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DATE OF ISSUE: 10 AUGUST 2007

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

PUBLIC SERVICE VACANCY CIRCULAR NO 32 OF 2007

1.
Introduction

The aim of this Circular is not only to distribute advertisements of vacancies to Departments and employees throughout the Public Service, but also to facilitate the redeployment of employees who have been declared in excess in terms of PSCBC Resolution 7 of 2002.

1.2
As regards the latter issue, Departments/Provincial Administrations and Components are called upon to give preference to employees who have been declared in excess in the filling of vacancies, if they apply.

2.
Directions to candidates

2.2 Applications on form Z83 with full particulars of training, qualifications, skills, competencies, knowledge and experience (on a separate sheet if necessary or a CV) should be forwarded to the department/administration component in which the vacancy/vacancies exist(s).

2.3 Applicants must indicate the reference number of the vacancy in their applications.

2.4 Applicants requiring additional information regarding an advertised post, must direct their enquiries to the department/provincial administration / component where the vacancy exists.

2.5 Applications should be forwarded in time to the advertising department since applications received after the closing date referred below will not be accepted.

2.6 Considering the aim of this circular (see paragraph 1.1 above), advertisements contained herein are meant for the attention/perusal of serving employees only. Persons not employed in the Public Service may thus not apply for the vacancies advertised in this circular, except if the relevant department has extended the scope of its recruitment initiative to persons not employed in the Public Service, in which case a vacancy will have been advertised through other means such as the media. (Clarity in this regard can be obtained from the relevant advertising department provincial administration / component).

3. Directions to departments/provincial administrations/components

3.1 The contents of this Circular must be brought to the  attention of all employees.

3.2
Special attempts must be made to ensure that excess employees are informed of the advertised vacancies. Potential candidates from the excess group must be assisted in applying timeously for vacancies and attending where applicable, interviews.

4. Directions to departments provincial administrations/components in which vacancies exist

4.1 In respect of vacancies that have been identified to promote representativeness, the measures contained in Chapter 1, Part III. D2 of the Public Service Regulations, 2001 must be complied with. The advertisements of such vacancies should state that it is intended to promote representativeness through the filling of the vacancy and that the candidature of persons whose transfer/promotion/appointment will promote representativeness, will receive preference.

4.2 The selection of candidates should be done with due regard to the relevant measures contained in Chapter 1, Part VII. D of the Public Service Regulations, 2001

CLOSING DATE
:
Except where otherwise stated, the closing date for all the posts advertised in this Circular is 10 SEPTEMBER 2007

AMENDMENT
:
Department of Minerals And Energy: Please note that the post Deputy Director; Economic Development Post 31/25 is on salary level 11 i.e. R311 358 not level 12 as previously advertised. We apologise for the inconvenience caused.
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ANNEXURE A

DEPARTMENT OF AGRICULTURE

NOTE
:
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 • 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.
OTHER POSTS

POST 32/01
:
OPERATIONAL PLANNING CO-ORDINATOR (REF. 361/2007)
Directorate: Strategic Planning
SALARY
:
All Inclusive package of R311 358 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate B.Sc. or B.Commerce Degree ● An intensive knowledge of governmental planning systems ● Fair understanding of the Agricultural sector dynamics and current challenges ● Experience in the area of strategy development and management ● Knowledge of: Agricultural policies and programmes ● Programme management system and support ● Relevant government policies and regulations ● Financial Management ● Management principles ● Policy formulation and development ● Report writing ● Creativity, Problem solving, Interpersonal skills, Liaison, Networking, Presentation and Computer literacy (MS Office) ● Valid driver’s licence.

DUTIES
:
Facilitate the alignment of provincial and national strategic plans with the sector strategy ● Provide a national policy framework to effect cooperation and co-ordination between the Department of Agriculture, PDAs, and Associated institution ● Facilitate information flows between Department of Agriculture PDA and the sector ● Develop and review planning indicators and ensure all outputs are linked to indicators ● Manage and co-ordinate strategic and operational planning sessions for Department of Agriculture directorates ● Facilitate strategic and operational planning sessions ● Co-ordinate the alignment of the strategic and operational planning sessions with the planning cycle ● Develop guidelines for strategic interventions and implementation and management thereof ● Develop generic guidelines for strategy interventions ● Supervise employees.

ENQUIRIES
:
Mr. R. Seleke, Tel. No. 012-319-8469

APPLICATIONS
:
ITP Response Handling, P.O. Box 14587, Lyttleton, 0140 or phone 0860-103-113. You may make telephonic enquiries, wherein you confirm receipt of your application, before the specific closing date.
CLOSING DATE
:
20 August 2007.
POST 32/02
:
OCCUPATIONAL HEALTH AND SAFETY COORDINATOR (REF. 355/2007)
Directorate: Human Resources Management
SALARY
:
R157 686 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Three-years Diploma/Degree in Environmental Health and Safety, appropriate work experience in Occupational Health and Safety ● Knowledge of OHSA, COIDA and other related legislation ● A valid driver’s licence ● Able to travel extensively.

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

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

CLOSING DATE
:
20 August 2007.
NOTE
:
This is a re-advertisement of Ref. 183/2007 and candidates who previously applied for this post are requested to re-apply.

POST 32/03
:
SENIOR ADMINISTRATIVE OFFICER (REF. 356/2007)
Directorate: Education, Training and Extension Services
SALARY
:
R132 054 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Degree or recognised three-years Diploma or equivalent qualification with extensive relevant experience ● Financial and procurement Management ● Valid driver’s licence and computer skills ● Relevant working experience.

DUTIES
:
Render an effective and efficient office administrative and support service to the directorate ● Effective and efficient office administration and information management ● Render an effective and efficient Human Resources Management to the directorate ● Management of training needs for the directorate ● Financial (Directorate Budget), Supply Chain and Asset Management for the directorate ● Management of Stationary.

ENQUIRIES
:
Mr. J. Kgobokoe, Tel. No. 012-319-7028

APPLICATIONS
:
ITP Response Handling, P.O. Box 14587, Lyttleton, 0140 or phone 0860-103-113. You may make telephonic enquiries, wherein you confirm receipt of your application, before the specific closing date.
CLOSING DATE
:
20 August 2007.
POST 32/04
:
SENIOR ADMINISTRATIVE OFFICER (REF. 360/2007)
Directorate: Agricultural Product Inspection Services
SALARY
:
R132 054 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Three-years Bachelor's Degree or equivalent qualification ● Relevant appropriate experience in Budgeting, Supply Chain Management, Registry services, Foreign visits ● Knowledge of the PFMA ● Computer Literate in MS Word and Excel ● Liaise with outside companies and archives ● Conduct conflict management.

DUTIES
:
Draft operational budget for Directors' Office and Division Administration ● Procurement for Directors' Office and Division Administration ● Registry Services ● Asset control for Directors' Office and Division Administration ● Driver's support ● Messenger services ● Operator - Fax machines and photocopy machines, Cleaning services ● Foreign visit arrangements and related matters ● Supervisory responsibilities.

ENQUIRIES
:
Ms. M.J. Nell, Tel. No. 012-319-6354
APPLICATIONS
:
ITP Response Handling, P.O. Box 14587, Lyttleton, 0140 or phone 0860-103-113. You may make telephonic enquiries, wherein you confirm receipt of your application, before the specific closing date.
CLOSING DATE
:
20 August 2007.
POST 32/05
:
TRAINING ADVISOR (REF. 357/2007)
Directorate: Human Resources Management
SALARY
:
R106 335 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Degree or Diploma in Human Resource Development or equivalent qualification and appropriate experience in training and development.  Computer literacy In MS Word, MS Excel and Power Point ● Good presentation, interpersonal, communication (verbal and written) and above average planning and organising skills ● Be able to work independently and under pressure ● Knowledge of the relevant legislations (Skills Development Act, Skills Development Levies Act, National Skills Development Strategy, Employment Equity Act, Basic Condition of Employment Act and Labour Relations Act) ● An understanding of the Public Service Regulations ● Valid driver’s licence or obtain it six months after the appointment ● Willingness to travel.

DUTIES
:
Assist in establishing and monitoring ABET centres/programs ● Co-ordinate the Orientation programme ● Co- ordinate short courses ● Assist with the compilation of the Workplace Skills Plan, the training reports and co-ordinate learnership ● Conduct research.

ENQUIRIES
:
Mr. R.S. Mphiwa, Tel. No. 012-319-8211

APPLICATIONS
:
ITP Response Handling, P.O. Box 14587, Lyttleton, 0140 or phone 0860-103-113. You may make telephonic enquiries, wherein you confirm receipt of your application, before the specific closing date.
CLOSING DATE
:
20 August 2007.
NOTE
:
This is a re-advertisement of Ref. 244/2007 and candidates who previously applied for this post are requested to re-apply.

POST 32/06
:
CHIEF ACCOUNTING CLERK (REF. 359/2007)
Directorate: Finance,
SALARY
:
R106 335 per annum

CENTRE
:
Pretoria

REQUIREMENTS 
:
A Grade 12 Certificate or equivalent Certificate with accounting as a subject plus relevant experience in a government financial environment ● Computer literacy (MS Office) ● Basic Accounting System (BAS) ● Good verbal and written communication skills ● Strong sense of responsibility and the ability to work independently ● Proficiency in accounting principles and practical techniques ● The field of debtor administration ● Sound knowledge of the PFMA and Treasury Regulations ● Leadership ability and problem solving.

DUTIES 
:
Administer debtor accounts ● Recovery of debt accounts ● Monthly reporting and statistics ● Manage employees.

ENQUIRIES 
:
Ms. F. Viljoen, Tel. No. 012-319-6932

APPLICATIONS
:
ITP Response Handling, P.O. Box 14587, Lyttleton, 0140 or phone 0860-103-113. You may make telephonic enquiries, wherein you confirm receipt of your application, before the specific closing date.
CLOSING DATE
:
20 August 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
:
Correspondence will be limited to successful candidates only. If you have not been contacted within 3 months after the closing date of this advertisement, please accept that your application was unsuccessful.

MANAGEMENT ECHELON

POST 32/07
:
DIRECTOR: Compliance MONITORING (THREE YEAR CONTRACT RENEWABLE BASED ON PERFORMANCE) (AP158/2007)
SALARY
:
Remuneration Package of R502 725  per annum (including basic salary (60% of package) State ‘s contribution to the Government Employee Pension Fund (15% of basic salary) and a flexible portion. the flexible  portion of the  package can be structured according to the individual ‘s personal needs.

CENTRE
:
PRETORIA

REQUIREMENTS
:
A bachelor’s degree or equivalent degree in natural sciences, environmental management or information management. Being a designated Environmental Management Inspector will be an added advantage. The incumbent should have the following knowledge: Environmental auditing procedures and methodologies, Information management and general management. The following skills are also essential: Government’s standard administrative procedures, project management, business planning and budgeting methodologies and ability to work with multi-skilled teams. Applicants should also have good interpersonal, communication and organising skills and be able to work under pressure. 

DUTIES
:
The successful applicant will be responsible for the following: Development and implementation of appropriate procedural systems and audit guidelines within the directorate to facilitate efficient and effective delivery of all directorate outputs.Assessing compliance monitoring through on-site inspections and audits of performance against prioritised aspects of environmental quality and protection related legislation and regulations. Developing information management systems that support inspection work and the management of emergency incidents. Ensuring efficient collection, collation, storage, sorting, analysis and reporting of data pertaining to compliance monitoring. Providing support to provincial and local government compliance inspection structures with a view to ensure government’s efficient and effective compliance monitoring.

ENQUIRIES
:
Mr Sonnyboy Bapela Tel: 012 310-3098

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

FOR ATTENTION
:
Mr B Mtombeni: Tel 012 310 3074

CLOSING DATE
:
29 August 2007

NOTE
:
The person appointed to this position will be subjected to Security clearance, the signing of a performance agreement and an employment contract. Applicants will be subjected to Competency assessment.

OTHER POSTS

POST 32/08
:
DEPUTY DIRECTOR: INDUSTRY SUPPORT (AP164/2007)
SALARY
:
Flexible remuneration package of R369 000 per annum. The flexible portion of the package can be structured according to the individual’s personal needs
CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Bachelors Degree or an equivalent qualification in environmental or engineering sciences. Appropriate experience in management and a working knowledge of environmental matters relating to pollution and waste management. S/he must have a sound understanding of the policy and legislative framework governing pollution and waste management, as well as experience of working with or in industry. A solid background in Project Management will be an added advantage. Skills required: Negotiation skills; Networking skills; Good interpersonal relations; Conflict management; Communication skill (written and verbal) Project management skills; Ability to work independently and 
efficiently under pressure; Ability to work to interact at all levels with internal and external stakeholders.

DUTIES
:
To provide support to industry on waste management planning. To promote information and awareness on the techniques, opportunities and benefits of cleaner production. To develop mechanisms for investigating and promoting cleaner technologies. To develop mechanisms to set and monitor targets for minimising waste and pollution at source. To promote and implement demonstration projects on cleaner production. To implement capacity building programmes for SMMEs for improved environmental performance. To facilitate information exchange between provinces / local government and industry. To promote green procurement by industry. To actively participate in government-industry forums and initiatives to promote the sound management of pollution and waste. To monitor and evaluate the impact of industry support initiatives. To manage projects within the Sub-Directorate. To manage stakeholder relationships. To establish and maintain internal controls reporting systems in order to meet performance goals. To provide support to cooperative governance structures and processes. To promote industry-government coordination on pollution and waste management. To provide support to key industry stakeholders on pollution and waste management.

