ACCOUNTS MANAGEMENT: REF 2007/492
SALARY
:
An all inclusive salary package R343 257 per annum

CENTRE
:
Mthatha Regional Office

REQUIREMENTS
:
A recognized degree/diploma preferably in one or more of the following built disciplines; 3 years experience in the built environment with exposure in the key responsibilities of this post, valid drivers license, computer literacy, A service orientated, proactive and team orientated person with a strong marketing background. Excellent negotiation, communication and analytical skills. Knowledge of customer relations, marketing management and research. Key accounts management, performance management, service level control and monitoring, project management, marketing, commodity and sector forecast, market plan development and monitoring market trends. Strong managerial abilities, with emphasis on strong strategic planning, project management and administrative skills. Sound budgeting and financial management skills. An understanding of various facets of the built environment, the property industry, as well as marketing management and research. Good verbal and written communication skills.

DUTIES
:
The primary purpose of this position will be to support the property manager & head of Projects as key contact point between Public Works and client departments in the management of key account. Reporting to the regional manager he/she will, give input towards the compilation, operation and execution of annual business plans for the directorate. Give input towards the formulation of client specific value proposition in line with customer focus principles as well as customer care and visitation programmes. Render assistance to assigned client departments in the formulation of their Asset Plans. Render assistance to assigned client departments in the accommodation requirements and budget appropriately. Consolidate in reporting to client on progress. Troubleshooting on deliverables. Give input towards the compilation of annual building programmes per assigned client departments for capital works, planned maintenance, projects & prestige furniture and household items. Give input towards the formulation of annual budgets for unplanned maintenance. Ensure efficient turnaround times on strategic initiatives, projects and assigned to him/her. Ensure effective utilization of all government resources allocated to his/her sub-directorate. Coach and develop personnel reporting to him/her. The post will also require official travelling and the successful candidate must be willing and able to travel as required.

ENQUIRIES
:
Ms F Mafongosi, (047) 502 7000

APPLICATIONS
:
The Regional Manager, Department of Public Works, Private BagX5007, Mthatha, 5099 

FOR ATTENTION
:
Mr V Bakubaku

POST 24/64
:
SENIOR QUANTITY SURVEYOR X3 PROFESSIONAL SERVICES: REF 2007/501


Please specify your reference number in your application according to your preferred Regional Office. Submit separate documentation for each position

SALARY
:
All inclusive salary package of R343 257 per annum

CENTRE
:
Johannesburg Regional Office X1 Ref 2007/501A



Mthatha Regional Office X1 Ref 2007/501B



Pretoria Regional Office X1 Ref 2007/501C

REQUIREMENTS
:
An appropriate B degree in Quantity Surveying or equivalent qualification. * Professional registration with the South African Council of Quantity Surveyors  * Experience clearly demonstrating a good understanding and competence in most facets of the practices, construction methods and techniques and the systems applied in the full spectrum of quantity surveying  * Valid driver’s license * Strong analytical and built environment skills * Good interpersonal skills.

DUTIES
:
Advise on the development and maintenance of policy, methods, practices and standards on quantity surveying services * Provide a quality and cost control and value management service on all building-related matters in the regional office * Audit consultants’ fee accounts * Audit progress claims and final accounts of building projects * Do estimates on building projects or design changes * Prepare reports on projected building costs for clients * Audit the administration of the tendering process for contractors and subcontractors * Visit building sites to monitor progress on QS-related matters * Coach and develop project manager’s skills in quantity surveying matters * Practice a culture of good service delivery.

ENQUIRIES
:
Mr JL Liebenberg, Tel (011) 713 6187 Johannesburg



Mr KC Pemba, Tel (047) 502 7000 Mthatha 



Mr. W Wessels, Tel: (012) 310 5966 Pretoria

APPLICATIONS

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

FOR ATTENTION
:
Mr COM Nxumalo



OR

Applications
:
The Regional Manager, Department of Public Works, Private Bag X5007, Mthatha, 5099

FOR Attention
:
Mr V Bakubaku



OR

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

FOR ATTENTION
:
Mr MI Jele

POST 24/65
:
SENIOR PROJECT MANAGER X2 PROJECTS: REF 2007/486
SALARY
:
An all inclusive salary package R343 257 per annum

CENTRE
:
Mthatha Regional Office

REQUIREMENTS
:
Relevant recognized 4 –year degree, B-Tech or National Higher Diploma in any of the built environment disciplines (Architecture, Quantity Surveying, Engineering or Project Management) Registered with SA Council for Projects and Construction Managers as a Professional Construction Project Manager (PrCPM). Minimum of 5 years’ related project management experience in a Built Environment as a Project Manager Professional registration in one of the built environment disciplines will be an added advantage Valid driver’s license, Computer literacy. Knowledge and understanding of the following acts: Public Finance Management, Occupational Health and Safety as well as Building regulations and the Environment Conversation Act. Knowledge and understanding of Government procurement system Good financial and budget skills Sound analytical skills with good written and verbal communication

DUTIES
:
Contribute to project initiation, scope definition and scope change control for envisaged projects. Manage and control the administration, advertising and adjudication of bids. Ensure compliance to professional legislature, procurement and departmental policies. Make recommendations on construction policies. Procure consultants and contractors for construction projects. Ensure the nine (9) knowledgeable areas (integration, scope, time, cost, quality, human resource, communication, and risk and procurement management) are applied through the project cycle, which includes initiation, planning, design construction/implementation and closure. Adhere to conditions of Occupational Health and Safety. Conduct research on new best practices of materials, techniques and methods. Ensure delivery of projects within parameters of time cost. Make recommendations on approval and extension of contract periods. Establish and promote effective relationship with clients. Provide expert advice to the Department. Manage communication and documents of projects for auditing purposes. Manage contractors and clients’ complex conflicts. Monitor and control expenditure. Manage component and project budgets. Ensure correct value for money payments to consultants and contractors. Manage client’s budget allocation. Compile management reports ob budget and expenditure. Maintain data integrity on WCS, etc. Manage Project managers and administrative staff. Coach, mentor and train staff. Manage employment –related processes

ENQUIRIES
:
Mr KC Pemba, Tel (047) 502 7000

APPLICATIONS
:
The Regional Manager, Department of Public Works, Private BagX5007, Mthatha, 5099 

FOR ATTENTION
:
Mr V Bakubaku

POST 24/66
:
SENIOR STRUCTURAL ENGINEER PROFESSIONAL SERVICES: REF 2007/494
SALARY
:
All inclusive salary package of R343 257 per annum

CENTRE
:
Johannesburg Regional Office:  

REQUIREMENTS
:
An appropriate Bachelor’s degree in Structural Engineering or equivalent qualification at that level * Registration with the Engineering Council of South Africa as a Professional Engineer * At least five years experience, clearly demonstrating a good understanding and competence in various facets of the practices, construction methods, techniques, and  systems applied in the full spectrum of the structural engineering field found in the built environment * A thorough knowledge of and experience related to design, detailing and implementation of buildings and structures * Appropriate risk management experience involving engineering interventions on dolomite formation will be a distinct advantage * A good understanding of construction industry contracts and all relevant legislation, experience in the implementation of the Occupational Health and Safety Act, 1993, is highly recommended * A  well-developed attention to detail and engineering observation and design skills as well as strong analytical and innovative problem solving skills * Knowledge of Project Management, computer literate, strong verbal and written communication skills * Interpersonal relations (good human relations) and good training skills * A Valid Driver’s (minimum code EB).  
DutieS

Review and evaluate Structural Engineering Consultant’s designs, drawings, details and  tender documentation against best practice norms as applicable to new, rehabilitation and/or maintenance contracts and ensure compliance with Departmental requirements * Provide technical hands-on specialised support and technical reports to Project Managers in evaluating the effectiveness and efficiency of proposed structural designs, maintenance of operational agreements between Client Departments and Department of Public Works * Design and develop documentation for in-house projects as and when required * Determine cost efficiency of structural engineering designs and life cycle costing * Evaluate construction activities to ensure that the designs are executed and performed to acceptable standards *  Ensure that legal and environmental requirements are adhered to during the execution of projects, apply and maintain norms, standards and cost matters relating to projects * Scrutinize and approve fee accounts of consulting engineers, scrutinize and approve final accounts of structural engineering civil services * Assist Legal Services with contractual matters relating to structural contracts * Advise on the suitability of professional engineers for registration on departmental roster of consultants
ENQUIRIES
:
Mr. JL Liebenberg, Tel (011) 713 6189

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

FOR ATTENTION
:
Mr Com Nxumalo
POST 24/67
:
CIVIL ENGINEERING CONTROL INDUSTRIAL TECHNICIAN X3: PROFESSIONAL SERVICES: REF 2007/504
SALARY
:
R183 084 per annum
CENTRE
:
Johannesburg Regional Office X1 Ref 2007/504A



Pretoria Regional office X2 Ref 2007/504B

REQUIREMENTS
:
National Diploma in Civil Engineering (T/N/S stream) Minimum 2 years relevant experience. A valid driver’s license; Knowledge and understanding of the following Civil Engineering Design and Construction, Applicable Legislation and Civil Engineering Design Requirements, norms and standards, Occupational Health and Safety Act as well as Building Regulations, Technical Knowledge of the general built environment. Technical aptitude and skills. Computer literacy (CAD, MS Office). Ability to work with Consultants, professionals and staff at various levels.

DUTIES
:
Draft Designs, prepare Civil Works and material schedules, prepare/ redraw as-built drawings, ensure compliance of drawings with building regulations and other legal, occupational health and safety and environmental requirements. Evaluate consultant design and identify deficiencies and areas of non compliance. On site measurement surveys and evaluates architectural structures. Determine and report progress, faults and snags. Determine compliance with technical standards, regulations and specifications. Measure and record findings, maintain technical information and specifications. 

ENQUIRIES
:
Mr JL Liebenberg Tel (011) 713 6053 Johannesburg 



Mr. W Wessels, Tel 012 310 5966 Pretoria 

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

FOR ATTENTION
:
Mr COM Nxumalo


OR

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

FOR ATTENTION
:
Mr MI Jele

POST 24/68
:
SENIOR CIVIL ENGINEERS X2 PROFESSIONAL SERVICES: REF 2007/495
SALARY
:
All inclusive salary package of R343 257 per annum 

CENTRE
:
Johannesburg Regional Office

REQUIREMENTS
:
An appropriate Bachelor’s degree in Civil Engineering or equivalent qualification at that level * Registration with the Engineering Council of South Africa as a Professional Engineer * At least five years experience, clearly demonstrating a good understanding and competence in various facets of the practices, construction methods, techniques, and  systems applied in the full spectrum of the civil engineering field found in the built environment * A thorough knowledge of and experience related to design, detailing and implementation of water, sewerage and stormwater reticulation systems, as well as all aspects pertaining to pavements and roads * Appropriate risk management experience involving engineering interventions on dolomite formation will be a distinct advantage * A good understanding of construction industry contracts and all relevant legislation, experience in the implementation of the Occupational Health and Safety Act, 1993, is highly recommended * A  well-developed attention to detail, engineering observation and design skills as well as strong analytical and innovative problem solving skills * Knowledge of Project Management, computer literate, strong verbal and written communication skills * Interpersonal relations (good human relations) and good training skills * A Valid Driver’s (minimum code EB).  
DutieS

Review and evaluate Civil Engineering Consultant’s designs, drawings, details, and  tender documentation against best practice norms as applicable to new, rehabilitation and/or maintenance contracts and ensure compliance with Departmental requirements * Provide technical hands-on specialised support and technical reports to Project Managers in evaluating the effectiveness and efficiency of proposed civil engineering designs, maintenance of operational agreements between Client Departments and Department of Public Works * Design and develop documentation for in-house projects as and when required * Determine cost efficiency of civil engineering projects and life cycle costing * Evaluate construction activities to ensure that the designs are executed and performed to acceptable standards * Ensure that legal and environmental requirements are adhered to during the execution of projects, apply and maintain norms, standards and cost matters relating to projects * Monitor the commissioning of civil engineering services and reticulation systems * Scrutinize and approve fee accounts of consulting engineers, scrutinize and approve final accounts of civil engineering services * Assist Legal Services with contractual matters relating to civil contracts * Advise on the suitability of professional engineers for registration on departmental roster of consultants
ENQUIRIES
:
Mr. JL Liebenberg.  011 713 6189

APPLICATIONS
:
The Regional Manager, Department Of Public Works, 
Private Bag X3, Braamfontein, 2017
FOR ATTENTION
:
Mr COM Nxumalo
POST 24/69
:
CHIEF CIVIL ENGINEER PROFESSIONAL SERVICES: REF 2007/521
SALARY
:
All inclusive salary of R343 257 per annum