ENQUIRIES
:
Mr R Moatshe Tel: (012) 310-3648

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

FOR ATTENTION
:
Ms P Diphaha fax: 012 320-2130 

CLOSING DATE
:
20 AUGUST 2007

POST 32/09
:
ASSISTANT DIRECTOR: EIM AGREEMENTS AND MEMORANDUMS OF UNDERSTANDING (MOU’S) (AP154/2007)

SALARY
:
R196 815per annum (Total Package of R269 042 conditions apply)

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Bachelor’s degree in environmental management or law or equivalent qualification and experience. Excellent interpersonal skills. Computer literacy. Strategic thinking skills. Conflict management skills. Public speaking and presentation skills. Excellent planning and organizational skills. Excellent verbal and written communication skills. Good understanding of environmental legislation specifically the National. Environmental Management Act, 107 of 1998 (Act. No 107 of 1998) and the Environment Conservation Act, 73 of 1989 (Act No 73 of 1989) and regulations promulgated in terms thereof. Ability and experience to interpret legislation.

DUTIES
:
The successful candidate will be required to facilitate the setting up cooperation mechanisms between DEA&T, environmental provincial departments and other national departments such as DME and DWAF. Identification of other institutions and instances where cooperation or features thereof can be implemented and ensuring liaison with such institutions. Participate in implementation of NEMA EIA regulations discussions relating to law reform and interpretation. Draft correspondence regarding legal matters pertaining to, amongst others, cooperative governance.

ENQUIRIES
:
Ms A Britz Tel: (012) 3103485
APPLICATIONS
:
The Director-General, Department of Environmental Affairs and Tourism, private Bag x 447, Pretoria, 0001.

FOR ATTENTION
:
Ms P Diphaha

CLOSING DATE
:
29 August 2007

POST 32/10
:
PRINCIPAL ENVIRONMENTAL OFFICER: EIM AGREEMENTS AND MEMORANDUMS OF UNDERSTANDING (MOU’S) (AP156/2007)

SALARY
:
R157 686 per annum (Total Package of R221 566 pa/ conditions apply)

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Bachelor’s degree in environmental management or law or equivalent qualification and experience. Sound interpersonal skills. Computer literacy. Strategic thinking skills. Conflict management skills. Public speaking and presentation skills. Sound planning and organizational skills. Good verbal and written communication skills. Good understanding of environmental legislation specifically the National. Environmental Management Act, 107 of 1998 (Act. No 107 of 1998) and the Environment Conservation Act, 73 of 1989 (Act No 73 of 1989) and regulations promulgated in terms thereof. Ability to interpret legislation. 

DUTIES
:
The successful candidate will be required to assist in setting up cooperation mechanisms between DEA&T, environmental provincial departments and other national departments such as DME and DWAF. Identification of other institutions and instances where cooperation of features thereof can be implemented and liaison with such institutions. Participate in implementation of NEMA EIA regulations discussions relating to law reform and interpretation. Draft correspondence regarding legal matters pertaining to, amongst others, cooperative governance.

ENQUIRIES
:
Ms A Britz Tel: (012) 310 3485
APPLICATIONS
:
The Director-General, Department of Environmental Affairs and Tourism, private Bag x 447, Pretoria, 0001.

FOR ATTENTION
:
Mr S Malesela

CLOSING DATE
:
29 August 2007

POST 32/11
:
SENIOR ADMINISTRATIVE OFFICER: LARGE CRUSTACEANS FISHERIES MANAGEMENT (MCM 58/2007)

Branch: Marine And Coastal Management

SALARY
:
R132 054 p.a. (Total package: R 190 466 conditions apply)

CENTRE
:
Cape Town

REQUIREMENTS
:
An appropriate degree in Administration or equivalent qualifications. Relevant working experience. Experience in the supervision of staff.  Knowledge of the marine resources, basic knowledge of Financial Management and Supply Chain management. Good interpersonal, supervisory, administration, communication, decision-making, problem solving and organising skills are essential. Computer literacy with knowledge of MS Office (Excel, Word, Power Point), Group Wise and Internet. Good understanding of public service systems and procedures. Possession of a valid driver’s licence will be an advantage. Added advantages include: Knowledge of the Marine Living Resources Act, 1998 (Act no. 18 of 1998), the Regulations promulgated thereunder and departmental policies with special reference to commercial fishing rights.

DUTIES
:
Provide support and assistance in the development, implementation and control of administrative processes relating to the allocation and verification of commercial fishing rights to fishing sectors by applying the Marine Living Resources Act, 1998 (Act no. 18 of 1998), regulations promulgated thereunder and departmental policies. Assist to co-ordinate and facilitate stakeholder participation. Facilitate the compilation, maintenance and development of databases which include crew and rights register. Assist in managing administrative activities within the sub-directorate. Supervise subordinates. 

ENQUIRIES
:
Mr. O. Dubula [Tel (021 402 3680)]

APPLICATIONS
:
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, to the Deputy Director-General, Department of Environmental Affairs and Tourism, Branch: Marine and Coastal Management, Private Bag X 2, Roggebaai, 8012, Cape Town.  

FOR ATTENTION
:
Integrated HR Registry
CLOSING DATE
:
17 August 2007

POST 32/12
:
2 X ADMINISTRATIVE OFFICER: DIRECTORATE:  ENVIRONMENTAL IMPACT MANAGEMENT: PROVINCIAL AND LOCAL GOVERNMENT CAPACITY DEVELOPMENT AND SUPPORT (AP166/2007)

SALARY
:
R106 335 per annum (Total inclusive package of R159 260 per annum/conditions apply)

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate recognised tertiary qualification or equivalent qualification. Experience in a financial and provisioning environment, project management and an administrative system is a requirement. Knowledge of the LOGIS will be an added advantage. The following skills are essential: writing skills, computer literacy, sound interpersonal relation, good communication and organisational skills will be recommended. 

DUTIES 
:
The successful candidate will be required to provide administrative support to the Directorate: Quality Management in the performance of the following roles: Provide budget, human resource, asset management, procurement and related auxiliary administrative support services. Provide advanced workflow and correspondence management support services. Keep up to date and ensure compliance with the relevant Public Service and Department policies and applicable prescripts. Provide overall secretariat and receptionist services for the Directorate to clients and stakeholders. Maintain liaison with internal and external clients.

ENQUIRIES
:
Ms Sibusisiwe Hlela Tel: (012) 310 3045

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

FOR ATTENTION
:
Mr Solomon Malesela

CLOSING DATE
:
29 August 2007

POST 32/13
:
ADMINISTRATIVE OFFICER: DIRECTORATE: ENVIRONMENTAL IMPACT MANAGEMENT: SYSTEMS AND TOOLS (AP168/2007)

SALARY
:
R106 335 per annum (Total inclusive package of R159 260 per annum/conditions apply)

CENTRE
:
Pretora

REQUIREMENTS
:
An appropriate recognised tertiary qualification or equivalent qualification. Experience in data capturing, office/business administration, basic project management is a pre-requisite. An extensive working knowledge of Microsoft Office suite of software and Internet Explorer is a requirement. Knowledge of the government financial, administrative and procurement procedures as well as a general knowledge of environmental management will be an added advantage. The following skills base is essential: advanced computer literacy, sound interpersonal relations, good written and verbal communication, presentation, problem solving and conflict management together with strong organisational and planning skills will be recommended. 

DUTIES
:
The successful candidate will be required to provide functional administrative support to the Directorate: Environmental Impact Management: Systems and Tools and ensure that the National Environmental Authorisation System (NEAS) operates effectively through the capturing of Environmental Impact Assessment (EIA) applications and producing environmental reports. Performance of the following roles and duties include: Administration of the NEAS, assist with training of system users, provide call centre support to all users, liase with provincial authorities and assist them with capturing of EIA applications, rendering logistical and administrative support to the Directorate and national NEAS Task Team, reviewing the implications of amendments to the Environmental Impact Assessment regulations on the NEAS.

ENQUIRIES
:
Mr Glenton Moses  Tel: (012) 310 3286

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

FOR ATTENTION
:
Mr M Nkontlha

CLOSING DATE
:
03 September 2007

ANNEXURE C
DEPARTMENT OF HEALTH

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

APPLICATIONS
:
The Director-General, Department of Health, Private Bag X828, Pretoria, 0001

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

OTHER POSTS

POST 32/14
:
DEPUTY DIRECTOR: E-HEALTH


Cluster: Health Information, Evaluation and Research: Directorate: National Health Information System

SALARY
:
An all inclusive remuneration package of R311 358 per annum including choice of basic salary between 75% and 70% of package, State’s  contribution to the Government Employee Pension Fund (13% of basic salary and a flexible portion). The flexible portion of the package can be structured according to the Middle Management Service guidelines.  

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Bachelor’s degree or National diploma or equivalent qualification. Three years experience in management will be an added advantage. Extensive experience in the use of Information and Communication Technologies (ICTs) and an in-depth understanding of ICT as an enabler for better management, including electronic medical records and data management. Knowledge of applications of ICTs in Health Promotion, Medical Education, Research and E-Learning. Knowledge of Health Information Systems, Telemedicine and Electronic Health Records. Understanding of the advances made towards the building of an Information Society in South Africa and the implications for e-Health *Understanding of the role of e-Health towards strengthening of health systems *Understanding of the global strategies on e-Health such as those of World Summit on Information Society (WSIS) as well as the World Health Organisation (WHO). A working knowledge of Financial Management. PFMA, Strategic and Operational Planning, HR Management, Project Management, Provisioning as well as general administration. Working experience in the Health Sector, government procedures and the ability to work in a team will be an added advantage. A valid code 08 (Code B) driver’s licence.   

DUTIES
:
Development and implementation of the National health Care and Management Information System (NHC/MIS) *Development of the Patient Administration and Billing (electronic patient records) *Development of e-Health Policies and e-Health Strategy for South Africa *Coordinate the adoption of standards, guidelines and protocols for e-Health applications (e.g. ICD 10, eHR, Data Dictionary, and Policy development) *Facilitate workshops and act as secretariat to committees *Promotion and coordination of e-Health initiatives in the Department with provinces *Coordination and implementation of Telemedicine and Distance Learning in South Africa *Overseeing the functions and deliverables of the Telemedicine Research Centre *Management of the e-Health website resources *Participation in the NEPAD e-Health initiatives. 

ENQUIRIES
:
For further information regarding the post, please contact Mr M Cabuko  tel.  (012) 312 0790/1

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

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 32/15
:
ASSISTANT DIRECTOR: COURT MANAGER REF: 07/09/KZN
SALARY
:
R196 815 – R228 491 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
Magistrate Court, Madadeni 
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 code EB. Skills and Competencies: Knowledge and experience in office and district administration; Knowledge of financial management and PFMA; Strong leadership and management capabilities; Strategic capabilities; Good communications (written& verbal); Computer literacy (MS Office).

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; 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.  
ENQUIRIES
:
Mr K.C. Kheswa ( (034) 3121166
APPLICATIONS
:
Quoting the relevant reference number, direct your application to: The Regional Head, Private Bag X 54372, DURBAN, 4000 
CLOSING DATE
:
27 August 2007

NOTE
:
Late applications will not be considered

POST 32/16
:
ADMINISTRATIVE OFFICER: CHILD JUSTICE AND CHILDREN’S COURTS  REF: 07/351/CS

SALARY
:
R106 335 – R123 456 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
National Office, Pretoria

REQUIREMENTS
:
A Bachelor’s degree in Administration or Public Administration or equivalent qualification plus three years’ relevant experience or Grade 12 plus ten years’ relevant experience; Previous working in the field of Child Justice will be an advantage; Relevant experience in generic administrative processes in a Public Sector Environment; Knowledge of government provisioning and procurement processes; Knowledge of the Public Finance Management Act and budgetary/financial management will also be an advantage; Candidate must be willing to work long hours.  Skills and Competencies: Computer literacy (MS Office); Excellent communication skills (written and verbal); Monitoring and evaluation skills; Research ability; Judgment and decision-making skills; Interpersonal relations; Flexible enough to do any other work as may be required by the strategic need of the office; Be able to work under pressure and maintain a positive attitude; Attention to detail.

DUTIES
:
Routine administrative duties, record keeping, photocopying, filing etc;  Draft and distribute minutes and agendas for meetings;  Assist the Deputy Director:  Child Justice and Children’s Courts with any administrative work where required;  Arrange the necessary booking, seminars, workshops, functions for Sub-Directorate:  Child Justice and Child Law;   Responsible for the buying, storing and issuing of stationery;  Receive and process leave forms and all Human Resources matters of the division;  Assist with receiving and making calls from or to stakeholders;  Research, monitor and evaluate Children in the Criminal Justice System and in the Child Protection System in Children’s Courts.