CENTRE
:
Pretoria Regional Office

REQUIREMENTS
:
An appropriate Bachelor’s degree in Civil Engineering or equivalent qualification at that level * Registration with the Engineering Council of South Africa as a Professional Engineer * At least five years experience, clearly demonstrating a good understanding and competence in various facets of the practices, construction methods, techniques, and  systems applied in the full spectrum of the civil engineering field found in the built environment * A thorough knowledge of and experience related to design, detailing and implementation of water, sewerage and stormwater reticulation systems, as well as all aspects pertaining to pavements and roads * Appropriate risk management experience involving engineering interventions on dolomite formation will be a distinct advantage * A good understanding of construction industry contracts and all relevant legislation, experience in the implementation of the Occupational Health and Safety Act, 1993, is highly recommended * A well-developed attention to detail, engineering observation and design skills as well as strong analytical and innovative problem solving skills * Knowledge of Project Management, computer literate, strong verbal and written communication skills. * Interpersonal relations (good human relations) and good training skills * A Valid Driver’s (minimum code EB).  
DutieS
:
Review and evaluate Civil Engineering Consultant’s  applicable to new, rehabilitation and/or maintenance contracts and ensure compliance with Departmental requirements. * Provide technical hands-on specialised support and technical reports to Project Managers in evaluating the effectiveness and efficiency of proposed civil engineering designs, maintenance of operational agreements between Client Departments and Department of Public Works * Design and develop documentation for in-house projects as and when required * Determine cost efficiency of civil engineering projects and life cycle costing. * Evaluate construction activities to ensure that the designs are executed and performed to acceptable standards * Ensure that legal and environmental requirements are adhered to during the execution of projects, apply and maintain norms, standards and cost matters relating to projects * Monitor the commissioning of civil engineering services and reticulation systems * Scrutinize and approve fee accounts of consulting engineers, scrutinize and approve final accounts of civil engineering services * Assist Legal Services with contractual matters relating to civil contracts * Advise on the suitability of professional engineers for registration on departmental roster of consultants
ENQUIRIES
:
Mr W Wessels, Tel (012) 310 5966

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

FOR ATTENTION
:
Mr MI Jele

POST 24/70
:
ARCHITECTURAL CONTROL INDUSTRIAL TECHNICIAN PROFESSIONAL SERVICES: REF 2007/502
SALARY
:
R183 084 per annum 

CENTRE
:
Johannesburg Regional Office

REQUIREMENTS
:
National Diploma in Architecture (T/N/S stream) Minimum 2 years relevant experience. A valid driver’s license; Knowledge and understanding of the following Architectural Design and Construction, Applicable Legislation and Architectural Requirements, norms and standards, Occupational Health and Safety Act as well as Building Regulations, Technical Knowledge of the general built environment. Technical aptitude and skills. Computer literacy (CAD, MS Office). Ability to work with Consultants, professionals and staff at various levels.

DUTIES
:
Draft Designs, prepare Architectural and material schedules, prepare/ redraw as-built drawings, ensure compliance of drawings with building regulations and other legal, occupational health and safety and environmental requirements. Evaluate consultant design and identify deficiencies and areas of non compliance. On site measurement surveys and evaluates architectural structures. Determine and report progress, faults and snags. Determine compliance with technical standards, regulations and specifications. Measure and record findings, maintain technical information and specifications. 

ENQUIRIES
:
Mr JL Liebenberg Tel (011) 713 6053

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

FOR ATTENTION
:
Mr COM Nxumalo
POST 24/71
:
STRUCTURAL ENGINEERING CONTROL INDUSTRIAL TECHNICIAN:X2 PROFESSIONAL SERVICES: REF 2007/503
SALARY
:
R183 084-00 per annum (level 10)

CENTRE
:
Johannesburg Regional Office X1 Ref 2007/503A



Pretoria Regional Office X1 Ref 2007/503B

REQUIREMENTS
:
National Diploma in Structural Engineering (T/N/S stream) Minimum 2 years relevant experience. A valid driver’s license; Knowledge and understanding of the following Structural Design and Construction, Applicable Legislation and Structural Requirements, norms and standards, Occupational Health and Safety Act as well as Building Regulations, Technical Knowledge of the general built environment. Technical aptitude and skills. Computer literacy (CAD, MS Office). Ability to work with Consultants, professionals and staff at various levels.

DUTIES
:
Draft Designs, prepare Structural and material schedules, prepare/ redraw as-built drawings, ensure compliance of drawings with building regulations and other legal, occupational health and safety and environmental requirements. Evaluate consultant design and identify deficiencies and areas of non compliance. On site measurement surveys and evaluates architectural structures. Determine and report progress, faults and snags. Determine compliance with technical standards, regulations and specifications. Measure and record findings, maintain technical information and specifications. 

ENQUIRIES
:
Mr JL Liebenberg Tel (011) 713 6053 Johannesburg 



Mr W Wessels, Tel (012) 310 5966 Pretoria 

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

for ATTENTION
:
Mr COM Nxumalo


OR

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

FOR ATTENTION
:
Mr MI Jele

POST 24/72
:
PROJECT MANAGER X13: PROJECTS AND MAINTENANCE: REF 2007/49


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

SALARY
:
Range from R122 841-R183 084 per annum

CENTRE
:
Johannesburg Regional Office X12 Ref 2007/496A



Pretoria Regional Office X1 Ref 2007/496B

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

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

ENQUIRIES
:
Mr JL Liebenberg, Tel (011) 713 6189 Johannesburg 



Mr M Mokadi, Tel (012) 310 5167 Pretoria

APPLICATIONS

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

for ATTENTION
:
Mr COM Nxumalo


OR

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

FOR ATTENTION
:
Mr MI Jele

POST 24/73
:
CHIEF WORKS MANAGER: BUILDING REF 2007/518
SALARY
:
R146 685 per annum

REQUIREMENTS
:
A tertiary qualification or equivalent (National Diploma  or N stream) in built environment or an appropriate N5 and have passed an official trade test successfully, plus appropriate post-qualification building experience.  At least 1 year’s appropriate experience in the building industry.  Extensive knowledge of building regulations. Valid driver’s license.  Good verbal and communication skills.  Computer literate.  Good interpersonal skills.  Knowledge of enabling legislation relating to Occupational Health and Safety Act and other building legislation.  Willingness to work during weekends when necessary.

DUTIES
:
Inspect high-rise buildings, residential properties and vacant land in the Pretoria region.  Report regularly on the condition of those properties.  Measure the extent or area of the State-owned properties in the Pretoria area as per the normal standards of measurement.  Certify optimal utilization of State-owned properties and reporting accordingly.   Monitor the performance and quality of work done by contractors by conducting regular site inspections.

ENQUIRIES
:
Ms M Tshabalala, Tel 012 310 5056

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

FOR ATTENTION
:
Mr MI Jele

POST 24/74

ASSISTANT DIRECTOR/PROPERTY RIGHTS & EXPROPRIATION REF 2007/491



Directorate Property Owner Activities


Key Purpose Statement: Develop policy and review legislation pertaining to land and rights therein assigned to the Department; and Manage the expropriation of property and rights therein on behalf of the National Government and certain juristic persons.

SALARY
:
R146 685 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A recognized Bachelor’s degree in Law or equivalent qualification. Proven knowledge of and a keen interest in property issues (policies, legislation and conveyancing practice). Knowledge of the Expropriation Act, 1975 and expropriation procedures. Ability to comprehend and interpret Title Deeds. Very good analytical and research skills. Excellent verbal and written communication skills. Must possess valid driver’s licence and be willing to travel.

DUTIES
:
To identify issues, develop policy and review legislation assigned to DPW, pertaining to land and rights therein. To assist in the formulation of policy and the identification, documentation and administration of rights in State land under the custodianship of DPW, as well as the National Government’s rights in private property. To assist in the development of policy and strategies to guide the confirmation of ownership of State land under the custodianship of DPW [in terms of Item 28(1) of Schedule to the Constitution, read with Section 239 of the Interim Constitution. To represent DPW as a major custodian of State land in property rights issues, projects and legislation. To assist in the expropriation of property and rights therein on behalf of the National Government and certain juristic persons in accordance with the Expropriation Act, 1975 (read with Section 25 of the Constitution, 1996). To interact with Parliament, National & Provincial Departments, Municipalities, Public Entities and private sector on property rights issues.

ENQUIRIES
:
Mr A Meyering; Tel: 012-337-2147

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

FOR ATTENTION
:
Mrs T Hlatshwayo

POST 24/75
:
ASSISTANT DIRECTOR: SALARY CONTROLLER: REF 2007/510
SALARY
:
R146 685 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A B-degree or equivalent qualification (at least with Accounting 2) and appropriate extensive experience. An extensive knowledge of all applicable legislations to the job (i.e. PFMA, PSR, PSA, Treasury Regulations). Computer Literacy. Good knowledge BAS. Good verbal and communication skills. Successful completion of PERSAL salary administration and PERSAL Controllers course.

DUTIES
:
Supervise payroll unit. Liaise with PERSAL training coordinator to attend to the PERSAL Payroll user’s training needs. Create and amend PERSAL user’s profiles. Monitor interaction between user’s & revisers. Authorize suspense file transactions. Develop / Update manuals. Ensure successful implementation of PERSAL policy & procedures amongst PERSAL payroll users. Check and authorize salary related payments on BAS. Render user support to PERSAL users. Check & verify PERSAL exception reports. Evaluate & recommend changes to the system via SCC. Liaise with National Treasury regarding PERSAL EFT limits. Authorize PERSAL appointments & ensure compliance with NMIR. Monitor PERSAL transactions

ENQUIRIES
:
N Mokgoatjane, Tel (012) 337 2675

APPLICATIONS
:
The Director General, Department of Public Works, Private BagX65, Pretoria, 0001 or 124 Church Street, Poyntons Building, Pretoria

FOR ATTENTION
:
Mrs T Hlatshwayo

POST 24/76
:
OFFICE MANAGER OFFICE OF THE REGIONAL MANAGER: REF 2007/511
SALARY
:
R146 685 per annum 

CENTRE
:
Johannesburg Regional Office

REQUIREMENTS
:
An appropriate three year Diploma or Bachelor’s degree.. At least three years appropriate experience. Excellent verbal and written communication skills. Exceptional report writing, presentation, general office and project management skills. Computer literate (MS Word / Excell / Power Point). Good understanding of PFMA, PPPFA and Government policies relating to Public Works. Sound financial management and budgeting skills.  Strong analytical skills and assertiveness. Good interpersonal relations. Ability to work under pressure. Ability to deal with and manage outside stakeholders as well as internal staff.

DUTIES
:
Ensure the smooth functioning of the Regional Manager’s office and uphold a positive image in the office. Set up systems to co-ordinate the flow of correspondence between the Regional Manager, Head Office and within the Regional Office and other Stakeholders. Track and follow up issues on behalf of the Regional Manager to ensure that issues are dealt with timeously. Ensure proper preparation of documentation and assist the Regional Manager by ensuring compilation of quality reports and other communication (letters etc.) in terms of language and inclusion of relevant and adequate information before such documents leave the office. Ensure that the administrative matters in the office of the Regional Manager are dealt with. Co-ordinate activities of the Regional Manager and provide advisory function. Assistance with compilation of presentations on Power Point and executive reports to Head Office. Actively intervene in the promotion and development of the office in all aspects, including Human Resources. Accompany the Regional Manager to meetings as and when required. Attend to all delegated functions and take to conclusion such actions. Consolidate all components reports to produce a monthly office report. Take and distribute minutes of meetings attended with or on behalf of the Regional Manager.  Monitor & report progress on all decisions taken. (Fully prepare for meetings – venues, agendas, take and distribute minutes, refreshments). Assist the regional manager in the interrogation and analysis of regional management’s quarterly business plans reports to ensure adherence to set targets and communicate with management in writing on non-adherence on the regional manager’s behalf. Assist in organizing for the region’s special events. Making appropriate travel and accommodation arrangements for Regional Manager.

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

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

FOR ATTENTION
:
Mr COM Nxumalo
POST 24/77

ASSISTANT DIRECTOR LAND AFFAIRS BOARD: PROPERTY OWNER ACTIVITIES: REF 2007/500


Key Purpose Statement: Rendering of a professional and comprehensive secretariat function to the Land Affairs Board. [The Land Affairs Board is a statutory body established in terms of the Land Affairs Act, 1987 to (a) determine the compensation payable in respect of immovable property, or rights therein, acquired by the National Department of Public Works; and (b) offer advice to all National & Provincial Departments and other organs of State, in respect of the value of immovable property, or rights therein]

SALARY
:
R146 685 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
Tertiary qualification in law, town planning, property valuation, real estate or related study field. Knowledge of and a keen interest in immovable property issues. Thorough understanding of the valuation, acquisition, management and disposal of immovable property. Ability to do research in the Deeds Office / Surveyor-General’s Office. Excellent analytical and research skills. Excellent verbal and written communication skills. Must possess valid driver’s licence and be willing to travel.

DUTIES

Manage the communication and interaction between the Board and the Department and external stakeholders. Develop and implement strategies for the increased use of the services of the Board by organs of state. Arrange Board meetings and manage the distribution of valuation reports to Board members. Draft submissions, compile agendas and take minutes of Board meetings. Make travel arrangements for Board members and process claims for remuneration and incidental expenses by Board members.

ENQUIRIES
:
Mr A Meyering, Tel No: 012-337-2147

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

FOR ATTENTION
:
Mrs T Hlatshwayo

POST 24/78
:
SENIOR ADMINISTRATION OFFICER: CONTRACT ADMINISTRATION: REF 2007/498
SALARY
:
R122 841 per annum

CENTRE
:
Johannesburg Regional Office

REQUIREMENTS
:
An appropriate NQF level 6 and a legal background will serve as an advantage. Appropriate experience and sound communication skills. Code 8 drivers licence. RECOMMENDATIONS: Knowledge of Contract Administration. Knowledge and understanding of government procurement systems and processes. Knowledge of Public Finance Management Act. Knowledge of Supply Chain Management. Knowledge of Treasury  Regulations. Knowledge of Preferential Procurement Policy Framework Act. Computer competent especially WCS

DUTIES

Compile letters of acceptance to contractors. Ensure the completeness of contractual documentation. Administrate court orders as instructed. Administrate the banking details of contractors. Update contract details on relevant electronic systems. Ensure the safekeeping of all legal records; such as contracts; guarantees; etc. Attend to and resolve contract-related enquiries. Compile contracts. Request and receive Guarantees. Monitor contracts and release guarantees. Render general support to the Head of the Unit

ENQUIRIES
:
Mr Hugh Nkosi, Tel No: (011) 7136010

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

FOR ATTENTION
:
Mr COM Nxumalo
POST 24/79
:
SENIOR LEGAL ADMIN OFFICER LEGAL SERVICES: REF 2007/517
SALARY
:
R122 841 per annum

CENTRE
:
Pretoria Regional Office

REQUIREMENTS
:
An appropriate 3 year legal degree/National Diploma. A legal background will serve as an advantage. Appropriate experience and sound communication skills. Knowledge of Contract Administration. Knowledge and understanding of government procurement system and processes. Knowledge of PFMA. Knowledge of Supply Chain Management. Knowledge of Treasury Regulations. Knowledge of PPPFA. Computer literate. 

DUTIES
:
Compile letters of acceptance to contractors. Ensure the completeness of contractual documentation. Administrate court orders as instructed. Administrate the banking details of contractors. Update contract details on relevant electronic systems. Ensure the safekeeping of all legal records. Attend to and resolve contract related enquiries. Compile contracts. Request and receive guarantees. Monitor contracts and release guarantees. Render general support to the Head of the Unit. Serve in Bid Committee as a Secretary.

ENQUIRIES
:
Ms E Storbeck, Tel 012 310 5004

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

FOR ATTENTION
:
Mr MI Jele

POST 24/80
:
ADMINISTRATION OFFICER: LEGAL AND CONTRACT ADMINISTRATION: REF 2007/505
SALARY
:
R98 916 per annum
CENTRE
:
Mmabatho Regional Office

Requirements
:
An LLB Degree, B Proc, B Juris and a legal background will serve as an advantage. Appropriate experience and sound communication skills. Code 8 drivers licence. Recommendations: Knowledge of Contract Administration. Knowledge and understanding of government procurement systems and processes. Knowledge of Public Finance Management Act. Knowledge of Supply Chain Management. Knowledge of Treasury Regulations. Knowledge of Preferential Procurement Policy Framework Act, Computer competent.

Duties
:
Compile letters of acceptance to contractors.  Ensure the completeness of contractual documentation. Administrate court orders as instructed. Update contract details on relevant electronic systems. Ensure the safekeeping of all legal records; such as contracts; guarantees; etc. Attend to and resolve contract-related enquiries. Compile contracts. Request and receive Guarantees. Monitor contracts and release guarantees. Render general support to the Head of the Unit. Serve in Bid Committee as an observer, liaise with office of State Attorney. 

ENQUIRIES
:
Mr MM Hlabioa, Tel (018) 384 9331 ext 2248

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

FOR ATTENTION
:
Mr HS Dlamini 

POST 24/81
:
ADMINISTRATION OFFICER PROJECT MANAGEMENT: REF 2007/499
SALARY
:
R98 916 per annum

CENTRE
:
Johannesburg Regional Office

REQUIREMENTS
:
A Degree/National Diploma or equivalent qualification and keen interest in general administrative duties related to technical matters in the building industry. General knowledge of project management and techniques will be an added advantage. Ability to function within strict time frames and towards specific targets. Good verbal, written communication and interpersonal skills. Computer literacy in MS packages and basic understanding of the PFMA.

DUTIES
:
Work as administrative support within the Projects Section dealing with large numbers of building services and projects while responding and answering to various Professionals within the technical component as well as to the Contractors, Clients and Consultants. Keep project sub-files up to date for managers, co-ordinate and keep registers of incoming and outgoing correspondence. General typing including report writing, sending and collection of faxes. Arrangement and finalisation of trip authorities, process subsistence and travelling allowances, effectively arrange travel and accommodation logistics and arrangements related to site and other meetings on behalf of the professional services team. Do follow-ups on invoices received from Contractors and Consultants, and verification of the amounts claimed, do monthly progress reports and fee accounts.

ENQUIRIES
:
Mr JL Liebenberg, Tel (011) 713 6053

APPLICATIONS
:
The Regional Manager, Department Of Public Works, 
Private Bag X3, Braamfontein, 2017
FOR ATTENTION
:
Mr COM Nxumalo
POST 24/82
:
ADMINISTRATION OFFICER: PROPERTY PAYMENTS: REF 2007/489
SALARY
:
R98 916 per annum

CENTRE
:
Mthatha Regional Office

REQUIREMENTS
:
An appropriate Degree/Diploma or equivalent qualification with accounting as a major subject. Good verbal and written communication and interpersonal skills. Computer Literacy. Valid driver’s license. Experience in property industry will be an added advantage. Basic understanding of the PFMA OF 1991 and other property related legislation. Sound financial reconciliation and numeric skills.

DUTIIES
:
Pay accounts received from the municipalities, service providers and landlords in respect of rates, municipal services, accommodation leased to the department. Compile and render accounts to the tenants and clients in respect of accommodation and services provided by the department. Handle queries from municipalities, service providers, property owners, tenants and clients. Monitor and follow up balances on relevant accounts.  

ENQUIRIES
:
Mrs Mkhala, Tel (047) 502 7000

APPLICATIONS
:
The Regional Manager, Department of Public Works, Private BagX5007, Mthatha, 5099 

FOR ATTENTION
:
Mr V Bakubaku

POST 24/83
:
ADMINISTRATION OFFICER SECURITY OFFICER: REF 2007/487


Key Post Statement: Assist in the implementation of total security functions and the creation of a Condition on an acceptable level and to ensure compliance with the minimum information security standard (MISS) Act and other security prescripts in terms of physical security.

CENTRE
:
Johannesburg Regional Office

SALARY
:
R98 916 per annum  

REQUIREMENTS
:
Applicant must be in a possession of Grade 12, studying towards Security Management or alternative intensive and relevant security working experience. and PSIRA Grade A registration. Sound knowledge of criminal procedure Act, minimum information security standard, OHSA, and all relevant legislations governing security will be a strong recommendations. Computer literacy. Knowledge of PFMA, Public Service Act, Supply Chain Management, and Labuor Relations Act. Valid drivers License (Code 8) and be willing to travel and even work after hours. Project Management skills. Ability to work independently. The applicant must be willing to go under security clearance.

DUTIES
:
Assist with the management of the security service unit at the Regional Office and all the state properties falling within the jurisdiction of the Regional Office. Conduct physical, personnel, document, communication and IT security appraisals and security investigation. Key control. Assist in development and monitoring of sound security policy, strategy and implementation thereof. Assist in the preparation of reports submission to t top management and relevant stake holders. Liaise with NIA, SAPS, SANDF and other stake holder in the field of security. Conduct security awareness. Render advice on security matters and keep track of development in the security field for the purpose of reviewing security measures in the unit. Assist in any other general duties assigned by your supervisor. 

ENQUIRIES
:
MR MJ Mashiangwako (011 713 6030)

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

FOR ATTENTION
:
Mr COM Nxumalo
POST 24/84
:
ADMINISTRATIVE OFFICER SECURITY SERVICES: REF 2007/515
SALARY
:
R98 916 per annum

CENTRE
:
Pretoria Regional Office

REQUIREMENTS
:
A national Diploma or equivalent qualification and or extensive experience. Appropriate experience in security industry (safety and security of information, asset and personnel). Previous security training in the abovementioned fields will be advantageous. Computer literacy. Report writing skills, sound interpersonal relations and communication skills. 

DUTIES
:
Manage the security services unit. Assist in the development of sound security policy, security strategy and implementation in the Regional Office. Render advice on security matters and ensure compliance to the Departmental strategy, policy and measures by all affected clients department within the Regional Office.

ENQUIRIES
:
Mr R Rabodiba, Tel (012) 310 5960

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

FOR ATTENTION
:
Mr MI Jele

POST 24/85
:
ADMINISTRATION OFFICER: UTILIZATION AND CONTRACT ADMINISTRATION PROPERTY MANAGEMENT: Ref 2007/507

SALARY
:
R98 916 per .annum 

CENTRE
:
Mmabatho Regional Office

REQUIREMENTS
:
An appropriate degree/diploma or equivalent qualification with appropriate experience in property management in property management or fixed asset management. Good computer, communication and interpersonal skills.  Good written, analytic and financial skills. A valid driver’s license. Ability to work in a team is necessary

DUTIES
:
Conduct physical verification to ensure that state owned properties are utilized efficiently and optimally. Ensure that Property Management Information System is able to reflect all relevant property related information. Ensure that property information is captured correctly and timeously on the system. Liaise with client departments to ensure optimal utilization of state owned properties. Keep track of developments with regards to property management trends. Management of lease contracts. Collecting of state revenue. Assist with preparation of reports to management and all relevant stakeholders. Comply with the requirements of the PFMA. 

ENQUIRIES
:
Ms T Bozwana, Tel (018) 384 9331 ext 2358

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

FOR ATTENTION
:
Mr HS Dlamini 

POST 24/86
:
SECRETARY TO DIRECTOR HR PLANNING & RECRUITMENT: REF 2007/493
SALARY
:
R98 916 per annum

CENTRE
:
Head Office (Pretoria)
REQUIREMENTS
:
A Senior Certificate with appropriate 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
:
Mrs T Hlatswayo, Tel (012) 337 2524

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

FOR ATTENTION
:
Mrs T Hlatswayo

POST 24/87
:
ASSISTANT ADMIN OFFICER PRESTIGE: REF 2007/516
SALARY
:
R79 406 per annum

CENTRE
:
Pretoria Regional Office

REQUIREMENTS
:
This position calls for a client driven person who is in possession of a Senior Certificate or equivalent qualification coupled with computer literacy as well as good organizational, good communication and writing skills. An appropriate relevant experience in working with high profile people will be preferential. Knowledge of the PFMA is compulsory.

DUTIES
:
The successful candidate will be responsible for: coordinating and executing advanced administrative tasks concerning the allocation and maintenance of Ministerial buildings and houses. Contracts and tenders relative to office and domestic furniture. Representing the Department at high profile meetings. Planning, budgeting and exercising control regarding all aspects. Liaising with high profile people including the Presidency. Preparation of submissions, letters and reports. Monitoring progress of capital and maintenance programmes. Compiling weekly and monthly reports. Updating the VIP residential list on a continual basis.

ENQUIRIES
:
Ms P Shabalala, Tel (012) 310 5943

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

FOR ATTENTION
:
Mr MI Jele

POST 24/88
:
ASSISTANT ADMINISTRATION OFFICER X2 PROJECTS-PROFESSIONAL SERVICES: REF 2007/498
SALARY
:
R79407 per annum

CENTRE
:
Johannesburg Regional Office

REQUIREMENTS
:
A Degree/National Diploma or equivalent qualification and keen interest in general administrative duties related to technical matters in the building industry. Ability to function within strict time frames and towards specific targets. Good verbal, written communication and interpersonal skills. Computer literacy in MS packages and basic understanding of the PFMA.