ENQUIRIES
:
Ms C S Kok ( (012) 315 1259 or 315 1868

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
:
27 August 2007

POST 32/17
:
SECRETARY TO THE DIRECTOR:  HR KEY ACCOUNTS REF: 07/359/HR
SALARY
:
R106 335 – R123 456 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
National Office, Pretoria

REQUIREMENTS
:
National Diploma in Secretarial/Office Management or equivalent qualification plus three years experience or Grade 12 with five years secretarial/office management experience; A basic qualification in Project Management will be an advantage; Short-listed candidates will be required to pass a typing test; Willingness to work outside official hours. Skills and Competencies: Computer literacy (Advanced proficiency level in MS Office Programs); Excellent communication skills (written and verbal); Analytic and problem solving; Ability to apply good judgment; Discretion and decision making skills; Assertiveness and confidence to interact at all levels; Above average planning and organizing skills; Good interpersonal relations with ability to take charge; Resilient, team spirited and courteous telephone etiquette; Ability to deal with confidential information; Accuracy and attention to detail.

DUTIES
:
Provide high quality administrative support to the Director; Administer the on-line and physical diary of the Director; Manage information and data including information classified as highly confidential on behalf of the Director through maintaining an accurate and safe filing and retrieval system; Coordinate and render administrative support to all projects and project teams in the office of the Director; Draft coherent and convincing submissions and executive reports on behalf of the Director; Process all claims and monitor expenditure on the budget of the Director and ensure compliance; Arrange and coordinate events for the office of the Director such as meetings/workshops/conferences and other events; Type and edit correspondence; Receive and attend to visitors; Handle travel arrangements e.g. passport and visas, accommodation, flight tickets, subsistence and travel claims, money exchange and other tasks as directed by the Director.

ENQUIRIES
:
Ms T Kgomo ( (012) 315 1630

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
:
27 August 2007

POST 32/18
:
CHIEF REGISTRY CLERK: OFFICE SERVICES (4 POSTS) REF:  07/353/OS

SALARY
:
R106 335 – R123 456 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
National Office, Pretoria

REQUIREMENTS
:
Grade 10/12 or equivalent qualification plus ten years experience in Registry duties; A valid driver’s license. Skills and Competencies: Computer literacy (MS Office and PERSAL); Good communication skills (written and verbal); Accuracy and attention to detail.

DUTIES
:
Receive, open and distribution of mail; Ensure safeguarding of records; Ensure the opening of new files; Draw and search list of files and documents; Ensure processing of documents for dispatching or distribution; Identify records due for disposal; Supervise sub-ordinates.  

ENQUIRIES
:
Mr Wisani Manhengeni ( (012) 357 8747.

APPLICATIONS:
:
Quoting the relevant reference number, direct your application to: Postal Address: The Director – General, Department of 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, 0001.

CLOSING DATE
:
27 August 2007

POST 32/19
:
ADMINISTRATIVE OFFICER REF 07/10/KZN
SALARY
:
R106 335 – R123 456 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
Magistrate: Pietermaritzburg
REQUIREMENTS
:
A Bachelor’s degree or equivalent qualification plus three years relevant experience or Grade 12 plus ten years experience in Office Administration; Knowledge of Human Resource Management; Case Flow Management and Family Court (Maintenance Act, Domestic Violence Act, Children’s Court Act and Estate); Knowledge of Children’s Court; Maintenance Court and Family Court matters. Skills and Competencies: Computer literacy (MS Office, JADAS); Communication skills (verbal and written); Continual learning and information search; Good interpersonal relations; Public Management; Leadership, organizational and problem solving skills; Customer orientation; ability to interpret and apply policy; Ability to work under pressure and to work independently.

DUTIES
:
Assist with control over duties related to Domestic Violence, Maintenance, Children’s Court and Estates; Co-ordinate, manage and administer support services to the judiciary, prosecution and other court users to ensure delivery of justice service; Supervision of clerical staff and formal disciplinary matters; Quarterly assessment of staff under your control; Draft  memoranda, submissions and reports; Compile statistics to show performance trends; Assist with checking of diverse documents and work performance by co-workers for completion and correctness, document management and maintaining of prescripts and records related to the functions of the Department; Implement strategic projects intended to improve court efficiency; Facilitate training and development of clerical personnel.
ENQUIRIES
:
Mr M.A. Naicker
( (033) 3555 172
APPLICATIONS
:
Quoting the relevant reference number, direct your application to: The Regional Head, Private Bag X 54372, DURBAN, 4000 
CLOSING DATE
:
27 August 2007

NOTE
:
Late applications will not be considered

POST 32/20
:
ADMINISTRATIVE OFFICER REF 07/11/KZN
Re-Advertisement
SALARY
:
R106 335 – R123 456 per annum.  The successful candidate will be required to sign a performance agreement.

CENTRE
:
Magistrate, Durban

REQUIREMENTS
:
A Bachelor’s degree or equivalent qualification plus three years relevant experience or Grade 12 plus ten years experience in Office Administration; Sound knowledge of Human Resource Management; Financial Management, Asset and Facility and Risk Management; Extensive knowledge of Clerk of Civil Court; Small Claims Court and equality Court. Skills and Competencies: Computer literacy; Ability to work under pressure and to work independently; Problem solving Excellent Communication skills (verbal and written); Good interpersonal relations.

DUTIES
:
Exercise control over duties related to Clerk of Civil Court, Small Claims Court, Estate and Equality Courts; Render efficient and effective support to the courts; General supervision of clerical staff and formal disciplinary matters; Draft memoranda, submissions and reports; Compile statistics to show performance trends; Assist with checking of diverse documents and work performance by co-workers for completion and correctness, document management and maintaining of prescripts and records related to the functions of the Department; Quarterly assessment of staff under your control; Facilitate training and development of clerical personnel; Control utilization and maintain the Assets and Accommodation of the Department.
ENQUIRIES
:
Mrs W.J.D. Pieterse ( (031) 302 4111
APPLICATIONS
:
Quoting the relevant reference number, direct your application to: The Regional Head, Private Bag X 54372, DURBAN, 4000 
CLOSING DATE
:
27 August 2007

NOTE
:
Late applications will not be considered

POST 32/21
:
CHIEF ADMINISTRATION CLERK REF 07/08/KZN
Re-Advertisement
SALARY
:
R106 335 – R123 456 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
Magistrate, Durban

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

DUTIES
:
Render efficient and effective support to courts; Maintain discipline and resolve complaints and grievances; Manage the Performance Management System in the office; Draft memoranda, submission and reports; Control utilization and maintain the assets and accommodation of the office.
ENQUIRIES
:
Mrs W.J.D. Pieterse (  (031) 3024189
APPLICATIONS
:
Quoting the relevant reference number, direct your application to: The Regional Head, Private Bag X 54372, DURBAN, 4000 
CLOSING DATE
:
27 August 2007

NOTE
:
Late applications will not be considered

POST 32/22
:
CHIEF ADMINISTRATION CLERK REF 07/12/KZN
Re-Advertisement
SALARY
:
R106 335 – R123 456 per annum.  The successful candidate will be required to sign a performance agreement.

CENTRE
:
Magistrate, Port Shepstone

REQUIREMENTS
:
A Bachelor’s degree or equivalent qualification plus two years relevant experience or Grade 12 with more ten years experience in Office Administration; Management and supervisory experience of functions related to employment and performance management; Sound knowledge of Human Resources Management, Financial Management, Budget control, Asset and Facility Management; Supply Chain Management and Risk Management; Knowledge of Public Service Regulation issued under Proclamation no. 103 of 1994; Extensive knowledge of  the PFMA,DFI,BAS and JYP; Knowledge of Public Service Regulations, 2001, the Public Service Act, instructions, policies, manuals and codes applicable to the work of the Department; A valid driver’s license. Skills and Competencies: Computer literacy (MS Office); Good Communication skills (verbal and written); Good interpersonal relations; Able to work independently and under pressure; Attention to detail.

DUTIES
:
Assist with control over related to Domestic Violence Act, Maintenance Act, Provision administration of Cash Hall (control of monies in trust, Vote account, Budget and cash Flow Management); Assist with Criminal and Civil sections and General Services; Render efficient and effective support to courts; Draft memoranda, submission and reports; General supervision of clerical staff and formal discipline matters; Compile statistics to show performance and trends, Check diverse documents and work performance by co-workers for correctness; Quarterly assessment of staff; Facilitate, train and develop staff; Control utilization and maintain the assets and accommodation of the Department; Co-ordinate, manage and administer support service to the judiciary, Prosecution and other users, to ensure delivery of justice; Implement departmental policies.
ENQUIRIES
:
Ms L.N.Tonga (  (039) 6820123
APPLICATIONS
:
Quoting the relevant reference number, direct your application to: The Regional Head, Private Bag X 54372, DURBAN, 4000 
CLOSING DATE
:
27 August 2007

NOTE
:
Late applications will not be considered

POST 32/23
:
ADMINISTRATION OFFICER (TWO POSTS) REF: 07/VA18/NW
SALARY
:
R106 335 – R123 456 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
Magistrate: Brits (1), Potchefstroom (1) 

REQUIREMENTS
:
Three year Bachelor’s degree/National diploma or Grade 12 with 10 years experience in Courts and the Departmental Financial Management; Sound knowledge of human resources management; Sound knowledge of financial management; Valid drivers licence; Skills and competencies: Knowledge of budget control; Computer literacy (MS Word); Sound knowledge of asset and facility management; Sound knowledge of supply chain management and risk management; Good interpersonal relations; Knowledge of PFMA, DFI, BAS and JYP

DUTIES
:
General supervision of Administrative clerks and Court clerks (court recorders), Control of cash hall (monies in trust, criminal, civil sections and general services); Render efficient and effective support to the courts; Draft memoranda, submissions and reports; Compile statistics to show performance and trends; Management and maintenance of documents, prescripts and records related to the functions of the department; Facilitate training and development of personnel; Attend to formal disciplinary matters; Management of performance in the office; and Performance of any other duties necessary to ensure smooth office running.

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

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

CLOSING DATE
:
24 August 2007

POST 32/24
:
ADMINISTRATIVE OFFICER - TRANSPORT REF: 07/VA23/NW
SALARY
:
R106 335 – R123 456 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
Regional Office, Mmabatho

REQUIREMENTS
:
A Bachelor’s degree in Fleet Management or equivalent qualification; An extensive experience in Fleet Management; A valid drivers licence. Skills and competencies: Excellent communication skills (verbal and written); Computer literacy (MS Office) Understanding of the PFMA, DFI and other related prescripts; Problem solving; Ability to work under pressure and deliver according to tight deadlines; Ability to work individually and within a team; Administrative and organizational skills; Customer care; Proven managerial and leadership skills; Accuracy and attention to detail.

DUTIES
:
Submit kilometer log-sheets to Government Garage on time; Ensure implementation of Electronic Log-Sheets System; Introduce internal control measures; Minimize accidents; Capacitate drivers and officials using Government vehicle with relevant skills; Perform administrative duties;

ENQUIRIES
:
Mr. T M Dithupa at ( (018) 389 8361.

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: The Regional Head, Private Bag X2033, Mmabatho, 2735 for the attention of Mr. M L Moetanalo. 

CLOSING DATE
:
24 August 2007

POST 32/25
:
PERSONNEL OFFICER:  HR GENERALIST HUB REF 07/352/HR
SALARY
:
R85 362 – 99 108 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
National Office, Pretoria

REQUIREMENTS
:
Grade 12 or equivalent recognized qualification; Two years administrative experience. Skills and Competencies: Computer literacy (MS Office); Excellent communication skills (written and verbal); Good organising; Attention to detail.

DUTIES
:
Administer personnel administration functions; Process appointment transactions on the PERSAL system; Administer resettlement expenditure; Gather information to compile statistics; Response to client’s enquiries, both verbally and in writing.

ENQUIRIES
:
Ms L Mabunda ( (012) 315 1151 

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
:
27 August 2007

POST 32/26
:
MAINTENANCE OFFICER (3 POSTS) REF: 07/VA19/NW
SALARY
:
R85 362 – R99 108 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
Magistrate: Potchefstroom (1), Molopo (1) Taung (1)

REQUIREMENTS
:
An appropriate legal qualification (B Uri, B Proc or LLB); Proficiency in at least two official languages; A valid drivers licence; Skills and competencies: Computer literacy (MS Office) Excellent communication skills (written and verbal); Numeric skills; Ability to work with the public members 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 the legal terminology and processes in simple language;  Manage time; Facilitate communication between persons with maintenance disputes.

DUTIES
:
Perform functions of Maintenance Officer in terms of the Maintenance Act; Guide Maintenance Investigators in performance of their duties; Gather financial information for the purposes of maintenance queries; Conduct proceedings in maintenance court; Implement Bench orders.

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

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

CLOSING DATE
:
24 August 2007

POST 32/27
:
E-SCHEDULER (TWO POSTS) REF 07/VA17/NW
SALARY
:
R68 995 – R80 058 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
Magistrate: Brits (1), Molopo (1)

REQUIREMENTS
:
Grade 12 or equivalent qualifications; Two years experience; Skills and competencies: Good communication skills (verbal and written); Computer literacy (MS Word and Excel); Ability to work under pressure; Administrative and organizational skills; Sound interpersonal relations; Accuracy and attention to detail; Customer service oriented; Problem solving; Presentation skills; Analytical, Efficient and Resourceful; Project management; Document management and typing.