DUTIES
:
Work as administrative support within the Projects: Professional Service Sections dealing with large numbers of building services and projects while responding and answering to various Professionals within the technical component as well as to the Contractors, Clients and Consultants. Keep project sub-files up to date for managers, co-ordinate and keep registers of incoming and outgoing correspondence. General typing including report writing, sending and collection of faxes. Arrangement and finalisation of trip authorities, process subsistence and travelling allowances, effectively arrange travel and accommodation logistics and arrangements related to site and other meetings on behalf of the professional services team. Do follow-ups on invoices received from Consultants, do monthly progress reports.

ENQUIRIES
:
Mr JL Liebenberg, Tel (011) 713 6053

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

FOR ATTENTION
:
Mr COM Nxumalo
POST 24/89
:
SENIOR SECURITY OFFICER: SECURITY SERVICES: REF 2007/488
SALARY
:
R79 407 per annum  

CENTRE
:
Johannesburg Regional Office

REQUIREMENTS
:
Applicant must be in a possession of Grade 12, Grade B PSIRA Certificate/ studying towards Security Management or alternatively intensive and relevant working experience (at least 2 years working experience). Familiarity with security legislations will be an added advantage. Computer literacy. Ability to work independently. A valid Driver’s license and willing to travel on a regular basis. Good communication skills at all levels. Good writing and analytical skills. Knowledge of security system will be an added advantage. 

DUTIES
:
To support the delivery of security services in the department and to conduct site inspections ;to manage the security control room and other security functions within the unit ;to assist in matters relating to OHS and key control ; to perform access control functions ;to ensure safety in the building and premises ;to ensure that equipment ,documents and stores do not leave or enter the building or premises unauthorized.

ENQUIRIES
:
Mr MJ Mashiangwako (011 713 6030)

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

FOR ATTENTION
:
Mr COM Nxumalo
POST 24/90
:
SENIOR SECURITY OFFICER: REF 2007/509
SALARY
:
R79 407 per annum

CENTRE
:
Mmabatho Regional Office

REQUIREMENTS
:
A Senior Certificate and Grade B PSIRA certificate with relevant experience. (Bachelor’s Degree/ National Diploma or studying towards Security Management will be an added advantage). A candidate must in possession of an OHSA Certificate or SAMTRAC Certificate. A candidate must be familiar with security legislations.

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

ENQUIRIES
:
Mr. MS Ratau, Tel. (018) 384 9331 ext 2300

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

FOR ATTENTION
:
Mr HS Dlamini 

POST 24/91
:
SECURITY OFFICER: SECURITY SERVICES: REF 2007/510
SALARY
:
R54 222 per annum  

CENTRE
:
Johannesburg Regional Office

REQUIREMENTS
:
Applicant must be in a possession of Grade 12, Grade D PSIRA Certificate/studying towards Security Management or alternatively intensive and relevant working experience. Familiarity with security legislations will be an added advantage. Computer literacy. Ability to work independently. A valid Driver’s license and willing to travel on a regular basis. Good communication skills at all levels. Good writing and analytical skills. Knowledge of security system will be an added advantage. 

DUTIES
:
To perform access control functions in the Regional Office; to ensure safety in the building and premises; to ensure that equipment, documents and stores do not leave or enter the building or premises unauthorized and to perform secondary security officer functions such as reporting broken lifts; ensuring that fire alarms are set and in working order and to apply first aid measures as required until paramedics arrive.

ENQUIRIES
:
MR MJ Mashiangwako, Tel (011) 713 6030)

Applications
:
The Regional Manager, Department of Public Works, Private Bag x3; Braamfontein; 2017

FOR Attention
:
Mr COM Nxumalo

POST 24/92
:
SECURITY OFFICER SECURITY SERVICES: REF 2007/508
SALARY
:
R54 222 per annum

CENTRE
:
Mmabatho Regional Office

REQUIREMENTS
:
Applicants must be in possession of a Senior Certificate, a Grade C PSIRA certificate or studying towards Security Management (A Bachelor’s Degree/ National Diploma or studying towards Security Management will be an added advantage) Familiarity with security legislation will also be an added advantage. 

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

ENQUIRIES
:
Mr. MS Ratau, Tel. (018) 384 9331 ext 2300

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

FOR ATTENTION
:
Mr HS Dlamini 

POST 24/93
:
DRIVER: REF 2007/519
SALARY
:
R46 200 per annum

CENTRE
:
Pretoria Regional Office

REQUIREMENTS
:
ABET level 3 or equivalent qualification coupled with relevant experience. Valid driver’s license and an ability to drive.  Good writing skills.  The following will serve as a recommendation: Computer literacy, ability to read and write and good interpersonal skills. Have good interpersonal/ human relation skills and possess the ability to communicate freely and easily with other employees, the general Public and clients.

DUTIES
:
To render a service as a driver and to ensure safe transporting of mail, officials, tools and equipment. To ensure that the uses of vehicles are for official purposes only. To conduct routine maintenance of vehicles as to ensure timeous reporting of defects that may arise.   Assist with administrative duties in job processing. 

ENQUIRIES
:
Mr. J Cornelius, Tel. (012) 342 2033

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

FOR ATTENTION
:
Mr MI Jele

ANNEXURE M
DEPARTMENT OF SOCIAL DEVELOPMENT

It is our intention to promote representivity (race, gender and disability) in the Public Service through the filling of this post and candidates whose transfer / promotion / appointment will promote representivity will receive preference. An indication in this regard will facilitate the processing of applications
APPLICATIONS
:
The Director General, Department of Social Development, Private Bag X901, Pretoria, 0001 Physical Address: HSRC Building, 134 Pretorius Street

FOR ATTENTION
:
Ms J Malala

CLOSING DATE
:
25 June 2007

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

OTHER POSTS

POST 24/94
:
DEPUTY DIRECTOR: POLICY DEVELOPMENT


Directorate: Community Development Policy and Service Standards

SALARY
:
Total Package Up To: R289 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
:
A Bachelors Degree in Social Sciences (or equivalent qualification) PLUS credible management experience in community development. Experience in policy development and research. Knowledge of policies and the legislative framework within the development domain. Knowledge of public policy and development management. Willingness to travel and work extended hours.Valid code 08 drivers licence. Competencies needed: Policy analysis and development skills.Strategic planning skills. Monitoring and evaluation skills.Facilitation skills. Interpersonal and liaison skills.Research and analytical skills.Financial management skills. Planning and organising skills. Project management skills. Presentation skills. Negotiation skills. Computer literacy. Communication (written and verbal) skills.Understanding of social development approaches, models and perspectives.

DUTIES
:
Key Responsibilities: Facilitate the development and implementation of a community development policy.  Review current policies with impact on community development.  Facilitate the development of community development best practice methods.  Facilitate and maintain stakeholders liaison and partnerships.  Facilitate stakeholder consultative meetings and workshops.  Represent the department on Inter-departmental Task Teams and public fora with regard to community development and social development issues.  Coordinate strategy review and alignment with internal and external stakeholders including provinces and community based organisations.  Facilitate the development and implementation of Nepad projects within communities.  Facilitate exchange of community development strategies and poverty alleviation policies with India-Brazil-South Africa (IBSA) counterparts. DSD supports people with disabilities.

ENQUIRIES
:
Mr M Mulaudzi Tel: (012) 312-7996

POST 24/95
:
DEPUTY DIRECTOR: CONTENT DEVELOPMENT


Directorate: External Communication

SALARY
:
R289 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 Bachelor’s Degree or equivalent qualification in the Humanities PLUS sufficient experience in communications and writing speeches. Experience in Journalism will be an added advantage.Knowledge of Government policies and Prescript.Knowledge of the South African political landscape and the socio economic environment.  A wide network of contacts within the research and academic world. Competencies needed: Creative writing skills.Communication (written and verbal) skills. Research and analytical skills.Planning and organising skills. Monitoring and evaluation skills. Presentation and facilitation skills.Project management skills. People management skills.Problem solving skills. Financial management skills. Negotiation skills. Attributes: Must have passion for writing. Ability to work under pressure. Ability to work in a team and independently. Compliant. Integrity. Assertiveness.

DUTIES
:
Key Responsibilities: Conduct research for information to be used in speeches, speaking notes for consideration by the Minister and Deputy Minister. Liaise with the Ministry regarding forthcoming public events in order to prepare speeches and keep track of calendar.  Draft speeches and notes for consideration by Principals. Liaise with Ministry, Deputy Ministry to ensure receipt of speeches, notes and effect changes as directed. Summarise documents and prepare fact sheets for use by Principals. Conduct research and provide profiles of events to be visited by Minister and Deputy Minister and prepare notes thereof. Keep a database and files of Ministerial speeches and speaking notes. ‘’The Department of Social Development supports people with disabilities’’

ENQUIRIES
:
Mr K Sathekge Tel: (012) 312-7555

POST 24/96
:
ASSISTANT DIRECTOR: COMMUNITY DEVELOPMENT INSTITUTIONAL COORDINATION AND SUPPORT



Directorate: Community Development Policy and Service Standards

SALARY
:
R183 084 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
A Bachelors Degree in Social Sciences (or equivalent qualification) PLUS credible experience in community development.  Knowledge of public policy and development management.  Knowledge of current debates and options on social and integrated development.  Knowledge of policies and the legislative framework within the development domain.  Knowledge of monitoring and evaluation principles and practices.  Knowledge of the operational levels of government.  Knowledge of regional and international development protocols. Willingness to travel.  Valid code 08 drivers licence. Competencies needed: Monitoring and evaluation skills.  Co-ordination and negotiation skills.  Communication (written and verbal) skills.  Planning and organising skills.  Problem-solving skills.  Analytical skills.  Presentation skills.  Computer literacy.

DUTIES
:
Key Responsibilities: Maintain a reliable, coherent and comprehensive database of community development institutions and programmes for coordination and integration purposes.  Facilitate the design of community development coordination and reporting frameworks.  Promote and foster inter and intradepartmental coordination and integration of community development programmes.  Liaise with provincial and local community development stakeholders to foster alignment within the Department of Social Development.  Facilitate monitoring of community development programmes rendered by stakeholders and provide support.  Facilitate the process of country performance reporting on regional and international development protocols. DSD supports people with disabilities.

ENQUIRIES
:
Mr M Mulaudzi Tel: (012) 312-7996

POST 24/97
:
ADMINISTRATIVE OFFICER


Directorate: Community Development Policy and Service Standards

SALARY
:
R98 916 per annum

CENTRE
:
Pretoria 

REQUIREMENTS
:
An appropriate Bachelors Degree (or equivalent qualification) PLUS appropriate experience in the administrative field. Knowledge / experience in social sciences will be an added advantage. Knowledge of financial, provisioning, procurement and human resources management prescripts and procedures. Competencies needed: Communication skills (written, verbal and liaison) at different levels  Ability to analyse and interpret policies. Computer literacy.  Problem-solving skills.  Planning and organising skills. Attributes: Friendly.  Disciplined.  Accurate and precise.  Ability to work under pressure.  Independent. Confident.

DUTIES
:
Key Responsibilities: Render an administrative support service to the Directorate: Community Development Policy and Service Standards.  Organise and act as secretariat at meetings chaired by the Director.  Act as a link between the Director’s office and the Sub-Directorates to ensure coordination and management of documents, workshops and meetings.  Draft administrative related submissions as required.  Maintain a monitoring system for correspondence received from and / or referred to stakeholders.  Coordinate and monitor HRM activities in the Directorate, which include performance management, leave, logistical arrangements with recruitment and selection as well as to report on capacity building/ training of staff.           Provide administrative support to the Sub Directorates by making photocopies, ordering stationery and submitting claims for travel/accommodations expenditure.  Coordinate the Directorate’s monthly reports on expenditure against the budget.  Procure items for the Directorate. Maintain BAS and LOGIS. DSD supports people with disabilities.