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

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

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

CLOSING DATE
:
24 August 2007

POST 32/28
:
COURT INTERPRETER (THREE POSTS) REF: 07/VA16/NW
SALARY
:
R68 995 – R80 058 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
Magistrate:Brits(1), Kudumane(1), Molopo(1)

REQUIREMENTS
:
Grade 12 or equivalent qualifications; Tertiary qualification will be an advantage; Applicants will be subjected to a language test; A valid drivers licence will be an added advantage Language proficiency: Setswana, Afrikaans, English, Zulu, Xhosa, Northern Sotho and Shangaan. Skills and competencies: Good communication skills (verbal and written); Computer literacy (MS Word and Excel); Ability to work under pressure; Administrative and organizational skills; Sound interpersonal relations; Accuracy and attention to detail. 

DUTIES
:
Interpret in criminal court, civil court, labour court and quasi proceedings; Interpret during consultation; Translate legal documents and exhibits; Record cases in criminal record book; Draw case records on request of the Magistrate and Prosecutors; Make arrangements for foreign language interpreters in consultation with the prosecution. 

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

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

CLOSING DATE
:
24 August 2007

POST 32/29
:
MAINTENANCE CLERK  REF: 07/VA20/NW
SALARY
:
R58 290 – R67 668 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
Magistrate: Ditsobotla

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

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

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

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

CLOSING DATE
:
24 August 2007

POST 32/30
:
PROVISIONING ADMINISTRATION CLERK REF: 07/VA26/NW
SALARY
:
R58 290 – R67 668 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
Regional Office, Mmabatho

REQUIREMENTS
:
Grade 12 or equivalent qualification; Three years relevant experience; Experience in procurement will be advantageous; A valid drivers licence will be an added advantage. Skills and competencies: Good communication skills (verbal and written); Computer literacy (MS Office); Ability to work under pressure and deliver according to tight deadlines; Ability to work individually and within a team;

DUTIES
:
Make orders through JYP system (Justice Yellow Pages); Assist the staff with procurement; Ensure good document administration (filing, faxing, Photocopying, quotations); Ensure good provisioning administration; Give logistical inventory; Render effective operator service.

ENQUIRIES
:
Mr. T M Dithupa at ( (018) 389 8361.

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: The Regional Head, Private Bag X2033, Mmabatho, 2735 for the attention of Mr. M L Moetanalo.

CLOSING DATE
:
24 August 2007

POST 32/31
:
ADMINISTRATION CLERK - AUXILIARY REF: 07/VA27/NW
SALARY
:
R58 290 – R67 668 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
Regional Office, Mmabatho

REQUIREMENTS
:
Grade 12 or equivalent qualification; Three years relevant experience; Experience in procurement will be advantageous; A valid drivers licence will be an added advantage. Skills and competencies: Good communication skills ( verbal and written); Computer literacy (MS Office) Good interpersonal and organizational skills; Ability to work under pressure and deliver according to tight deadlines; Ability to work individually and within a team;

DUTIES
:
Perform administrative duties; Assist with typing; File documents; Assist with the execution of functions attached to registry.

ENQUIRIES
:
Mr. T M Dithupa at ( (018) 389 8361.

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: The Regional Head, Private Bag X2033, Mmabatho, 2735 for the attention of Mr. M L Moetanalo.

CLOSING DATE
:
24 August 2007

POST 32/32
:
ADMINISTRATION CLERK (8 posts) REF: 07/VA15/NW
SALARY
:
R58 290 – R67 668 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
Magistrate: Brits (1) Atasmelang (2) Pampierstad ((1) Potchefstroom (2) Taung (2)

REQUIREMENTS
:
Grade 12 or equivalent qualifications; Two years administrative experience; Skills and competencies: Good communication skills (verbal and written); Computer literacy (MS Word and Excel); Ability to work under pressure; Administrative and organizational skills; Sound interpersonal relations; Good filing skills; Accuracy and attention to detail. 

DUTIES
:
Perform a variety of routine administrative duties related to the activities of the core functions of the Department in the following sessions: Handle routine office work Deal with correspondence; Asset management and client services; Processing of documents as well as the rendering of a support function to supervisory personnel and to assist in the daily operations of these units; Filing, taking minutes, data capturing, handling of payments to contracts and consultants and processing of subsistence and traveling claims  

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

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

CLOSING DATE
:
24 August 2007

POST 32/33
:
SENIOR REGISTRY CLERK: OFFICE SERVICES REF: 07/354/OS
SALARY
:
R58 290 – R67 668 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
National Office, Pretoria 

REQUIREMENTS
:
Grade 10/12 plus two to five years experience in registry work; Skills & Competencies: Basic computer literacy; Communication at appropriate level; Sound interpersonal relations; Ability to liaise with team members and members of the public. 

DUTIES
:
Collect and deliver mail at the post office; Open and sort incoming mail;  Frank and dispatch outgoing mail; Distribute mail to various offices;  Open and maintain files; Keep and update registers; Handle telephone and written enquiries. 

ENQUIRIES
:
Mr Wisani Manhengeni ( (012) 357 8747

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, 0001.

CLOSING DATE
:
27 August 2007

POST 32/34
:
SENIOR ADMINISTRATION CLERK: DATA CAPTURER REF: 07/VA22/NW
SALARY
:
R58 290 – R67 668 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
Taung Magistrate Court

REQUIREMENTS
:
Grade 12 or equivalent qualification; Two years appropriate experience including experience in MS Access; Excel and PowerPoint ; A good command of English; A reading ability in other languages would be advantageous; Skills and competencies: Good communication skills (verbal and written); Administrative and organizational skills; Sound interpersonal relations; Ability to liaise with team members and members of the public; Good filing skills; Ability to work independently; Accuracy and attention to detail.

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

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

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

CLOSING DATE
:
24 August 2007

POST 32/35
:
MESSENGER: OFFICE SERVICES (2 POSTS) REF: 07/355/OS
SALARY
:
R43 245 – R48 249 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
National Office, Pretoria 

REQUIREMENTS
:
Adult Basic Education and Training (ABET) Level 5/Grade 10; One year experience in messenger services; The ability to read and write clearly; A valid driver’s license. Skills & Competencies:  Basic computer literacy;  Communication at appropriate level;  Sound interpersonal relations;  Ability to liaise with team members and members of the public. 

DUTIES
:
Collect and deliver mail; Distribute mail to various offices; Collect post bag from the Post Office; Transport officials to various destinations.
ENQUIRIES
:
Mr Wisani Manhengeni ( (012) 357 8747

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, 0001.

CLOSING DATE
:
27 August 2007

POST 32/36
:
MESSENGER/DRIVER REF: 07/VA21/NW
SALARY
:
R43 245 – R48 249 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
Lehurutshe Magistrate Court

REQUIREMENTS
:
Grade 12 or equivalent qualification; Two years appropriate experience; Ability to read and write clearly; A valid code B or EB drivers licence; Skills and competencies: Good communication skills (verbal and written); Administrative and organizational skills; Sound interpersonal relations; Ability to liaise with team members and members of the public; Good filing skills; advanced driving skills

DUTIES
:
Manage incoming and outgoing mail; Filing and other office duties as required; Provide driver services; Collect and deliver mail; Render any other duties within occupational class that may be requested to do; General correspondence; Answering of telephone;`Take messages; Perform other administrative duties

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

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

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

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

OTHER POSTS

POST 32/37
:
ASSISTANT DIRECTOR: ACQUISITION MANAGEMENT ( (REF: S8/3/2007/884)

SALARY
:
R157 686 per annum

CENTRE
:
Directorate: Supply Chain Management

REQUIREMENTS
:
Applicants must be in a possession of a relevant degree or National Diploma in SCM or Commerce and at least have three years working experience in Supply Chain Management/ Acquisition Management. * Knowledge of the public sector procurement processes, rules and regulations. * Understanding of the PFMA, Treasury Regulations and other related prescripts. * Good verbal and written communication skills, interpersonal relations, time management, office management and administration skills. * Knowledge of the LOGIS and BAS transversal systems will be an added advantage. * Good computer literacy in Microsoft Office Suite and accounting systems. * Ability to work under pressure and deliver to tight deadlines.

DUTIES
:
Provide complete management of the procurement of good and services. * Implement effective procurement system that will improve turn round times in the section. * Ensure that database is utilised effectively in the sourcing of quotations and that client expectations are met. * Ensure that the Department is abreast with all the latest prescripts of Supply Chain Management. * Ensure that the Management of both quotation evaluation committee and the Bid Adjudication process. * Provide management information, statistics and reports to top management. * Ensuring compliance with Policies and procedures of the Department are being adhered to. * Work closely with supervisor to ensure that the procurement of goods and services are valid, accurate and complete. * Support the management in monitoring all procurement function of the Department. * Assist supervisor in the preparation of management information, statistics and reporting on procurement to management.

CLOSING DATE
:
26 August 2007

POST 32/38
:
SENIOR REGISTRY CLERK GRADE III (REF: S8/3/2007/873)
(Directorate: Human Resource Management)
SALARY
:
R85 362 per annum

CENTRE
:
Pretoria 

REQUIREMENTS
:
Applicants must be in possession of a Senior Certificate (Grade 12) and extensive personnel registry experience. * Completed Records Management courses will be to the applicant’s advan​tage. * Knowledge of HR Registry activities as well as the Archives Act and Requisitions and guide​lines of registry work. * Computer literate with regard to MS Word and Excel. The following skills will serve as recommendations:- * Ability to identify, classify and record a large variety of official documents. * Verbal and written communication skills. * Good interpersonal relations. * Ability to work independently as well as in a team whilst focusing on achieving targets. * Ability to prioritise urgent matters. * Language proficiency. * Ability to interpret and apply policies and guidelines. * Ability to prioritise and organise work whilst functioning under pressure to handle high volumes of work and meet strict deadlines. * Responsible and co-operative. * Be customer friendly and ex​tremely courteous.

DUTIES
:
Render general administrative support to supervisor and officials within the Directorate. * Super​vise registry clerks and messenger in the absence of the Chief Registry Clerk. * Render a support function in terms of the maintenance and control of all archived documents. * Assists in records management when required. * Responsible for identifications numbers, Filing and safe-keeping of documents. * Pending and search of files and documents. * Dispose archived documents in terms of the Archive Instructions. * Distribute circulars and circular minutes. * Keep and maintain the Fi​ling Plan series of the Directorate. * Register and sort all incoming and outgoing correspondence. * Open and close files according to the Archive Act Instructions. * Control the movement of re​cords. * Design and maintain all registers used in registry. * Manage equipment utilised in registry. * Shared confidential documents.

ENQUIRIES
:
Tel (011) 306 5202

CLOSING DATE
:
2 September 2007
POST 32/39
:
SENIOR/PERSONNEL OFFICER (VARIOUS) (REF: S8/3/2007/885)



Indicate preference (A,B,C or D) on application form with reference number



Directorate: Human Resource Management

SALARY
:
(A) R49 665 per annum (2 Posts) Employee Benefits/Persal



(B) R58 290 per annum Employee Benefits



(C) R68 955 per annum (2 Posts) Performance/Persal Management



(D) R85 362 per annum Persal Management 

CENTRE
:
Pretoria

REQUIREMENTS
:
The candidates must be in the possession of a Grade 12 (or equivalent) certificate and appropriate practical experience in Human Resource Management shall be considered firstly for posts on salary level 3.  Posts on salary level 4 and higher should have extensive experience with regard to Human Resource Management and Persal. Posts on salary level 4 and higher must have excellent knowledge in Human Resource Management and/or Persal.  Posts on salary level 4 (Persal Management) and higher must have successfully completed a course in Personnel Administration and Leave Administration.  Financial Administration with regard to Persal will be an advantage.  The ability to deal with conflict and work with people of a diverse culture and to communicate and interact on high level is recommended, excellent computer literacy, good written and verbal communications skills. The positions call for self motivated, assertive, innovative and reliable persons.

DUTIES
:
The successful candidates will ensure adherence to effective implementation of Employee Benefits, Persal Management and/or management of Performance Management.  Research and implement policies in line with the new regulatory framework. Ensure proper dissemination of information on these policies to departmental staff through workshops and ensure that they are well informed of current issues related to policies. Provide support to employees on the implementation of Employee Benefits and/or Performance Management policies through advice and guidance.

CLOSING DATE
:
2 September 2007
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 / Ms E Lethole
CLOSING DATE
:
24 August 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 POST

POST 32/40
:
SENIOR SECRETARY 

SALARY
:
R68 955 per annum

CENTRE
:
Free State Region (Welkom)

REQUIREMENTS
:
A Senior Certificate with extensive relevant experience and typing as a fully passed subject or alternatively any qualification/typing training which will enable the relevant person to perform the functions prescribed in the post Plus the following key competencies(Knowledge of:(Working knowledge of Windows Micro Software packages e.g. Word, Excel, Power Point, MS Outlook, Internet and Document tracking systems(Public relations, Office / Telephone etiquette, administrative practices, conference and meeting procedures(Skills:(Good organising skills(Computer literacy(Communication:(Good interpersonal relations at all levels(Good Communication skills at all levels (verbal & written)(To maintain a high level of confidentiality(Creativity: (Able to work under pressure(Design & implement administrative systems(Innovative and creative thinking abilities
DUTIES
:
KRA’S Manage the regional manager’s diary and arrange engagement meetings (to accept and decline invitations) and to remind the manager of engagements(Perform a variety of miscellaneous tasks for the regional manager such as routing of documents, compilation and typing of letters, reports, submissions and to address invitations(Take / type minutes of all meetings(Answer and transfer telephone calls to manager(Book venues for meetings and arrange refreshments(Keep the regional manager’s filing system up to date(Render general administrative support such as making arrangements for journeys, accommodation and submit claim forms for expenditures(Make travel arrangements for all staff(Receive visitors and arrange refreshments(Handle queries effectively(Handling of incoming and outgoing correspondence(Willing to work extended hours when necessary 

ENQUIRIES
:
Mr C K Bopape ( 057-3911300  
NOTE
:
A higher appropriate and recognised qualification will be an advantage

ANNEXURE G
OFFICE OF THE PUBLIC SERVICE COMMISSION

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

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

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

OTHER POST

POST 32/41
:
PRINCIPAL STATE ADMINISTRATION OFFICER
SALARY
:
R157 686 per annum 

CENTRE
:
Head Office, Pretoria

REQUIREMENTS
:
Ideal candidate’s profile: ●A appropriate three-year degree/diploma or equivalent in Law or Labour Relations ● Knowledge and experience in Labour Relations and/or investigations in public administration ● Proven outstanding administrative and organizational skills ● Developed PC skills in MS Office Suite including Word, Excel, PowerPoint and Outlook● Excellent verbal and written communication skills ● Creative, motivated, self-driven and have initiative ● Ability to work independently and as a part of  a team ● Sound interpersonal relations skills and ability to work under pressure● A driver’s licence and willingness to travel will be added advantage ● Successful candidate will be subjected to security screening. 