ENQUIRIES
:
Mr M Mulaudzi Tel: (012) 312- 7996

ANNEXURE N
THE PRESIDENCY

APPLICATIONS
:
The Presidency, Private Bag x 1000, Pretoria, 0001 or hand deliver to Union Buildings, East Wing Entrance @ Government Avenue   

CLOSING DATE
:
06 July 2007

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, marked to the attention of Mr M Hlungwani, tel 012 300 5588

OTHER POST

POST 24/98
:
SENIOR SECRETARY: LEADER OF GOVERNMENT BUSSINESS


Unit: Cabinet Office

SALARY
:
R79 407 per annum
CENTRE
:
Pretoria

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

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

ENQUIRIES
:
Kedibone Mashiane (012 300 5585)

ANNEXURE O
PROVINCIAL ADMINSITRATION: FREE STATE

DEPARTMENT OF THE PREMIER

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

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

CLOSING DATE
:
25 June 2007

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

POST 24/99
:
CHIEF INFORMATION OFFICER REFERENCE NO: CIO



Information Technology



This appointment is subject to the signing of an employment contract, 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
:
An all inclusive remuneration package of R502 725 per annum.  The remuneration package consists of the basic salary, the  Government’s contribution to the Government Employee Pension Fund and flexible portion, which may be structured in terms of the rules for the structuring of the flexible portion and 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 3 year degree preferably in the Information Technology field and/or experience in the management of resources in a similar environment. Recommendation: Extensive knowledge of the global use of information management and information technology processes to enhance and promote the delivery of services. Knowledge of information technology issues in the Free State and South Africa. Strategic thinking, analytical and problem solving skills

DUTIES
:
Key Responsibilities: The candidate must have knowledge, skills, training and competencies of the following: Align the FSPG's information management (information management systems included) and information technology (as enabler) strategy with the strategic direction, management plans and the business processes of the Province, with due consideration of the strategic direction of the Government. Develop supporting information management and information technology enabler policies and strategies, regulations, standards, norms, guidelines, best practices and procedures, derived from the national information management and information technology policy and strategy, standards and norms developed by the GITO Council and DPSA, but focussed on the specific requirements of the FSPG and its departments. Represent the FSPG at the GITO Council. Promote effective management of information and information technology as enabler as a strategic resource. Create an enabling environment for other managers to perform their functions more effectively and efficiently. Manage the SITA relationship:  This entails control of the Business Agreement (BA) and Service Level Agreements (SLA’s) with SITA and/or other suppliers of information management and information technology goods and services. Utilization of security mechanisms and ensure compliance to the relevant regulatory framework. Responsible for ensuring development and training of the members in the Department of the Premier in relevant information technology matters.

ENQUIRIES
:
Mr. I.M. Garaba, Tel:  (051) 405 4473

ANNEXURE P
PROVINCIAL ADMINISTRATION: GAUTENG

GAUTENG SHARED SERVICES CENTRE

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

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 24/100
:
SENIOR MANAGER: LEGAL SERVICES (5 YEAR CONTRACT) REF NO.70042996



Directorate: Corporate Services

SALARY
:
R502 725 – R541 284 (All inclusive package)

CENTRE
:
Johannesburg

REQUIREMENTS
:
Post graduate legal qualification such as LLB or equivalent, articles served, Minimum of 5 years experience in contract law environment, experience in a minimum of a junior management position. Business acumen, analytical, decision making, problem solving, negotiation, administrative, communication. Strategic planning and People management.

DUTIES
:
To render legal opinions and advice on complex issues relating to the operations of the Department, to ensure that the administrative and contractual decisions of the  Department are compliant with governing legislation and to render advice on the impact  of any new legislative requirements, to have sound knowledge of the various business units’ operations within the Department and being able to render sound advice to the  units on operations and contractual requirements specific to the needs of the business  unit, management of contract templates and guidelines. Drafting and amendment of contracts. Contract advice and dealing with contractual disputes. Draft Legal opinions, policies and Commercial Agreements. Preparing case files and liaising with the State Attorney on litigious and other legal matters.  Conducting Legal Research and render Legal Advice to the Department. Managing the resolution of Legal disputes which includes representing the Department at Arbitrations, Mediations and other Forums. Managing and overall responsibility for the reviewing and processing contract renewals, and responsible for a business unit staffed with approximately 5 Legal professionals and responsible for setting performance targets and the measurement thereof.

ENQUIRIES
:
Anna Smit  Tel: (011)  689-8274

CLOSING DATE
:
26 June 2007
OTHER POSTS

POST 24/101
:
SPECIALIST: LEGAL SERVICES REF NO.70042994


Directorate: Corporate Services

SALARY
:
R289 635 – R 335 730 (All inclusive Package )

CENTRE
:
Johannesburg

REQUIREMENTS
:
Candidates must be in possession of a recognized B Proc or LLB Degree. Completed articles and at least 5 years experience in a Commercial Law environment. We require people with business acumen, analytical and negotiation skills, excellent problem   solving and decision making abilities as well as drive and ability to perform under pressure.

DUTIES
:
Drafting and amendment of contracts. Contract advice and dealing with contractual  disputes. Draft Legal opinions, policies and Commercial Agreements. Preparing case  files and liaising with the State Attorney on litigious and other legal matters. Conducting  Legal Research and render Legal Advice to the Department. Managing the resolution of  Legal disputes which includes representing the Department at Arbitrations, Mediations  and other Forums.

ENQUIRIES
:
Anna Smit  Tel: (011)  689-8274

CLOSING DATE
:
26 June 2007
POST 24/102
:
PRACTITIONER: ESTABLISHMENT ADMINISTRATION (2 POSTS) REF NO: 70042977



Component: Human Resource Services: Organization Design and Development Unit

SALARY
:
R98 916 – R114 843 p.a. (plus benefits)

CENTRE
:
Johannesburg

REQUIREMENTS
:
Standard 10 or Equivalent: 1 year relevant diploma coupled with 3 year HR experience preferably in Establishment Administration. PERSAL / SAP experience  will be an advantage. Team worker, Diversity and Customer focused skills, Customer relationship management, Problem solving ,Analytical, Communication,  search and development skills. Computer literacy.

DUTIES
:
To effectively implement and administer organization and post establishments of Departments in the Gauteng Provincial Government. Analyse and present  monthly establishment statistics (spreadsheets). Analyse and do preparation of proposed changes to the organization and post establishment. Maintain and audit establishment records. Implement post establishment changes on PERSAL/ SAP Identify organization structure and post establishment problems, gaps, and needs  to be investigated Draft letters and inform Line Department on changes implemented on organization structure and post establishment. Give advice on establishment matters. 

ENQUIRIES
:
Ronnie Heyns Tel: 011 689 8193

CLOSING DATE
:
28 June 2007
DEPARTMENT OF HEALTH

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

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

OTHER POSTS

POST 24/103
:
PRINCIPAL SPECIALIST (ORTHOPAEDIC) - REF NO: 70043109 (SURGERY) - REF NO: 70043110 (ANAESTHETICS)- REF NO: 70043111



Directorate: Medical Department

SALARY
:
R446 697 per annum (All inclusive package) excluding scarce skills allowance & commuted overtime.

CENTRE
:
Pholosong Hospital & Far East Rand Complex

REQUIREMENTS
:
An appropriate qualification in the appropriate Health Science, plus current registration with the Health Professional Council of South Africa as a Specialist with vast experience. Clinical, procedural, teaching and training skills. Leadership counselling and conflict resolution skills. Ability to communicate at a higher level. Budget and cost containment. Staff programs, program planning, implementation and evaluation. Computer literacy with proficiency in MS Word, MS Excel and MS Power Point.

DUTIES
:
Co –ordinate specialist services to ensure equitable distribution of all resource to achieve optimal patient care. Provide clinicians with advice and opinion to aid diagnosis, management and treatment of patients, develop and co –ordinate the ongoing delivery of teaching in the specialised field.

ENQUIRIES
:
Dr T.D. Moji, Tel (011) 812 8308

CLOSING DATE
:
4 July 2007

NOTE
:
The Hospitals are situated within 15 kms of each other. Specialist posts are created in this complex to provide services in both hospitals.
POST 24/104
:
PRINCIPAL SPECIALIST (OBSTETRICS & GYNAECOLOGY) - REF NO: 70043112 (INTERNAL MEDICINE) - REF NO: 70043113 (PAEDIATRICS) – REF NO: 70043114


Directorate: Medical Department

SALARY
:
R 446 697 per annum (All inclusive package), excluding scarce skills allowance & commuted overtime.

CENTRE
:
Far East Rand Hospital & Pholosong Complex

REQUIREMENTS
:
An appropriate qualification in the appropriate Health Science, plus current registration with the Health Professional Council of South Africa as a Specialist  with vast experience. Clinical, procedural, teaching and training skills. Leadership counselling and  conflict resolution skills. Ability to communicate at a higher level. Budget and cost containment. Staff programs, program planning, implementation and evaluation. Computer literacy with proficiency in MS Word, MS Excel and MS Power Point.

DUTIES
:
Co –ordinate specialist services to ensure equitable distribution of all resource to achieve optimal patient care. Provide clinicians with advice and opinion to aid diagnosis, management and treatment of patients, develop and co –ordinate the ongoing delivery of teaching in the specialised field. 

ENQUIRIES
:
Dr T.D. Moji, Tel (011) 812 8308

CLOSING DATE
:
4 July 2007

NOTE
:
The Hospitals are situated within 15 kms of each other. Specialist posts are created in this complex to provide services in both hospitals.

POST 24/105
:
SENIOR MEDICAL SPECIALIST (ANAESTHETICS) REF NO: 70043115


Directorate:  Medical Department

SALARY
:
R343 257 per annum (All inclusive package, excluding scarce skills allowance & commuted overtime).

CENTRE
:
Far East Rand Hospital

REQUIREMENTS
:
Registration with the HPCSA as a Specialist (Anaesthetics). Ability to perform commuted overtime. Good team leadership, conflict resolution and problem solving skills. Prepared to work overtime.

DUTIES
:
Provide clinical services in Anaesthetics department. Provide and oversee the care of patients admitted to ICU area. Develop guidelines, protocols and quality improvement programmes in Anaesthetics and ICU Department.

ENQUIRIES
:
Dr Z. Ngcwabe , Tel (011) 812 8311

CLOSING DATE
:
4 July 2007

POST 24/106
:
MEDICAL SPECIALIST (PAEDIATRICS) REF NO: 70043116



Directorate: Medical Department

SALARY
:
R329 181 per annum (All inclusive package) excluding scarce skills allowance & commuted overtime.

CENTRE
:
Far East Rand Hospital

REQUIREMENTS
:
Registration with HPCSA as a Specialist. Ability to perform commuted overtime. Good team leadership, conflict resolution and problem solving skills.

DUTIES
:
Provide clinical service in Paediatric department. Manage and formulate protocols in accordance with department policies. Provide measure and guideline on Quality assurance to comply with set quality standards.

ENQUIRIES
:
Dr Z. Ngcwabe, Tel (011) 812 8311

CLOSING DATE
:
4 July 2007

POST 24/107
:
MEDICAL SPECIALIST (ANAESTHETICS) REF NO: 70043117


Directorate: Medical Department

SALARY
:
R329 181 per annum (All inclusive package) excluding scarce skills allowance & commuted overtime.

CENTRE
:
Far East Rand Hospital

REQUIREMENTS
:
Registration with HPCSA as a Specialist. Ability to perform commuted overtime. Good team leadership, conflict resolution and problem solving skills.

DUTIES
:
Provide clinical service in Anaesthetics department. Manage and formulate protocols in accordance with department policies. Provide measure and guideline on Quality assurance to comply with set quality standards.

ENQUIRIES
:
Dr Z. Ngcwabe, Tel (011) 812 8311

CLOSING DATE
:
4 July 2007

POST 24/108
:
MANAGER (NURSING) REF NO: 70043119


Directorate: Nursing Services

SALARY
:
R183 084 per annum ( plus benefits)

CENTRE
:
Far  East Rand Hospital

REQUIREMENTS
:
BA Nursing Science degree or equivalent qualification. Registration with SANC. Previous experience of at least 3 years in managerial position and proven managerial skills. A valid code 8 drivers licence will be an advantage.

DUTIES
:
Develop strategic plans and provide leadership role. Exercise control over the identification of the needs for nursing care, the formulation and implementation of nursing programmes and the execution thereof. Provide policy guidelines and support, co –ordinate nursing related duties and performance management. Exercise control over research and develop practice procedures regarding nursing practice, policies and procedures ( Batho – Pele)

ENQUIRIES
:
Dr T. D. Moji, Tel (011) 812 8308

CLOSING DATE
:
4 July 2007

POST 24/109
:
MEDICAL PRACTITIONER (ANAESTHETICS) REF NO: 70043118


Directorate: Medical Department

SALARY
:
R183 084 per annum (plus benefits)

CENTRE
:
Far East Rand Hospital

REQUIREMENTS
:
Registration with the HPCSA as a Medical Officer. Ability to perform commuted overtime. Advanced skills and competencies in Anaesthetics. Team worker.