DUTIES
:
Key Performance Areas: ● Investigate grievances and complaints lodged with the Public Service Commission ● Conduct research on labour relations and public administration matters ● Provide the Commission and Office with legal advice ● Render support services to the Chief Directorate: Labour Relations and Improvement to ensure smooth running of the Chief Directorate ● Attend to projects initiated by the Public Service Commission in respect of the monitoring of grievance/ labour in the public Service ● Participate in cross-functional investigations

ENQUIRIES
:
Mr S Buso Tel: 012 352 1078.

CLOSING DATE
:
24 August 2007

ANNEXURE H
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: image1.jpg]



CLOSING DATE
:
17 August 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 32/42
:
SENIOR PROJECT MANAGER (X4 POSTS) PROJECTS REF 2007/722
SALARY
:
All inclusive salary package of R369 000 per annum

CENTRE
:
Johannesburg Regional Office

REQUIREMENTS
:
Relevant recognised 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 the SA Council for Projects and Construction Managers as a Professional Construction Project Manager (PrCPM) * relevant years of experience related  to project management in the Built Environment as a Project Manager * Professional registration in one of the other built environment disciplines will be an added advantage * A valid driver’s licence * Computer literacy * Knowledge and understanding of the following Acts: Public Finance Management Act, Occupational Health and Safety Act as well as Building Regulations and the Environment Conservation Act * Knowledge and understanding of the government procurement system * Good financial & budget skills * Sound analytical skills with good communication, both written and verbal. 

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, 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 and cost * Make recommendations on approval and extension of contract periods * Establish and promote effective relationships with clients. * Provide expert advice to the Department * Manage communication and documents of projects for auditing purposes * Manage contractor and clients’ complex conflicts * Monitor and control expenditure * Manage component and project budgets * Ensure correct value for money payments to consultants and contractors * Manage Clients budget allocation. * Compile management reports on budget and expenditure * Maintain data integrity on Works Control System (WCS), etc. * Manage Project Managers and administrative staff * Coach, mentor and train staff * Manage employment related processes.

ENQUIRIES
:
Mr JLL Liebenberg, Tel. (011) 713 6053

Applications
:
The Regional Manager, Department of Public Works Private Bag x3, Braamfontein, 2017
FOR Attention
:
Mr COM Nxumalo

POST 32/43
:
DEPUTY DIRECTOR EPWP ENTERPRISE DEVELOPMENT MENTOR LIAISON Ref 2007/719

SALARY
:
All inclusive salary package of R369 000 per annum. 

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
Tertiary qualification in Business/ Economics/ Law. Extensive experience in tender and procurement processes, the legal aspects relating to tendering, mentor models and small business development. Knowledge of Skills Development Act, South African Qualifications Authority Acts, Code of Good Practice for Special Works Programmes, SAQA/NQF/SETA framework, Development of learnership and internship, Training Sector, FET Sector, EPWP and the framework for its evaluation, Policy imperatives, Administration of Service Level Agreement and Procurement processes. A candidate must have the following skills: Project Management, report writing, Policy analysis, Strategic thinking, Presentation and training, Database management (programming queries), Motivational and Decision making. A valid driver’s licence.
DUTIES
:
Development and implantation of mentor policies and frameworks SMMEs and workers. Facilitate the development of training implantation plan matches the overall target of developing 3000 venture learnerships countrywide. Management of all financial aspects related to mentoring and mentorship. Develop the annual programme budget. Establishment and maintenance of relation between EPWP and mentorship training providers.  Provision of overall management support service to EPWP. Compile and present needs analysis reports. 

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 TB Hlatshwayo

POST 32/44
:
CHIEF CIVIL ENGINEER PROFESSIONAL SERVICES REF 2007/723
SALARY
:
All inclusive salary of R369 000 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 JJL Liebenberg, Tel (011) 713 6053

APPLICATIONS
:
The Regional Manager, Department Of Public Works, Private Bag X3, Braamfontein, 2017
FOR ATTENTION
:
Mr COM Nxumalo

POST 32/45
:
CHIEF STRUCTURAL ENGINEER PROFESSIONAL SERVICES Ref 2007/724

SALARY
:
All inclusive salary of R369 000 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 * Relevant 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 JLL Liebenberg, Tel. (011) 713 6053

APPLICATIONS
:
The Regional Manager, Department Of Public Works, Private Bag X3, Braamfontein, 2017
FOR ATTENTION
:
Mr COM Nxumalo

POST 32/46
:
ASSISTANT DIRECTOR PROPERTY DISPOSAL REF 2007/714
SALARY
:
R196 815 per annum

CENTRE
:
Port Elizabeth Regional Office

REQUIREMENTS
:
A recognized Degree/National Diploma in Town Planning/Real Estate/Legal/ or equivalent qualification with relevant experience in the property/asset management environment. Knowledge of Government Land Reform Policies. Knowledge of Vesting State Land in terms of the Constitution. Knowledge of the provisions of the State Land Disposal Act. Knowledge of Government procurement/tender procedures. Computer literacy, analytical ability, high-level verbal and written communications skills and good interpersonal skills. Supervision of staff. Must have a valid driver’s license. Political awareness on land issues will be an advantage.

DUTIES
:
Develop indicators for identifying superfluous properties. Determine and analyze options for disposal of redundant fixed State assets to meet the requirements of the Government. Identify and facilitate the release of State Land for land reform purposes. Ensure that properties to be disposed have been vested and that concurrence to dispose is acquired from Minister of Land Affairs where necessary. Develop marketing strategies for efficient disposal of superfluous properties. Liaise with all relevant stakeholders to effect disposals of State Land as per the provision of PPPFA of 2000 and Supply Chain Management. Represent the department in PSLDC meetings. Prepare and monitor the referral of submissions to Head Office and Department of Land Affairs. Prepare and administer Deeds of Sale/Donation etc. Facilitate the transfer of properties being disposed and ensure that the property system is updated accordingly upon transfer of property/ies

ENQUIRIES
:
Mr. X.J. Nogantshi, Tel (041) 408 2070

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

FOR ATTENTION
:
Mrs F Clark

POST 32/47
:
ASSISTANT DIERCTOR: PROPERTY DISPOSALS PROPERTY MANAGEMENT Ref 2007/721

SALARY
:
R196 815 per annum

CENTRE
:
Johannesburg Regional Office

REQUIREMENTS
:
Recognized Legal or Town Planning Bachelor’s degree or equivalent qualification .relevant  experience in the property industry. Knowledge of land use and various town planning matters. Knowledge an understanding of property related legislation. Knowledge an understanding of PFMA. Knowledge and understanding of procurement system of government. Analytical ability, strong communication skills, both written and verbal and good interpersonal skills. Computer literate. Valid Drivers Licence 

DUTIES
:
Ensuring that all state–owned properties within the Southern Gauteng Region are vested in the name of the National Government. Pro-actively identifying state-owned land in support of land reform opportunities. Identifying and recording all superfluous state-owned land and buildings earmarked for disposal. Interacting with National Government Departments, the Provincial Government and Local Municipalities on various immovable property disposal matters. Ensuring that socio-economic benefits of empowerment, changing the country’s skewed property ownership patterns and ensuring local development priorities, are integrated in all the disposal of the State’s fixed properties. Preparing the necessary Ministerial / Treasury submissions i.r.o the disposal of state-owned property.  Ensuring that an integrated system exists to record all Ministerial / Treasury approvals as well as monitoring all disposal transactions.  In conjunction with the Sub-Directorate: Utilisation and Contract Management ensure that all disposals are correctly captured on the property asset register. Carrying out duties related to the Provincial State Land Disposal Committee

ENQURIES
:
Ms T Mngomezulu

APPLICATIONS
:
The Regional Manager, Department Of Public Works, Private Bag X3, Braamfontein, 2017
FOR ATTENTION
:
Mr COM Nxumalo
POST 32/48
:
REGIONAL SECURITY MANAGER: SECURITY MANAGEMENT (SECURITY SERVICES) REF 2007/713

SALARY
:
R196 815 per annum

CENTRE
:
Port Elizabeth Regional Office

REQUIREMENTS
:
Applicant must be in possession of a National Diploma/ Degree in Security Management/ Social Sciences or Legal qualification coupled with intensive and relevant working experience. NIA Security Advisors course. Knowledge of NIA environment will be an added advantage. Familiarity with the Minimum Information Security Standards, OHSA, Protection of Information Act, Access to Public Premises and Vehicle Act, IT, National Vetting Policies, National Archives Act and familiarity with, but ideally formal training, in the practice and principles on the execution of general security and security project management. Ability to work independently, analyse problem areas and to initiate corrective measures. Experience in policy development. Valid driver’s license and willing to travel on regular basis. Good communication skills at all level. Good writing and analytical skills regarding submissions and briefing notes. The ability to do presentation on security measures. Project management skills. 

DUTIES
:
Assist in the management of the total security function of the Region (personnel, document, communication, physical, computer security, contingency planning and security awareness) and the implementation of the departmental security policy and the development of procedural guidelines in the Region. The evaluation and optimization of the implementation of appropriate security measures and procedures with assistance of Head Office. The interaction with security related and relevant authorities i.e. NIA, SAPS, Cosmec. Management of the capacity of Security Management, with the assistance of the Head Office and NIA provincial office. 

ENQUIRIES
:
Mr. Z Rambau, Tel. (012) 337 2620

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

FOR ATTENTION
:
Mrs F Clark

POST 32/49
:
ASSISTANT DIRECTOR FINANCIAL REPORTING AND RECONCILIATION Ref 2007/728

SALARY
:
R196 815 per annum 

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A degree or diploma in Financial Accounting or equivalent qualification. Working knowledge of Government’s transversal systems (BAS, PERSAL, PMIS and LOGIS). Well conversant with PFMA, Treasury Regulations, FICA and Public Service Regulations. Experience in the reconciliation of suspense accounts. Developed computer literacy with a strong emphasis on MS Excel. Ability to manage staff and time. Good and sound analytical skills with good communication skills both written and verbal. Ability to work under pressure. 

DUTIES
:
Manage information relating to the reconciliation of financial systems. Authorize journals for clearing of Pay Master General and related accounts. Reconciliation of suspense accounts under your control. Authorise requisition of Departmental funds. Authorise and provide information regarding Telegraphic/Credit Transfers. Exercise control over administration of suppliers on the system. Provide support and financial advice to line function. Provide reports to Management for reporting purposes. Exercise document control in respect of PMG documentation before submitting to the batch controller. Attend to all queries by internal and external clients/auditors in diligence and within required time-frames.

ENQUIRIES
:
Mr M Mohwasa Tel: (012) 337-2627 

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 TB Hlatshwayo

POST 32/50
:
ASSISTANT PROJECT MANAGER INFORMATION SERVICES REF 2007/726

SALARY
:
R196 815 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A Bachelor of Science degree or an equivalent qualification. Relevant years of experience in information technology project management. Must have a demonstrable MS Project experience. Good working knowledge of MS products (Word, Excel & PowerPoint). Financial management skills. Must be self-driven. Good organizational skills. Good communication & interpersonal skills. In addition, applicants must be self-driven, articulate and systematic performers with good interpersonal skills and who thrive under pressure.

DUTIES
:
Registration of Projects. Creation & maintenance of standards and procedures. Cost analysis of basic project costs. Setting up and administration of project initiation & other related workshops. Standard project administration duties when required. Data repository creation & maintenance. Preparation of weekly and monthly management review reports. Coordination of staff training. Assisting in managing the Information Services project office. Liaise with customers for purposes of providing good services. Marketing of the PSO to other business units of the department. Design and implement a project management methodology to cover end-to-end project life cycle. Contribute to business requirements specification exercises. Develop Business cases. Allocate project management resources and balance resources for optimum management of projects. Formulate and negotiate service level agreements with service providers. Keep abreast of tenders and projects that will impact Information Services. Ensure adequate documentation of all projects in the project office. Monitor project contracts. Play a key role in risk management. Identify staff training needs and arrange for training. Monitor changes and problems related to projects

ENQUIRIES
:
Ms N Mosupye, Tel (012) 337 2746/2018

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

FOR ATTENTION
:
Mrs TB Hlatshwayo

POST 32/51
:
SENIOR ADMIN OFFICER: KEY ACCOUNT MANAGEMENT: DEFENCE AND OTHERS REF 2007/715

SALARY
:
R132 054 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A recognized tertiary qualification (RVQ 13) or equivalent in the build environment, property management, commerce or administrative fields and relevant experience in client relations. An understanding of the various facets of the built environment and property industry. Sound budgeting, financial management and administrative skills. Extensive knowledge and experience in WCS. Good verbal and written communication skills. A valid driver’s licence.

DUTIES
:
The incumbent will render support as a contact point between Public Works and assigned client departments. Will assist in the compilation and monitoring of the accommodation programme for leased accommodation, capital works and planned maintenance services. Render assistance to assigned client departments in appropriately formulating accommodation requirements and budget. Compile cost analysis related to funding for leased accommodation. Consolidate information in reporting to client on progress of accommodation requirements (PMIP and LIP). Monitor and follow up on the procurement of accommodation. Ensure effective and timeous responses to correspondence and complaints related to accommodation. Provide support with regards to the compilation and submission of budget inputs and allocation of funds. Analyse and monitor expenditure levels in line with MTEF allocations. Provide assistance with monitoring, controlling and reporting functions in support of the provision of accommodation. Interact with internal and external service providers regarding accommodation and property needs of various client departments. Assist with ad hoc tasks as required.

ENQUIRIES
:
Mr R Le Roux, Tel (012) 337-2101

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 TB Hlatshwayo

POST 32/52
:
CHIEF WORKS INSPECTOR (ELECTRICAL) X2 REF 2007/712
SALARY
:
R132 054. per annum

REQUIREMENTS
:
Relevant recognized bachelor’s degree / National Diploma in Electrical field, coupled with relevant experience in the technical fields or N3 plus a trade certificate as well as 5 to 10 years experience. Applicable knowledge of the PFMA, OHSA, National Building Regulations and Environmental Conversation Act, Valid driver’s license. Willingness to travel and to work irregular hours. Project management skills. Strong verbal and written communication skills. Knowledge of Government procurement processes and systems. Good analytical skills. Unendorsed wireman’s license.

DUTIES
:
Assist Control Works Manager with the management of Electrical projects. Attend to planned maintenance request from the clients. Inspect leased building, optimum use if electrical equipment and installations. Ensure building work and drawings comply with the OHS Act. Inspect and certify municipal account on electricity consumption. Compile scope of works and prepare estimates as well as technical reports. Certify and verify invoices. Prepare and compile submissions and progress reports on a monthly basis.

ENQUIRIES
:
Mr. E Tonono, Tel (041) 4082194

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

FOR ATTENTION
:
Mrs F Clark

POST 32/53
:
SENIOR ADMINISTRATIVE OFFICER (TRANSPORT) : PROVISIONING ADMINISTRATION REF 2007/716

SALARY
:
R132 054 per annum

CENTRE
:
Nelspruit Regional Office

REQUIREMENTS
:
A Bachelor’s Degree\National Diploma or Senior Certificate with relevant experience in the Government Transport Management. Knowledge and understanding of Circular 4 of 2000 and Circular 5 of 2003, PFMA, Treasury Regulations and other related prescripts. Knowledge of Government Transport procedures. Supervisory and organizing skills. Good interpersonal relations, good written and verbal communication skills. Ability to work under pressure. Computer literacy (MS Word & Excel). Valid code 8 driver’s license is recommended.

Duties
:
Manage Phavis Fleet contract and subsidized vehicles. Provide and maintain departmental pool cars for official purposes. Inspection of subsidized vehicles and the applications of new subsidized vehicles. Verify monthly traveled kilometers before approval for payments. Authorize trip itineraries. Manage parking allocation. Keep and maintain records and schedules for the maintenance and servicing of vehicles, traffic fines, copies of driver’s license and trip authorization files. Prevent misuse of government transport. Ensure compliance with the transport policies, procedures and processes.

ENQUIRIES
:
MP Makgato, Tel (013) 753 6312 

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

FOR ATTENTION
:
Mr J Madonsela

POST 32/54
:
SENIOR ADMINISTRATION OFFICER PROJECT ADMINISTRATOR: INFORMATION SERVICES REF 2007/727
REQUIREMENTS
:
A relevant Bachelor’s Degree/National Diploma. Computer literate. Must have demonstratable project administration experience. Good working knowledge of MS products (Word, Excel PowerPoint, & Projects). Be able to work with minimum supervision. Good interpersonal skills. Good command of English language. Exposure to an IT environment and Project Management qualification will be an added advantage. 

DUTIES
:
Assist the project team with the administrative load of the projects. Ensure that a Project history is available and auditable. Arrange & attend project meetings, workshops in order to ensure completion of attendance register, capture workshop information. Set up and maintain Macro Project & Sub-Project files in an orderly manner. Notify all defined parties of meetings and workshops. Book venues as and when required for meetings, workshops, planning & scoping sessions. Compile minutes, get Project Manager approval & distribute to all parties. Update Project plans on MS Project. Keep records of all project information. Create and maintain the Issues/Risk logs. Maintain and update the risk matrix as and when required. Inform project team of all scope changes & update the relevant documents. Ensure that Sub-project managers compile weekly progress reports in agreed format and time. Compile Macro Progress reports & distribute to the full Project team prior to Macro Project meeting. Perform any other administrative duties related to the Projects as may be required. Adhere to prescribed Project Administration standards, templates and code of conduct

ENQUIRIES
:
Ms N Mosupye, Tel (012) 337 2746/2018

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

FOR ATTENTION
:
Mrs TB Hlatshwayo

POST 32/55
:
ADMINISTRATION OFFICER CLEANING SERVICES REF 2007/725
SALARY
:
R106 335 per annum

CENTRE
:
Johannesburg Regional Office

REQUIREMENTS
:
An appropriate diploma/degree or equivalent qualification with appropriate experience. A valid driver’s licence. Knowledge and understanding of tenders. Knowledge and understanding of tender or procurement processes and other relevant government legislation. Good written and verbal communication skills. Good interpersonal skills. Computer literacy and good interpersonal skills. Knowledge of the departmental performance management and development system.

DUTIES
:
Manage and control cleaning services in the region. Manage and review cleaning contracts. Procurement of cleaning services through the normal procurement processes. Supervision of cleaners as well as managing their performance. Ensure timeous submission of invoices on the on services rendered for payment to service providers and contractors.  Conduct random or routine inspections and visits to magistrate Offices the department is rendering cleaning services.

ENQUIRIES
:
Mr. P Makama, Tel (011) 713 6014 

APPLICATIONS
:
The Regional Manager, Department Of Public Works, Private Bag X3, Braamfontein, 2017
FOR ATTENTION
:
Mr COM Nxumalo
POST 32/56
:
SECRETARY (OFFICE OF REGIONAL MANAGER) REF 2007/729
SALARY
:
R85 392 per annum

CENTRE
:
Bloemfontein Regional Office
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 Regional Manager: Bloemfontein: To manage all telephone calls – screening incoming and outgoing calls in the office of the Regional Manager and ensuring the efficient flow of information.  Responding to telephonic queries as and when required. Provide professional support to the Regional Manager 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. Render administrative and secretarial support to the Office Manager, i.e. typing, co-ordination of daily activities, management of electronic diary, proper preparation and recording of all meetings and appointments.

ENQUIRIES
:
Mr Z Hlanjwa,Tel (051) 400 8707

Applications
:
The Regional Manager, Department of Public Works Private Bag X20605 Bloemfontein 9300 or Hand Deliver at 14 Elizabeth Street Civilia Building 

FOR Attention
:
Mr CTI Mofokeng

POST 32/57
:
REGISTRY CLERK: REGISTRY FINANCE REF 2007/720
SALARY
:
R68 955 per annum

CENTRE
:
Cape Town Regional Office 

Requirements
:
The formal qualification requirement for this post is a Senior (or equivalent) Certificate plus a minimum of 3 years relevant experience. Knowledge and understanding of the Provincial Archives and Records Services Act (Act 3/2005). Must be dedicated, a team player, innovative and self motivated, good verbal and written communication skills in the least two of the official languages of the Western Cape. Computer literacy in Ms Word, excel and GroupWise.

DUTIES
:
Receiving, opening, sorting, registering, filing, pending, tracing and circulation of mail. Opening and closing of files and records, disposals of records in terms of the archive prescripts, searching of files, updating of the electronic mail register maintenance of the filing system, ordering and issuing of statutory, equipment and furniture, draft routine letters and replies. Receiving and handling of cheques. 

ENQUIRIES
:
Ms M Hoffman Tel: (021) 402 2186

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

FOR Attention
:
Ms C Williams

POST 32/58
:
MESSENGERS REF 2007/717
SALARY
:
R49 665 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
Grade 10/ABET Certificate or equivalent experience. A valid South African driver’s licence. Good verbal and written communication skills and interpersonal skills. Have the ability to work under pressure. 

DUTIES
:
The successful candidate will be responsible for Collection of mail from and to the Post office. Delivery of documents and packages, sorting of mail and distributing it to relevant officials within the Department and outside the Department. Ability to work tight deadlines. Keeping a register confidentiality of all matters. 

ENQUIRIES
:
Ms J Maphumulo, Tel. 012 337 2572

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 TB Hlatshwayo

ANNEXURE I
DEPARTMENT OF SOCIAL DEVELOPMENT

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

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

FOR ATTENTION
:
Ms J Malala

CLOSING DATE
:
20 August 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. An indication in this regard will facilitate the processing of applications. Applicants must please note that they will be required to show proof of original qualifications during the selection process. Correspondence will be limited to successful candidates only. If you have not been contacted within three months after the closing date of this advertisement, please accept that your application was unsuccessful. It is the applicant’s responsibility to have foreign qualifications evaluated by the South African Qualification Authority (SAQA).  Short listed candidates must be prepared to undergo competency assessment. “The Department of Social Development supports people with disabilities”

MANAGEMENT ECHELON

POST 32/59
:
CHIEF DIRECTOR: SOCIAL ASSISTANCE (TWO-YEAR FIXED TERM CONTRACT)


Senior Management Service



Branch: Comprehensive Social Security

SALARY
:
R591 510 p.a. This inclusive remuneration package consists of a basic salary, the states’ contribution to the Government Employees Pension Fund and a flexible portion that may be structured i.t.o. the applicable rules. The successful candidate will be required to enter into a performance agreement and to sign an employment contract.

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate recognised Bachelors Degree (or equivalent qualification) PLUS relevant senior management experience in the social security/assistance field.  Experience in policy development in any of the social assistance areas as well as experience in managing multi-disciplinary teams.  Knowledge of social security especially social assistance Economics or a legal background will be an advantage. Competencies needed: Policy analysis, formulation and research skills.  Internal/external networking skills.  Analytical and problem-solving skills. A course(s) in economics Communication (written and verbal) skills.  Financial management skills.  Programme and project management skills.  People management and empowerment skills.  Client orientation and customer focus skills.  Service delivery innovation.  Strategic planning skills.  Computer user knowledge and experience. Attributes: Personal drive.  Self-motivation.  Ability to work with a team.  Ability to work under pressure.

DUTIES
:
Key Responsibilities: Develop social security policies and strategies with respect to children, youth and families to provide for appropriate social assistance.  Develop policies and strategies with respect to people with disabilities and the elderly to provide for appropriate social assistance.  Develop policies and strategies with respect to all people in destitute to provide for appropriate social assistance. Assess the social, political and economic benefits and costs of social assistance policies Ensure Integration of social assistance and social insurance Ensure monitoring and evaluation of the implementation of policies and their impact assessments

ENQUIRIES
:
Mr S Jehoma Tel: (012) 312-7746

POST 32/60
:
DIRECTOR: BUSINESS PROCESSES AND RISK MANAGEMENT


Chief Directorate: Strategy, Planning, Development and Risk Management 

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

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate recognised Bachelor’s degree or equivalent qualification PLUS sufficient management experience in the field of business process and risk management. Knowledge in strategy planning and management will be an added advantage. Knowledge and experience in Business Process Management. Knowledge and understanding of the relevant public service legislative framework. Competencies needed: Policy development and implementation skills.  Presentation skills. Communication and liaison skills. Coordination skills. Planning and organising skills. Analytical skills. Problem solving skills. Business ethics skills. Strategic capability and leadership skills. Monitoring and evaluation skills. Project management skills. Negotiation skills. Client orientation and customer focus skills. Computer literacy. Financial management skills. Research skills. Facilitation skills. Attributes: Confidence. Trustworthiness. Integrity. Patience. Accuracy. Diplomacy. Assertiveness. Compliance. Ability to work under pressure. Ability to work in a team and independently. Creative and innovative. Friendliness.

DUTIES
:
Key responsibilities: Manage the strategic direction for business process improvement. Identify, validate, assess and document business requirements recommending Departmental priorities and advising on appropriate options, risks and cost. Pro-actively engage with various line functions to define priorities for business process requirement and ensure appropriate communication on plans and developments. Restructure business processes to support organisational performance and efficiency. Manage and facilitate the development of systems that support business process. Develop and facilitate a change management strategy in light of business process improvements. Facilitate the implementation of new business processes through the development of training manuals and ensure the training of officials within the organisation.