DUTIES
:
Provide high quality services in Anaesthetics. Provide measure and guidance on quality assurance to comply with set quality standards. 

ENQUIRIES
:
Dr Z. Ngcwabe, Tel (011) 812 8311

CLOSING DATE
:
4 July 2007

POST 24/110
:
ASSISTANT DIRECTOR (OFFICE OF THE HODREF NO:70042980
SALARY
:
R146 685 per annum (plus benefits)

CENTRE
:
Central Office, Johannesburg

REQUIREMENTS
:
An appropriate 3-year degree/diploma or Grade 12 with extensive, relevant experience. Computer literate, typing, good planning, organizing, communication and business skills. Sound financial management. Leadership qualities and the ability to work independently or with minimal supervision. Prepared to work irregular hours and after hours. Ability to maintain being a service professional and to strive to exceed customer expectations. Proactive in dealing with demands.

DUTIES
:
Manage the diary of the HOD. Manage direct, record & assess the flow of correspondence to & from the office of the HOD. Assist with logistical arrangements in the office. Assist with executive obligations i.e. receive & check documents for meetings & take responsibility for the execution of tasks emanating from meetings. Ensure that documents comply with required standards. Provide support to both internal & external clients. Efficient management of resources & finances of the office. Handle queries regarding the branch activities & the HOD’s programme as required. Liaise with different stakeholders. Co-ordinate office activities. Ad hoc duties as assigned by the HOD.

ENQUIRIES
:
Ms P. Murray Tel: (011) 355 3150

CLOSING DATE
:
21 June 2007

POST 24/111
:
PHARMACIST (ARV) REF NO: 70043120


Directorate: Pharmacy

SALARY
:
R146 685 per annum (plus benefits)

CENTRE
:
Far East Rand Hospital

REQUIREMENTS
:
Registration with the SAPC as a Pharmacist. Community service completed. Comprehensive understanding of HIV / AIDS antiretroviral agents and Pharmacovigilance. Appropriate experience in hospital Pharmacy.

DUTIES
:
Ensure proper drug supply management: acquisition, pre – packing, manufacturing and compounding, distribution, storage and use of medicine and the supervision thereof. Implementation of the standard operating procedures, good Pharmacy practice, norms and standards. Implement and maintain security measures. Evaluating medicine needs and budget control. Counselling of patients to ensure optimal compliance with the use of medication. Advice and support to patients and other health care professionals regarding pharmaceutical issues. Network with all relevant stakeholders. 

ENQUIRIES
:
Dr Z. Ngcwabe , Tel (011) 812 8311

CLOSING DATE
:
4 July 2007

POST 24/112
:
CHIEF PROFESSIONAL NURSE (11 POSTS) REF NO: 70043121


Directorate: Nursing Services

SALARY
:
R 122 841 annum (plus benefits)

CENTRE
:
Far East Rand Hospital

REQUIREMENTS
:
Registration with the SANC as a General Nurse and Midwife. A post basic qualification in Child Nursing Science, Midwifery, Critical Care and Theatre will be an advantage. Should have good communication skills and be able to plan and organise.

DUTIES
:
Participate in policy development and implementation. Supervise subordinates and evaluate performance. Teaching and involvement in staff development programs relief  management after hours and do night supering (superintendent). Rotate to other departments when necessary.

ENQUIRIES
:
Ms M.K .Nkuna , Tel (011) 812 8313

CLOSING DATE
:
4 July 2007

POST 24/113
:
OCCUPATIONAL THERAPIST REF NO: 70043122


Directorate: Allied 

SALARY
:
R 98 916 annum (plus benefits)

CENTRE
:
Far East Rand Hospital

REQUIREMENTS
:
Registration with the HPCSA AS Occupational Therapist. Knowledge of appropriate legislation. 

DUTIES
:
Render and manage an occupational therapy service that complies with standards and norms as indicated by health policies. Implement sectional quality assurance measures. Compile activity programmes according to medical records and specific needs of patients. Report on and consult with medical practitioners i.c.w the condition and progress of patients and the hanging of treatments. Maintain case records.

ENQUIRIES
:
Dr Z. Ngcwabe, Tel 011 812 8311

CLOSING DATE
:
4 July 2007

POST 24/114
:
DIETICIAN (ARV) REF NO: 70043123



Directorate: ARV Clinic

SALARY
:
R 98 916 per annum (plus benefits)

CENTRE
:
Far East Rand Hospital

REQUIREMENTS
:
Registration with the HPCSA as a Dietician. Good written and verbal communication skills.

DUTIES
:
To give dietetics advice and plan nutritional care for individual or groups of patients. To meet their specific nutritional requirements. Knowledge on management of HIV/ AIDS and protocols. To ensure and monitor if the therapy menu complies with quality standards. To execute any fair, lawful, additional instruction issued by a competent person. Adhere to the relevant policies.

ENQUIRIES
:
Dr Z. Ngcwabe, Tel (011) 812 8311

CLOSING DATE
:
4 July 2007

POST 24/115
:
PROFESSIONAL NURSE REF NO: 70043124


Directorate: Nursing Services
SALARY
:
R 79 407 per annum (plus benefits)

CENTRE
:
Far East Rand  Hospital

REQUIREMENTS
:
Registration with the SANC as a professional nurse. Registered as a Midwife. Able to work independently. Good interpersonal and communication skills. Able to work in any department (day or night).

DUTIES
:
Effective and efficient nursing care to all patients. Quality patient care. Good organizational skills. Education of students and subordinates. Must be willing to rotate when the need arises.

ENQUIRIES
:
Ms M.K. Nkuna, Tel (011) 812 8313

CLOSING DATE
:
4 July  2007

POST 24/116
:
EMERGENCY CARE PRACTITIONER: INTERMEDIATE (8 POSTS EACH)

SALARY
:
R79 407 per annum (plus benefits)

CENTRE
:
Metsweding: Ref No. 70042990



Odi: Ref No. 70042991



Temba: 70042992  

REQUIREMENTS
:
Ambulance Emergency Assistant Certificate with Registration with the HPCSA as Intermediate Life Support Practitioner.C1 or higher driver’s licence. Valid Professional Driver’s Permit for transport of passengers. Minimum of 1 year qualified as AEA with relevant experience & must be willing to work shifts, including night shifts.

DUTIES
:
Responsible for treatment within the scope of practice of an Intermediate Life Support Practitioner and transport of patients as part of the Planned Patient Transport system under Emergency Medical Services. Responsible for care of equipment and vehicles used for Planned Patient Transport & supervision of sub-ordinates. Provide emergency medical assistance & other related duties required by the directorate. Provide quality assurance to Basic Life Support Practitioners in the implementation of appropriate measures.

ENQUIRIES
:
Mr. C. Theu Tel: (011) 355 3251/ 082 465 7832

CLOSING DATE
:
21 June 2007

POST 24/117
:
SECRETARY REF NO: 70042995
SALARY
:
R79 407 – R 92 193 per annum (plus benefits)

CENTRE
:
Central Office, Johannesburg  

REQUIREMENTS
:
Standard 10 (Grade12). Be computer literate. MS Office literacy, excellent typing skills and good communication skills.

DUTIES
:
Provide general administration duties. Render general reception and auxiliary services. Making & receiving telephone calls, typing letters, minutes, reports & making copies. Order stationery, miscellaneous items & other labour saving devices. Handle routing correspondence register. Manage document management system. Perform all other secretarial duties as required.

ENQUIRIES
:
Mrs. M. Mosupi   Tel: (011) 355 3502

CLOSING DATE
:
21 June 2007

POST 24/118
:
EMERGENCY CARE PRACTITIONER: BASIC (PLANNED PATIENT TRANSPORT)
SALARY
:
R 54 222 per annum (plus Benefits)

CENTRE
:
West Rand (8 POSTS): 70042983



Sedibeng (8 POSTS): 70042984



Odi (8 POSTS): 70042985



Temba (8 POSTS): 70042986



Metsweding (16 POSTS): 70042987

REQUIREMENTS
:
Basic Ambulance Assistant Certificate with registration with the HPCSA as Basic Life Support Practitioner. C1 or higher driver’s licence. Valid Professional Driver’s Permit for transport of passengers. Must be willing to work shifts including night shifts.

DUTIES
:
Responsible for the treatment for the treatment within the scope of practice of Basic Life Support Practitioner and transport of patients as part of the Planned Patient Transport system under Emergency Medical Services. Responsible for care of equipment and vehicles used for Planned Patient Transport. Provide emergency medical assistance & other duties required by the directorate.

ENQUIRIES
:
Mr. C. Theu Tel: (011) 355 3251/ 082 465 7832

CLOSING DATE
:
21 June 2007

POST 24/119
:
ADMINISTRATION CLERK (2 POSTS) REFNO: 70042997

SALARY
:
R 54 222 per annum (plus Benefits)

CENTRE
:
Central Office, Johannesburg

REQUIREMENTS
:
A Grade 12 certificate, computer literate. Good communication, organisational and interpersonal skills. Able to work under pressure, to work in a team, gather information and have very basic analysis skills.

DUTIES
:
Perform routine and complicated administrative duties e.g. typing, faxing, e-mailing etc. Appropriately classify, file and maintain all the relevant documentation for the directorate. Assist with all procurement, receiving and issuing of material and equipment. Manage and maintain confidentiality of documents efficiently and effectively. Manage the reception area of the directorate. Schedule appointments, workshops and meetings. Organize all invites, equipment, transport, catering etc. Gather, capture and report on relevant data from institutions. Completion of all documents for payment of services offered to the directorate

ENQUIRIES
:
Dr Claude Mondzanga Tel: (011) 355 3890

CLOSING DATE
: 
21 June 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
:
27 June 2007

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

MANAGEMENT ECHELON

POST 24/120
:
PRINCIPAL STATE LAW ADVISER REF NO.70043051



Chief Directorate: State Law Advice

SALARY
:
R502 725 per annum (An all-inclusive remuneration package)

CENTRE
:
Johannesburg

REQUIREMENTS
:
An appropriate recognised LLB degree and/ or equivalent qualification in Law and must be admitted to practice as an advocate or attorney. Extensive knowledge of and appropriate experience in the administration of law, especially in legislative drafting, is essential, Proven leadership abilities, written communication, research, advocacy, presentation and strong people skills.  Proven management capability and strategic leadership

DUTIES
:
The incumbent of the post will be responsible for the following: Research, interpret and consult with the relevant clients to draft and edit new legislation or amend existing legislation and subordinate legislation; verify the constitutionality of legislation and consistency of legislation with existing national and provincial legislation and policies;  Ensure that legislation is drafted in simple and user friendly language;  Ensure that tasks are completed timeously and opinions are well researched and interpretation is substantiated.  Ensure that the interests of the Office of the Premier are protected through effective contracting.  Monitor litigation in the Province to ensure that no adverse procedural consequences are encountered by the Province.  Responsible for the effective management and functioning of the Unit in as far as it relates to the functional work of the Unit.

ENQUIRIES
:
Mr. G Kuit: Telephone no:  (011) 355-6275/4

CLOSING DATE
:
TBA by GCCS

NOTE
:
Appointment to the signing of a performance agreement contract.The successful candidate will be required to submit to a security clearance check. Candidates may be required to complete an assignment that will be considered in appointment. Competency assessments will also be undertaken of all short listed candidates and preferably  a female candidate will be appointed.

ANNEXURE Q
PROVINCIAL ADMINISTRATION: KWA ZULU NATAL

DEPARTMENT OF ECONOMIC DEVELOPMENT

The Department of Economic Development is an equal opportunity, affirmative action employer.  It is our intention to promote representivity (race, gender and disability) in the Department through the filling of these posts. The candidature of person whose appointment/promotion/transfer will promote representivity will receive preference.  An indication in this regard will facilitate the process of applications. Our core business is to unlock the Economic potential in the Province of Kwa-Zulu Natal. Become part of this Winning Province by joining our team! Applications are invited from suitably qualified and experienced persons for filling the following positions.

APPLICATIONS
:
Forward your application, quoting the relevant reference number and the name of the publication in which you saw this advertisement to: The Head, Department of Economic Development, Private Bag X001, Bishopsgate, 4008

FOR ATTENTION
:
Ms. S. Sithebe

CLOSING DATE
:
06 July 2007

NOTES
:
Location: The Department is currently located in Durban however it is currently arranging to relocate to Pietermaritzburg. Successful appointments will be made on this basis. All information submitted will be treated as confidential. The Department reserves the right to withhold the filling of the abovementioned post at anytime prior to an appointment being made. All applications must be submitted on Form Z83 obtainable from any Public Service department, and be accompanied by certified copies of qualifications, Identity Document, Driver’s Licence, and a comprehensive CV. Should an applicant be in possession of a foreign qualification it must be accompanied by an evaluation certificate from the South African Qualification Authority (SAQA). Applicants’ educational qualifications will be verified and references will be checked. Candidates are encouraged not to send their applications through registered mail, as the Department will not take responsibility for non-collection of those applications. Interested persons may contact the above relevant person next to the posts for further information. Due to the anticipation of the volume of applications we will receive in response to this advertisement, correspondence will be limited to short-listed candidates only. Should you not hear from us within two months of the closing date of this advertisement, please accept that your application was unsuccessful. Applicants are informed that applications, copies of qualification and CV’s will not be returned. NB: Fax, e-mail, incomplete and late applications will not be considered. It is the responsibility of the candidates to ensure that their applications reach the Department timeously. Applications may only be posted or hand-delivered to 1st Floor, 101 The Marine Building, 22 Gardiner Street, DURBAN.

OTHER POSTS

POST 24/121
:
DEPUTY MANAGER: LOCAL ECONOMIC EMPOWERMENT (REF: L1/07)

SALARY
:
R343 257 (inclusive package) p.a. The total salary package includes basic salary, State’s contribution to the Government Employees Pension Fund (13%), and a flexible portion. The members on this salary level has to structure their basic salary either at 76% (set-1) or 70% (set-2) of the total package)

REQUIREMENTS
:
An appropriate Bachelors degree/ national diploma or equivalent qualification with majors in Economics, Development studies, Commerce, Planning or Business Administration, plus 3 years relevant experience; and a valid drivers licence. A postgraduate qualification would be an added advantage. (NB’ a person to be appointed on this position should be willing to travel). Competencies Required: Broad knowledge of development/economics, development facilitation and management, project management, business planning, advanced financial management.  Computer literacy, negotiation skills marketing, networking skills, strategic thinking, and report writing, people team management and presentation skills. Ability to communicate at all levels.

DUTIES
:
Key Responsibilities: The incumbent will be required to: (conduct workshops/seminars/meetings related to economic development in the district/s ( stimulate awareness of provincial and national government economic development priorities, programmes and projects with all local stake-holders with regard to economic development ( identify and package sustainable economic development projects ( facilitate and establish project and program based partnerships for economic development ( provide technical support to beneficiaries and potential beneficiaries of the LED programme and ensure compliance with the EU’s (European Union) procurement policies and procedures and /or provincial government procurement policies and procedures (  prepare Terms of Reference and contract documentation for projects to be funded by provincial government ( participate in the Department’s Tender processes where relevant ( manage and administer the work of contracted Service Providers where relevant  ( take responsibility for quality control of project based outputs (i.e. Review reports and apply proper measurement standards) ( prepare reports and provide input into reports/plans for senior management, portfolio committees and the media where relevant ( monitor project progress in order to determine the achievement of outputs agreed to ( work with the contracted LED Technical Team and Local Area counterparts where relevant ( provide inputs into budgeting processes and financial reporting.

ENQUIRIES
:
Mr. R. Persad, Tel No: (031) 310 5409

POST 24/122
:
DEPUTY MANAGER: EMPLOYEE ASSISTANT PROGRAMME (L2/07)

SALARY
:
R343 257 (inclusive package) p.a. The total salary package includes basic salary, State’s contribution to the Government Employees Pension Fund (13%), and a flexible portion. The members on this salary level has to structure their basic salary either at 76% (set-1) or 70% (set-2) of the total package)

REQUIREMENTS
:
An appropriate Bachelor’s degree or equivalent qualification in Clinical Psychology or Social Work, and registration with the relevant Professional Council for Clinical Psychologist or Social Work coupled with relevant experience in clinical/Social Work counselling. Competencies Required: Knowledge and an understanding of the new regulatory framework for the Public Service. Proven managerial skills, Good understanding of Human Resource policies, computer literacy, Good report writing, Presentation and project management skills. Ability to interact with people at all levels. Advanced knowledge and experience in HIV/AIDS, (Analytic and innovative thinking (Ability to design, interpret and apply policy (Cross-functional awareness (Problem solving and correct judgement.

DUTIES
:
Key Responsibilities: (Plan and co-ordinate Employee Assistant Programmes in the Department (Plan and co-ordinate events within the Department to create awareness and commemorate significant days in the year such as World Aids Day, Women’s Day and Youth (Develop, analyze and implement policies relating to Employee Assistant Programmes in the Department to enhance the well being and performance of the Department (Plan, co-ordinate and upgrade operational strategies relating to HIV/AIDS, Gender Empowerment, Disability Management, Good Governance and Youth Programmes (Prepare Business Plans for the Sub-Directorate and monitor budget levels (Provide counselling to the members of the Department in matters related to EAP (Conduct assessments and write relevant reports (Provide individual and group counselling.  (Develop and update the Departmental EAP protocol.

ENQUIRIES
:
Mr Logan Naidu, Tel: No: (031) 3105301

POST 24/123
:
DEPUTY MANAGER: INTERNAL CONTROL (REF L4/07)

SALARY
:
R289 635 (inclusive package) p.a. NB! The total salary package includes basic salary, State’s contribution to the Government Employees Pension Fund (13%), and a flexible portion. The members on this salary level has to structure their basic salary either at 75% (set1) or 70% (set2) of the total package)

REQUIREMENTS
:
An appropriate Bachelors degree with majors in Accounting and auditing or equivalent qualification. Candidates must have completed articles with an Accounting and Auditing firm. Knowledge: (Advanced knowledge of the Public Sector, advanced knowledge and experience in Internal Auditing; 4 years experience and 3 years junior management (Advanced knowledge of internal control standards, ethics and practices; Knowledge and an understanding of the new regulatory framework for the Public Service e.g. PFMA, Public Service Regulations, National and Provincial Treasury Regulations, policies, prescripts and instructions and relevant statutory provisions, Broad knowledge of the Public Service Systems (e.g. BAS, PERSAL) systems Preferential Procurement Policy Framework Act and Regulations as well as Departmental information systems and database; Broad knowledge of project management, business planning, financial management Skills: Good communication skills: ability to communicate at all levels (written and verbal) Computer literate, strategic thinking, report writing, people team management, well developed research skills, presentation skills; good interpersonal and analytical problem solving and innovative thinking, planning organizational skills and sound managerial skills. Communication: (Written & Verbally) Ability to communicate at all levels: Provincial Departments, Senior Management and members of the Department.

DUTIES
:
Key Responsibilities: The incumbent will be required to: (Coordinate and conduct Internal Control services to the Department (Ensure proper management of audit assignments within the budgetary and time parameters (Ensure efficient and effective utilization of resources on audit assignments (Prepare an initial evaluation of audit scope of operational systems (Handle all departmental audit queries and report to the management thereof (Conduct research, gather and analyse audit information (Development and maintenance of a three year rolling audit programme (Coordination and management of the audit planning phase (Audit reports and the implementation of all Internal Control Compliance Committee (ICCC) (Serving on various relevant committees e.g. Tender Evaluation Committee and Transport Committee (Management of resources. NB: In terms of Departmental Employment Equity Plan, preference will be given to women candidate.

ENQUIRIES
:
MR S.J. Wust, Tel No: (031) 3105312

POST 24/124
:
SENIOR SECRETARY GRADE II: INTEGRATED BUSINESS SUPPORT (REF. L3/07)

SALARY
:
R79 407 per annum
REQUIREMENTS
:
Applicants must have a Senior Certificate/Secretarial Diploma or equivalent qualification coupled with extensive practical secretarial experience (at least 3-5 years relevant secretarial experience). Possession of a National Secretarial Diploma will be an advantage.  Computer literacy is a prerequisite.  The basic principles of Public Relations are also required. Competencies required:  Knowledge of the utilisation of Computer software packages e.g. MS Word, PowerPoint, MS Excel, E-mail and Internet Office (Telephone etiquette (Document tracking (Administrative Practices (Conference and Meeting Procedures, Excellent organising skills, Numeracy skills, Excellent interpersonal and communication (written and verbal) skills (Ability to maintain a high level of confidentiality. Candidates must be self-driven, motivated, results oriented and professional.

DUTIES
:
Key responsibilities include: (Provide secretarial functions to the Manager through organizing the Manager’s affairs: by maintaining and organizing the diary to arrange and prioritise meetings, confirming appointments and reminding the Manager of engagements ( typing submissions and other documents (arrangement of transport and accommodation (arrange for dissemination of information during meetings (copy and circulate information on behalf of the Manager (provide administrative support to the Manager through ensuring the updating and safekeeping of all records, duplication of documents, office provisioning, management of telecommunication system, receiving correspondence through fax and e-mail (follow up on all correspondence and files sent out of the office for reply / approval (answering and making telephone calls on behalf of the Manager and canalising telephone calls to the relevant officials (Assist the Manager by sourcing relevant information (Receive visitors (perform a variety miscellaneous catering and administrative tasks.  

ENQUIRIES
:
MR TC Mtshali, Tel No: 031-3105379

PROVINCIAL TREASURY

The KwaZulu-Natal Provincial Treasury is an equal opportunity, affirmative action employer. As such, it is our intention to promote and uphold representivity in the Department in terms of race, gender and disability.

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

FOR ATTENTION
:
Ms N Dubazane

CLOSING DATE
:
29 June 2007

NOTE
:
Applications must be submitted on the prescribed application form, Z83, obtainable from any Public Service Department and must be accompanied by certified copies of qualifications (including senior certificate) and comprehensive Curriculum Vitae. Applications that do not comply with these instructions will not be considered.

OTHER POST

POST 24/125
:
ASSISTANT MANAGER: SUPPLY CHAIN MANAGEMENT: SUPPORT (REF NO KZNPT 07/39)

SALARY
:
R146 685 per annum

REQUIREMENTS
:
A relevant degree or National Diploma in SCM or Commerce. 2 to 3 years administrative experience in a Public Sector Supply Chain Management environment. Key Performance Areas: Render support and guidance to Departments and Municipalities with regards to the implementation and maintaining of SCM. Conduct SCM support needs assessments at provincial and local government level in order to ensure effective and efficient rendering of SCM support. Collect PPOs, Procurement Plans and Monthly Reports from departments and Prepare Quarterly reports for National Treasury. Coordinate SCM training for Departments and Municipalities. Supervise subordinates. Preferences will be given to African Females, Males and people with disabilities who meet the requirements.

DUTIES
:
Knowledge and skills: Thorough knowledge and understanding of Supply Chain Management / procurement in the Public Sector. Knowledge of applicable SCM legislative frame work including but not limited to Treasury Regulations, PFMA, MFMA and BBBEE Act. Good communication, interpersonal, interpretation of legislation and computer skills.

ENQUIRIES
:
Ms JN Msutu (033) 897 4292

ANNEXURE R
PROVINCIAL ADMINISTRATION: NORTHERN CAPE

DEPARTMENT OF HEALTH

APPLICATIONS
:
Deputy Director General, Department of Health, Private Bag X5049, Kimberley, 8300

FOR ATTENTION
:
Ms Z P P Tantsi

CLOSING DATE
-
29 June 2007

NOTE
:
In line with Employment Equity, women and disabled persons are encouraged to apply. Applications must be submitted on Z.83 Form obtainable from any Public Service Department and should be accompanied by certified copies of qualifications.  Please forward your application together with your Curriculum Vitae, stating the reference number and the post for which you apply, to the under-mentioned address. Please ensure to include references and their contact details (telephone and fax numbers as well as e-mail address).  No fax or e-mail applications will be accepted.  Applications received after the closing date will not be considered. All applicants please note that should written notification not be received within six (6) weeks of closing date of post/s, it can be assumed that short-listing, interviews and appointments have already been carried out. All applicants are subject to security vetting.  The Department reserves the right not to fill the post.

OTHER POSTS

POST 24/126
:
STATE ACCOUNTANT: FINANCE (4 POSTS)
SALARY
:
R122 841 per annum

CENTRE
:
Frances Baard District (1 Post) Ref No: H07/139



Pixley Ka Seme District (1 Post) Ref No: H07/140



Siyanda District (1 Post) Ref No: H07/141



Namaqualand District (1 Post) Ref No: H07/142

REQUIREMENTS
:
An appropriate Bachelor’s Degree or National Diploma in Commerce/Economics/Finance with between 2 and 5 years financial experience. Knowledge and understanding of the Public Finance Management Act (PFMA) and Treasury Regulations. Knowledge of the BAS will be highly recommended.  Computer literacy is essential. A valid Code 8 driver’s licence.