ENQUIRIES
:
Mr Z Dangor Tel: (012) 312-7488

POST 32/61
:
DIRECTOR: STRATEGIC PLANNING AND MANAGEMENT
Chief Directorate: Strategy, Planning, Development and Risk Management 

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

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate recognised Bachelor’s degree or equivalent qualification PLUS sufficient management experience in the field of strategy planning and management. Knowledge of risk management will be an added advantage. Knowledge and experience in general management. Knowledge and understanding of the relevant public service legislative framework. Competencies needed: Policy development and implementation skills.  Presentation skills. Communication and liaison skills. Coordination skills. Planning and organising skills. Analytical skills. Problem solving skills. Business ethics skills. Strategic capability and leadership skills. Monitoring and evaluation skills. Project management skills. Negotiation skills. Client orientation and customer focus skills. Computer literacy. Financial management skills. Research skills. Facilitation skills. Attributes: Confidence. Trustworthiness. Integrity. Patience. Accuracy. Diplomacy. Assertiveness. Compliance. Ability to work under pressure. Ability to work in a team and independently. Creative and innovative. Friendliness.

DUTIES
:
Key Responsibilities: Develop the annual strategic plan for the Department. Formulate the sector strategy plan for Social Development. Align the National Strategic Plan with the sector strategy (priorities). Facilitate the Development of business plans and annual plans for the Department. Conduct mid-term strategic review in the context of both government and the Department's commitments. Facilitate the institutional transformation process.  Provide support to provincial Social Development Department on analysing strategic performance.

ENQUIRIES
:
Mr Z Dangor Tel: (012) 312-7488

OTHER POSTS

POST 32/62
:
DEPUTY DIRECTOR: POLICY IMPLEMENTATION


Directorate: Policy Implementation Support

SALARY
:
R311 358 p.a. This inclusive remuneration package consists of a basic salary, the state’s contribution to the Government employees Pension Fund and a flexible portion that may be structured i.t.o. the applicable rules.

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Bachelor’s Degree or equivalent qualification PLUS sufficient experience  in policy implementation. Broad knowledge of relevant legislation pertaining to Social Assistance. Knowledge and understanding of relevant government legislative framework. Willingness to travel. Competencies needed: Policy development and implementation skills.  Capacity building skills. Monitoring and evaluation skills. Communication (written, verbal and presentation) skills. Interpersonal and liaison skills. Client Orientation and customer focus skills. Project management skills. Computer literacy. Research skills. Facilitation skills. Negotiation skills Attributes: Ability to work under pressure. Ability to work in a team and independently. Innovative and creative. Patience. Friendliness. Intergrity. Assertiveness.

DUTIES
:
Key Responsibilities: Provide implementation support on the interpretation and implementation of social assistance policies and  procedures. Ensure the uniform interpretation of legislations and policies. Develop and manage implementation frameworks for social assistance. Provide an advisory service to stakeholders. Coordinate social assistance research.
ENQUIRIES
:
Mr T. John 012 312 7748

POST 32/63
:
DEPUTY DIRECTOR: SERVICE DELIVERY IMPROVEMENT


Directorate: Policy Implementation Support

SALARY
:
R311 358 p.a. This inclusive remuneration package consists of a basic salary, the state’s contribution to the Government employees Pension Fund and a flexible portion that may be structured i.t.o. the applicable rules.

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Bachelor’s degree or equivalent  qualification PLUS sufficient experience in Social Assistance. Broad knowledge of relevant legislation pertaining to service delivery. Knowledge and understanding of service level agreements Knowledge  of Government  legislative framework such as PFMA, Treasury regulations and Public Service Act. Willingness to travel. Competencies needed: Capacity Building skills.  Policy development and implementation skills. Monitoring and evaluation skills. Communication (written, verbal and presentation) skills. Interpersonal and liaison skills. Client Orientation and customer focus skills. Project management skills. Computer literacy. Management skills. Negotiation skills. Facilitation skills. Stakeholder relationship management skills. Attributes: Ability to work under pressure. Ability to work in a team and independently. Innovative and creative. Patience. Friendliness. Intergrity.

DUTIES
:
Key Responsibilities: Develop a key set of social assistance service delivery indicators in consultation with relevant stakeholders. Develop, monitor and evaluate service level agreements with relevant stakeholders. Develop a quality assurance framework and conduct quality assurance reviews. Collate and analyse information to compile quarterly reports. Develop and maintain a database on social assistance.
ENQUIRIES
:
Mr T. John, Tel: (012) 312-7748
POST 32/64
:
DEPUTY DIRECTOR: PROGRAMME IMPLEMENTATION SUPPORT


Directorate: Sustainable Livelihoods

SALARY
:
R311 358 p.a This inclusive remuneration package consists of a basic salary, the states contribution to the Government Employees Pension Fund and a flexible portion that may be structured i.t.o. the applicable rules. 

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Bachelor’s Degree or equivalent qualification PLUS sufficient experience in community outreach programmes. Knowledge and experience in project management will be an added advantage. Knowledge and understanding of research methodologies. Knowledge of public service legislative framework. Knowledge and understanding of Sustainable Livelihood Approach. Competencies needed: Project Management skills. Presentation and facilitation skills. Communication (written and verbal) skills. Research and analytical skills. Problem solving skills.  Negotiation skills. Planning and organising skills. Monitoring and evaluation skills. People management skills. Financial management skills. Attributes: Patience. Ability to work under pressure. Ability to work in a team and independently. Creative and Innovative Compliant. Integrity. Assertiveness. Trustworthiness.

DUTIES
:
Key Responsibilities: Determine relevant stakeholders for Sustainable  Livelihood programmes and sustain the relationship . Raise awareness on Sustainable Livelihood programmes. Facilitate workshops on Sustainable Livelihoods. Promote Sustainable Livelihood Programmes.  Provide support for the implementation of the Sustainable Livelihood approach.

ENQUIRIES
:
Mr A. Mahlako Tel: (012) 312-7723
POST 32/65
:
DEPUTY DIRECTOR: PROGRAMME IMPLEMENTATION MANAGEMENT


Directorate: Sustainable Livelihoods

SALARY
:
R311 358 p.a This inclusive remuneration package consists of a basic salary, the states contribution to the Government Employees Pension Fund and a flexible portion that may be structured i.t.o. the applicable rules. 

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Bachelor’s Degree or equivalent qualification PLUS sufficient experience in project management. Knowledge and understanding of research methodologies. Knowledge of public service legislative framework. Knowledge and understanding of Sustainable Livelihood Approach Competencies needed: Project Management skills. Presentation and facilitation skills Communication (written and verbal) skills. Research and analytical skills. Problem solving skills.  Negotiation skills. Planning and organising skills. Monitoring and evaluation skills. People management skills. Financial management skills. Attributes: Patience. Ability to work under pressure. Ability to work in a team and independently. Creative and Innovative Compliant. Integrity. Assertiveness.

DUTIES
:
Key Responsibilities: Facilitate the development and review of guidelines for the operationalisation of the sustainable livelihood framework. Facilitate effective documentation, sharing of best practices for replication and effective implementation of the Sustainable Livelihood Programme. Facilitate the implementation  of projects and programmes in line with Sustainable Livelihood Approach. Facilitate and coordinate the skills development programmes for community development Practitioners on sustainable Livelihood Approaches. Establish and ensure effectiveness and efficiency of sustainable livelihood forum and centre of excellence.

ENQUIRIES
:
Mr A. Mahlako Tel: 012 312-7723

POST 32/66
:
DEPUTY DIRECTOR: ICT ARCHITECTURE


Directorate: Systems Development 

SALARY
:
R311 358 p.a. This inclusive remuneration package consists of a basic salary, the states’ contribution to the Government Employees Pension Fund and a flexible portion that may be structured i.t.o. the applicable rules. 

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate recognised Bachelors degree in Computer Sciences / Information Technology or equivalent qualification PLUS sufficient experience in the field of Enterprise Architecture Development. Knowledge of systems development would be an added advantage. Knowledge of ICT International standards. Competencies needed: Computer Programming skills.  Business and systems analysis skills. Communication and liaison skills. Coordination skills. Planning and organising skills. Analytical skills. Problem solving skills. People management and empowering skills. Strategic capability and leadership skills. Project management skills. Presentation skills. Research skills. Facilitation skills. Policy and implementation skills. Client orientation and customer focus skills. Monitoring and evaluation skills. Negotiation skills. Attributes: Creative and innovative. Confidence. Trustworthiness. Integrity. Patience. Accuracy. Diplomacy. Assertiveness. Compliance.  Ability to work under pressure. Ability to work in a team and independently.

DUTIES
:
Key Responsibilities: To develop the Department’s Enterprise Architecture. Analyse Enterprise business drivers to determine business processes and information flow. Develop ICT governance model, policies and standards. Participate in the Enterprise architecture implementation to ensure compliance to developed standards.

ENQUIRIES
:
Mr J Segole Tel: (012) 312-7917

POST 32/67
:
DEPUTY DIRECTOR: STRATEGY ANALYSIS (TWO-YEAR CONTRACT)


Chief Directorate: Strategy Planning, Development and Risk Management 

SALARY
:
R311 358 p.a. This inclusive remuneration package consists of a basic salary, the states’ contribution to the Government Employees Pension Fund and a flexible portion that may be structured i.t.o. the applicable rules. 

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate recognised Bachelor’s degree or equivalent qualification PLUS sufficient experience in the field of strategy analysis. Knowledge and experience in project management. Knowledge and understanding of the relevant public service legislative framework and government planning circle. Willingness to travel. Competencies needed: Presentation skills. Communication and liaison skills. Coordination skills. Planning and organising skills. Analytical skills. Problem solving skills. Business ethics skills. Strategic capability and leadership skills. Monitoring and evaluation skills. Project management skills. Negotiation skills. Client orientation and customer focus skills. Computer literacy. Financial management skills. Research skills. Facilitation skills. Attributes: Confidence. Trustworthiness. Integrity. Patience. Accuracy. Diplomacy. Assertiveness. Compliance. Ability to work under pressure.  Ability to work in a team and independently. Creative and innovative. Friendliness.

DUTIES
:
Key Responsibilities: Facilitate the mid-term review of the strategic planning process for the National Department and provincial annual performance plan. Manage the integrated planning, budgeting and reporting model of the Department including the institutional operational plan of the Department. Coordinate the strategic planning. Develop a framework for institutional transformation (including change management) and reforms. 

ENQUIRIES
:
Mr R Hlatshwayo, Tel: (012) 312-7375

POST 32/68
:
DEPUTY DIRECTOR: STRATEGIC ALIGNMENT AND PLANNING (TWO-YEAR CONTRACT)



Chief Directorate: Strategy Planning, Development and Risk Management 

SALARY
:
R311 358 p.a. This inclusive remuneration package consists of a basic salary, the states’ contribution to the Government Employees Pension Fund and a flexible portion that may be structured i.t.o. the applicable rules.

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate recognised Bachelor’s degree or equivalent qualification PLUS sufficient experience in the field of strategy alignment and planning. Knowledge and experience in project management. Knowledge and understanding of the relevant public service legislative framework and government circle. Willingness to travel. Competencies needed: Presentation skills. Communication and liaison skills. Coordination skills. Planning and organising skills. Analytical skills. Problem solving skills. Business ethics skills. Strategic capability and leadership skills. Monitoring and evaluation skills. Project management skills. Negotiation skills. Client orientation and customer focus skills. Computer literacy. Financial management skills. Research skills. Facilitation skills. Attributes: Confidence. Trustworthiness. Integrity. Patience. Accuracy. Diplomacy. Assertiveness. Compliance. Ability to work under pressure.  Ability to work in a team and independently. Creative and innovative. Friendliness.

DUTIES
:
Key Responsibilities: Facilitate the development of the functional strategies based on the Department's broader strategic plan. Facilitate the alignment of provincial strategic plan to national plan. Align national strategic planning process to the budget cycle. Convene regular national strategic forum meeting with provincial Social development Department. Provide technical support to provincial strategy units.

ENQUIRIES
:
Mr R Hlatshwayo Tel: (012) 312-7375

POST 32/69
:
SOCIAL WORK ADVANCED SPECIALIST


Directorate: Prevention (HIV/AIDS)

SALARY
:
R311 358 p.a. This inclusive remuneration package consists of a basic salary, the states’ contribution to the Government Employees Pension Fund and a flexible portion that may be structured i.t.o. the applicable rules.

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate, recognised Bachelors Degree / Diploma in Social Work plus credible experience  Registration with the South African Council for Social Service Professions. Willingness to travel.  It will be to the advantage of the successful candidate to be proficient in at least vive official languages. Competencies needed: Project management skills.  Policy development and analytical skills. Organising and planning skills.  Liaison, communication, negotiation and report writing skills.  Presentation skills.  Computer literacy. Financial management skills.  Stakeholder management skills.  

DUTIES
:
Key Responsibilities: Facilitate the development and the policy framework for youth affected and infected by HIV and AIDS.  Review current policies and frameworks for youth programmes.  Design implementation plans and guidelines for youth and awareness programmes.  Conduct research on youth and awareness policies and [programmes.  Monitor and evaluate implementation of programmes.  Develop and implement programmes for vulnerable people especially the youth.  