DUTIES
:
Control suspense account and debt management accounts. Assist with preparation of district budgets (MTEF) and journalizing individual debtors transactions. Assist in providing budgetary and expenditure control services. Assist in co-ordinating effective management of revenue. Ensure proper processing of supplier payments. Compile reports in regard to assets and property management. Perform other finance duties as delegated from time to time.

ENQUIRIES
:
Mr D Gaborone, Tel. (053) 8300 505

POST 24/127
:
SENIOR ADMINISTRATION OFFICER: ACQUISITION MANAGEMENT REFERENCE: H07/132

SALARY
:
R122 841 per annum

CENTRE
:
Provincial Office 

REQUIREMENTS
:
Tertiary qualification or equivalent.  Between 2 and 5 years relevant experience in a procurement environment. Administrative skills. A valid Code 08 driver’s licence. Competencies:  Knowledge of Supply Chain Management governing framework. Planning and organizing skills. Good communication (written and verbal) skills. Management and finance skills.  Ability to work independently and under pressure.

DUTIES
:
Compile and draft reports and submissions. Provide support to providers of goods and services including internal clients. Provide support to the Department’s Bid Committee. Invite bids and quotations. Verify specifications and advise and support the Department. Manage risks and personnel.

ENQUIRIES
:
Mr M Mlatha, Tel. (053) 8300 509

POST 24/128
:
SENIOR ADMINISTRATION OFFICER: DEMAND MANAGEMENT REFERENCE: H07/133

SALARY
:
R122 841 per annum

CENTRE
:
Provincial Office 

REQUIREMENTS
:
A relevant tertiary qualification or equivalent. Between 2 and 5 years experience in a procurement environment. Data gathering and administrative background. Competencies: Knowledge of government’s Supply Chain Management governing framework, related legislation and policies.  Data gathering.  Planning and organizing skills. Good communication (written and verbal) skills. Ability to work independently and under pressure.

DUTIES
:
Ensure compliance with Supply Chain Management and Preferential Procurement Policy Act. Ensure that providers of goods and services are registered on data base of suppliers.  Provide market and needs analysis. Drafting of specifications and commodity analysis. Administrative support to Bid Committees.  Advise manager and manage personnel.

ENQUIRIES
:
Mr M Mlatha, Tel. (053) 8300 509

POST 24/129
:
SENIOR ADMINISTRATION OFFICER: HUMAN RESOURCE DEVELOPMENT

SALARY
:
R122 841 per annum

CENTRE
:
Pixley Ka Seme District Ref No: H07/123



Siyanda District Ref No: H07/124

REQUIREMENTS
:
The successful candidate must be in possession of an appropriate Bachelors Degree or an equivalent qualification. Between 2 to 5 years experience.  A sound knowledge and understanding of the relevant legislation such as Skills Development Act, Skills Development Regulations and Levies Act,  SAQA Act and  Employment Equity Act.  A sound understanding of the theory and principles of Education, Training and Development, NQF, SETA and ETQA requirements and functioning.   The ability to network and liaise with managers and stakeholders at all levels in order to further the objectives of the component.  Be able to draft strategic, operational plans as well as budgets and business plans for training programmes.  Be able to evaluate and manage quality management systems for skills development.  Effective management and leadership skills in the provision of training and development programmes.  Have good communication and facilitation skills. Be motivated, customer focused, analytical and willing to take an initiative.

DUTIES
:
The successful candidate will have the following duties/responsibilities :  Developing, co-ordinating and facilitating training programmes within the Complex.  Managing Education, Training and Development needs assessment.  Developing a Workplace Skills Plan and manage its implementation.  Co-rdinating Professional Development, In Service Training and the Mentoring Programme.  Providing strategic direction and support for Nursing and all other professions.  Developing and monitoring major initiatives in recruitment and retention of professional personnel and improve their working lives.  Conducting research and advise on training techniques.  Developing Training Policies and monitoring implementation of such Policies.  Facilitate Induction and Orientation programmes for new and current employees. Developing and implementing tools to measure the effectiveness of Human Resource Development interventions.  Any other duties/ responsibilities incidental thereto.

ENQUIRIES
:
Pixley Ka Seme District – Ms M Eckard, Tel. (053) 631 1575/6



Siyanda District – Ms M Cloete, Tel. (054) 331 2120

POST 24/130
:
CHIEF PERSONNEL OFFICER REFERENCE: HO7/126



Directorate: Human Resource Management

SALARY
:
R122 841 per annum

CENTRE
:
Namaqualand District 

REQUIREMENTS
:
The successful candidate must have a three year tertiary qualification in Human Resource Management or Matric coupled with a minimum of ten years experience.  Knowledge of the Job Evaluation System, PERSAL System, Performance Management, Labour Relations Act, Employment Equity Act, Public Service Act and Regulations. The following will be recommended: Good interpersonal liaison and communication (written and verbal) skills. A good understanding of PERSAL Administration.

DUTIES
:
The successful candidate will be responsible for the following: Manage and maintain a Personnel Information System and supervise staff who work on PERSAL on a daily basis.  Ensure that PERSAL  is updated and that Personnel files meet required standards set by the NMIR.  Ensure follow-up on PERSAL messages and reports. Assist Human Resource Development in identifying training needs relating to PERSAL.  Ensure maximum level of confidentiality in the office. Provide management with reports regarding the status of personnel files. Assist in the co-ordination, development and implementation of Human Resource Management policies within the District. Provide information, guidance, assistance and training to managers and other relevant stakeholders. Rendering support in recruitment and selection of personnel. Co-ordinate implementation of Performance Management System.  Co-ordinate all PERSAL functions. Assist in the compilation of Human Resource plans, affirmative action plans and employment equity plans for the District.  Any other duties or responsibilities incidental thereto.

ENQUIRIES
:
Ms J J M Loots, Tel. (027) 712 1601/3

POST 24/131
:
PERSONAL ASSISTANT: SUPPLY CHAIN MANAGEMENT REFERENCE: H07/131
SALARY
:
R98 916 per annum

CENTRE
:
Provincial Office

REQUIREMENTS
:
Appropriate tertiary qualification with five years experience. Excellent communication skills (verbal and written). A high level of computer literacy in MS Word, MS Excel, MS PowerPoint, GroupWise, Internet and Intranet. Excellent administrative skills (planning, organizing and co-ordination) and project management skills. Good interpersonal and public relations. It will be advantageous for applicants to be experienced and efficient in shorthand.

DUTIES
:
Act as personal assistant to the line manager concerned. Execute administrative and logistical duties rendered by said office. Assist in project management in the office. Render the following administrative and support duties: Handling of correspondence. Taking of minutes of Bid Committees and in the office. Draft submissions. Record-keeping. Making travelling arrangements. Report writing and analysis. Organising meetings and workshops. Preparation of presentations.  Liaison with internal and external stakeholders. Recording of office spending as well as co-ordination of all the activities falling under the Office.

ENQUIRIES
:
Mr M Mlatha, Tel. (053) 830 0509 

ANNEXURE S
PROVINCIAL ADMINISTRATION: WESTERN CAPE

DEPARTMENT OF HEALTH

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

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

MANAGEMENT ECHELON

POST 24/132
:
CHIEF DIRECTOR



(Note: The post will be filled on a permanent basis on or after 1 October 2007, after the current incumbent’s contract had ended on 30 September 2007.)

SALARY
:
Remuneration package: R591 510 per annum (a portion can    be structured according to the individual’s personal needs).

CENTRE
:
Groote Schuur Hospital, Observatory
REQUIREMENTS
:
Specific qualifying requirements: An appropriate Business or Health Management degree. Proven extensive experience in hospital/ health management and/ or management at senior level. Knowledge of health services and current relevant legislation. Experience in health management in a tertiary care environment. The ability to function effectively at a senior level. Commitment to implementing Provincial Health Plan. The person appointed to this position will be subjected to a security clearance and possibly a competency assessment test. Appointment will be subject to the signing of a performance agreement and an employment contract.

DUTIES
:
Key performance areas: Performing functions of the Chief Executive Officer of Groote Schuur Hospital. Strategic and overall management of the hospital in terms of the applicable legislation and responsible for service delivery, corporate and clinical governance, financial, human resource, information and procurement management. Determining policies and practices regarding the admission, treatment and discharge of patients within the limits of available resources and the objectives of National and Provincial Health policies. Management of the interface with institutions of higher education to ensure adequate provision for training within the limits of the approved financial framework and in terms of the agreement between the Provincial Government and the Institutions of Higher Education. Implementation of the Comprehensive Service Plan and the establishment of a single tertiary platform. Determining operational policy regarding academic activities conducted at the hospital. Corporate responsibility within the department.

ENQUIRIES
:
Dr Beth Engelbrecht, tel. no. (021) 483-3478
APPLICATIONS
:
The Director, Human Resource Management, Department of Health, PO Box 2060, Cape Town, 8000. 

FOR ATTENTION
:
Mr G Limby/Ms G Abrahams

CLOSING DATE
:
6 July 2007
OTHER POSTS

POST 24/133
:
CHIEF CLINICAL TECHNOLOGIST (CARDIOVASCULAR PERFUSION)

SALARY
:
R146 685 per annum

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

REQUIREMENTS
:
Registration with the Health Profession Council of South African as Clinical Technologist in Cardiovascular Perfusion: Independent Practice. Relevant appropriate experience in Cardiovascular Perfusion. Recommendations: Appropriate experience in paediatric perfusion and specialised perfusion techniques. B.Tech degree. Computer literacy. The ability to work under pressure and in a team.

DUTIES
:
Operation of the heart/lung machine and related accessories (cell saving devices, intra-aortic balloon pump, LV assist devices, etc). Assistance with administrative duties (unit supervision experience will be advantageous). Shared on-call system within the Cardiothoracic perfusion covering both Groote Schuur Hospital  and Red Cross Children’s Hospital. Oversee practical and theoretical training of student Perfusionists. Supervise Junior and/or student Perfusionists.

ENQUIRIES
:
Mr A Kopper, tel.no (021) 404-5114/5029 cell: 072 611 8094, e-mail: Andre.Kopper@uct.ac.za
APPLICATIONS
:
The Chief Executive Officer: Red Cross War Memorial Children’s Hospital, Private Bag X5, Rondebosch, 7700.

FOR ATTENTION
:
Mr GH van Rooyen

CLOSING DATE
:
29 June 2007

POST 24/134
:
SENIOR RADIOGRAPHER
SALARY
:
R 98 916 per annum plus a non-pensionable scarce skills allowance of 10% and a non-pensionable rural allowance of 12% of basic annual salary.

CENTRE
:
Vredenburg Hospital, Vredenburg



(West Coast/Winelands Region) 

REQUIREMENTS
:
Registration with the Health Professions Council of South Africa as Radiographer. National qualification in Radiography. Recommendations: Ability to work independently. Good communication skills. Basic computer literacy. Maintain confidentiality. Willingness to be on call after hours. Working as part of a multi-disciplinary team.

DUTIES
:
Rendering a Radiographic support service. Radiography of adult and paediatric patients. Optimal use and care of equipment and quality control. Assistance with in service training. Participation in Continuous Professional Development activities. Effective and efficient patient care. Accurate record keeping. Providing daily clinical information to the supervisor.

ENQUIRIES
:
Dr NDG Fortuin, tel. no. (022) 709-7288. 

APPLICATIONS
:
The Medical Superintendent, Vredenburg Hospital, Private Bag X3, Vredenburg, 7380.

FOR ATTENTION
:
Ms A Hall

CLOSING DATE
:
6 July 2007
POST 24/135
:
DRIVER (HEAVY DUTY)
SALARY
:
R 46 200 per annum 

CENTRE
:
Stikland Hospital, Bellville (Associated Psychiatric Hospitals)
REQUIREMENTS
:
Junior (or equivalent) Certificate. Valid driver’s licence (code C1). Valid Public Driver’s Permit (PDP). Recommendations: The ability to work shifts as well as stand by duties after hours and during public holidays. Good communication skills. Adherence to safety regulations. The ability to perform routine tasks. The ability to work as part of a team.

DUTIES
:
Transporting linen, laundry and laundry staff. Assist with transport of store deliveries to wards. Transport of patients, staff and goods in and outside the hospital.

ENQUIRIES
:
Mr AJ Basson, tel. no. (021) 940-4427

APPLICATIONS
:
The Senior Medical Superintendent, Stikland Hospital, Private Bag X13, Bellville, 7535.

FOR ATTENTION
:
Ms K Vries
CLOSING DATE
:
6 July 2007
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