ENQUIRIES
:
Ms I Mngadi Tel: (012) 312-7301

POST 32/70
:
ASSISTANT DIRECTOR: PROGRAMME IMPLEMENTATION SUPPORT


Directorate: Sustainable Livelihoods

SALARY
:
R196 815 p.a

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Bachelor’s Degree or equivalent qualification PLUS sufficient experience in community outreach programmes. Knowledge and experience in project management will be an added advantage. Knowledge of public service legislative framework. Knowledge and understanding of Sustainable Livelihood Approach. Competencies needed: Project Management skills. Presentation and facilitation skills Communication (written and verbal) skills. Research and analytical skills. Problem solving skills.  Negotiation skills. Planning and organising skills. Monitoring and evaluation skills. People management skills. Financial management skills. Attributes: Patience. Ability to work under pressure. Ability to work in a team and independently. Creative and Innovative Compliant. Integrity. Assertiveness.

DUTIES
:
Key Responsibilities: Disseminate information pertaining to Sustainable Livelihood programmes. Determine role clarification for each stakeholder and ensure the development of Service Level Agreement as required. Coordinate workshops and arrangements on Sustainable Livelihood programmes. Assist in creating awareness on Sustainable Livelihood programmes in liaison with Chief Directorate: Communication. 

ENQUIRIES
:
Mr A. Mahlako Tel: (012) 312-7723
POST 32/71
:
SKILLS DEVELOPMENT FACILITATOR


Directorate: Human Resource Development

SALARY
:
R196 815 p.a.

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Bachelors Degree or equivalent qualification PLUS credible relevant experience in the human resource development field.  Knowledge and experience in the functioning of the Sector Education and Training Authorities. Knowledge and understanding of the SAQA processes.  Knowledge and understanding of legislation underpinning skills development. Competencies needed: Monitoring and evaluation skills.  Communication (written, verbal and liaison) skills. People management and empowerment skills. Client orientation and customer skills.  Programme and project management skills.  Policy development skills.  Coordination and facilitation skills. Leadership and organisation skills.  Computer literacy. Attributes:  Ability to work under pressure. Ability to work independently and as part of a team. 

DUTIES
:
Key Responsibilities: Develop, facilitate and monitor the implementation of the Work Place Skills Plan for the National Department of Social Development. Compile the Annual Training Report and Quarterly Management Report.  Facilitate the provision of quality training in support of the National Department’s priorities. Liaise between the Department and the relevant SETA’s. Ensure the Department’s participation in broader skills development processes of the Public Service. Ensure compliance with the National Skills Development Strategy and the HRD strategy of the Public Service. Quality assurance of all development interventions in the Department.  Conduct a skills audit for the Department.  Conduct impact assessment of all training interventions and provide reports to the relevant stakeholders. Develop and review HRD policies and procedures.  Management of the Internship and Learnership programme.  Management of the Departmental bursary scheme. Budget monitoring.  Management of staff.

ENQUIRIES
:
Mr R van Loggerenberg Tel: (012) 312-7674

POST 32/72
:
ADMINISTRATIVE OFFICER


Directorate: Policy Implementation Support

SALARY
:
R106 335 p.a. 

CENTRE
:
Pretoria

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

DUTIES
:
Key Responsibilities: Render a professional secretariat and administrative support services to the Directorate. Make travel and accommodation arrangements for officials. Arrange meetings and workshops for the directorate and ensure the coordination and management of the flow of documents. Act as a liaison and coordinator between the Directorate  and provinces. Draft administrative  related submissions.

ENQUIRIES
:
Mr T. John Tel: (012) 312-7748

POST 32/73
:
PROJECT ADMINISTRATOR (2 POSTS)


Directorate: Sustainable Livelihoods

SALARY
:
R106 335 p.a. 

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Bachelor’s Degree or equivalent qualification PLUS sufficient experience in administration. Knowledge of public service legislative framework. Knowledge and understanding of Sustainable Livelihood Approach will be an advantage. Competencies needed: Project Management skills. Presentation and facilitation skills Communication (written and verbal) skills. Research and analytical skills. Problem solving skills.  Negotiation skills. Planning and organising skills. Monitoring and evaluation skills. People management skills. Financial management skills. Attributes: Patience. Ability to work under pressure. Ability to work in a team and independently. Creative and Innovative Compliant. Integrity. Assertiveness.

DUTIES
:
Key Responsibilities: Administer programme activities within the Directorate. Participate in the development and review of project business plans and guidelines in line with Sustainable Livelihood Approach. Coordinate pilot project steering committees. Consolidate input documents and prepare project progress reports. Keep record of lessons learnt from other pilot projects. Provide administration support on the provincial and national meetings and workshops for Sustainable Livelihood programme. Participate in community needs identification and analysis.  

ENQUIRIES
:
Mr A. Mahlako Tel: (012) 312-7723
POST 32/74
:
SENIOR COMMUNICATION OFFICER: MEDIA AND NATIONAL LIAISON (ONE YEAR CONTRACT)



Directorate: External Communication and Marketing

SALARY
:
R106 335 p.a. PLUS 37 % of basic salary in lieu of benefits

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Diploma or equivalent qualification in Public Relations or Communications. Sufficient experience in communications, journalism or marketing will be an added advantage.  Knowledge of government policies and prescript. Knowledge of the social development sector. Competencies needed: Strong liaison skills. Good interpersonal skills. Planning and organising skills. Good communication (written and verbal) skills. Computer literate (MS Office).  marketing skills. Presentation and facilitation skills. Attributes: Good Negotiator. Persistence. Organizer. Ability to work under pressure. Ability to work in a team and independently. Compliant. Integrity. Assertiveness.

DUTIES
:
Key Responsibilities: Liaise with media, national, provincial and local governments to maximize partnerships. To provide communication administrative support. Co-ordinate national and provincial events. Maintain positive image of the Ministry and Department through pro-active media liaison and public relations activities. Conduct media monitoring and research on the coverage of the Department.

ENQUIRIES
:
Mr K Sathekge Tel: (012) 312-7775 

ANNEXURE J
PROVINCIAL ADMINSITRATION: FREE STATE

DEPARTMENT OF EDUCATION

The Free State Provincial Government and Free State Department of Education are equal opportunity, affirmative action employers. It is our intention to promote representivity (race, gender and disability) in the Department through the filling of these posts.  Candidates whose transfer/promotion/appointment will promote representivity, according to the Departmental Employment Equity plan and targets, will receive preference.

CLOSING DATE
:
23 August 2007 @ 16h00

NOTE
:
A number of Public Servant posts in the Department need to be filled. The particulars of the posts, requirements, etc. are attached. Introduction and general measures Please note the following: the FSDoE will give preference to candidatures in the following order: Firstly, to the candidature of excess employees who are at a level equivalent to that of the advertised vacancy. Secondly, to the candidature of employees other than those referred to in the above paragraph i.e. non-excess employees and excess employees at lower/ higher levels than that of the advertised vacancy. Lastly, to the candidature of non-public servants. All applications must be submitted on a Z.83 form, obtainable from any Public Service Department, as well as from FSDoE, or the official website: (www.fsdoe.fs.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. Applications must be accompanied by original certified, copies of formal and informal qualifications, driver’s licence (where specified), identity document and a detailed C.V. Separate applications must be submitted for every vacancy. Applicants must clearly quote the relevant reference number on application forms and on the envelope and forward the applications to the address as indicated in the advertisement. N.B.: Please note that: Incomplete and late applications will not be considered.  Failure to comply with the procedure outlined above, will lead to an application being rejected.  Applicants are informed that applications, copies of qualifications and CVs will not be returned; Applicants who terminated their services with voluntary severance packages may not apply; Faxed applications will not be accepted; Salary progression on the salary scales is subject to performance assessment; The FSDoE reserves the right not to fill advertised positions; and Applicants educational qualifications will be verified and references will be checked; Applicants on salary level 11 and upwards will be required to be subjected to a competency based assessment & to sign a performance agreement; and It is expected of candidates to be available for selection interviews on a date, time and place determined by the Free State Department of Education. Please forward your application, quoting the relevant reference number on your Z83 application as well as on the envelope. Applicants are respectfully informed that, if no notification of appointment is received within 4 months of the closing date, they must accept that their application had been unsuccessful. This advertisement will also appear on the website of the Department at www.fsdoe.fs.gov.za.

MANAGEMENT ECHELON

POST 32/75
:
CHIEF DIRECTOR: PHYSICAL RESOURCE PLANNING, INFRASTRUCTURE AND LEARNER SUPPORT REFERENCE: 16/2007/01

SALARY
:
An all inclusive remuneration package of R591 510 pa (The package includes a basic salary (60% of package), State¹s contribution to the Government Employee Pension Fund (15% of basic salary) and a flexible portion that may be structured in terms of the applicable guidelines)

CENTRE
:
Head Office, Bloemfontein

REQUIREMENTS
:
A Relevant 3-year degree/diploma or equivalent qualification. Extensive knowledge of Public Service Regulations; Public Finance Management Act; Preferential Procurement Policy Framework Act; Transport Legislation and Property Charter . Experience in Project Management and Infrastructure Development with 5 years¹ or more experience as a Senior Manager.  Basic knowledge or training on Private Public Partnerships. Understanding of property and land affairs processes. Strong leadership and managerial experience, planning, interpersonal, written and verbal, analytical and numerical skills, computer skills and ability to communicate at all levels inside and outside the organisation . Valid driver¹s licence.

DUTIES
:
Provide strategic direction, guidance and advice with respect to Infrastructure Development, Learner Support and Property Administration of the Department. Develop a business plan for the Chief Directorate. Evaluate the key performance areas of the Chief Directorate against set measurable objectives and standards.

ENQUIRIES
:
Mr TNT Lioma  ( (051) 404 8420.

POST 32/76
:
DIRECTOR: HUMAN RESOURCE MANAGEMENT: EDUCATORS REFERENCE: 16/2007/02

SALARY
:
An all inclusive remuneration package of R502 725 pa (Level 13) (The package includes a basic salary (60% of package), State¹s contribution to the Government Employee Pension Fund (15% of basic salary) and a flexible portion that may be structured in terms of the applicable guidelines)

CENTRE
:
Bloemfontein

REQUIREMENTS
:
An appropriate tertiary degree or diploma in Behavioural Sciences, Public Administration and Management or related Sciences. In-depth knowledge of and appropriate hands-on experience within recruitment and selection, compensation, provisioning,  Employment Equity as well as Conditions of Service and overall generic HR practices. Extensive experience at management level.  In-depth knowledge of relevant legislation and modern HR policies and application thereof. Valid driver¹s licence. Recommendations Human Resource Planning and Human Resource Information Management will be an added advantage. Competencies: Strategic thinking and capability.  Excellent communication skills (verbal and written).  Problem-solving and analysis.  Action and Results oriented. Programme and Project Management.  People Management and empowerment. Financial Management skills.

DUTIES
:
The successful candidate will be required to:. Develop and lead a strong HRM team to achieve the strategic goals of the FSDoE. Develop the Human Resource strategy. Alignment of Human Resource with business goals. Ensure that the FSDoE complies with HR legislation. Formulate and implement strategies, policies and procedures for HRM and give advice to management, line staff and communities. Manage and improve educator Human Resources related functions pertaining to recruitment & selection, conditions of service and general HRM support functions of the FSDoE. Provide reports on all activities. Serve in departmental and inter-departmental committees and task teams.

ENQUIRIES
:
Mr JS Tladi ( (051) 404-8433.

OTHER POSTS

POST 32/77
:
ASSISTANT DIRECTOR: HUMAN RESOURCES PROVISIONING AND UTILISATION: MOTHEO DISTRICT OFFICE REFERENCE: 16/2007/03

SALARY
:
R157 686 - R190 488 pa

CENTRE
:
Bloemfontein 

REQUIREMENTS
:
RQV 13 or relevant qualifications and appropriate experience. Valid driver¹s licence. Recommendations: Monthly report writing on activities or functions that must be reported to DMT and HR Head Office. Computer literate, PERSAL and a valid driver¹s licence. Well experienced in District post provisioning activities.

DUTIES
:
To manage and control all Human Resources functions and/or responsible for all Human Resource related matters in Personnel Provisioning in the District and schools in line with the strategic objectives of the Department . To design, develop, manage, control strategies, business plan and Human Resource plan in order to achieve the objectives of the District. To administer Performance Management Development system.  To capacitate junior officials, give guidance, training and to advise Senior Management . To ensure compliance at all times as stipulated in terms of the Public Service Act, 1994, The Employment of Educators Act 76 of 1998, Public Service Regulations Act, 1999, Labour Relations Act, 1995, Basic Conditions of Employment Act, Collective Agreements and ELRC and PSCBC Resolutions . Manage execution of all HR functions in such a way that they comply with all prescripts and policies as means to assist the Department to get  an unqualified Auditor Generals report.

ENQUIRIES
:
PPR  Mohoje ( (051) 404-4584.

DEPARTMENT OF SPORT, ARTS AND CULTURE

APPLICATIONS
:
Applications must be submitted to : Department of Sport, Arts and Culture, Human Resource Advisory Division, Private Bag X20606, Bloemfontein 9300 or place applications in application box, Foyer 2nd Floor, Saambou Building, Cnr Maitland and Aliwal Streets, Bloemfontein 9300

FOR ATTENTION
:
Ms M M Moffat

CLOSING DATE
:
31 August 2007

NOTE
:
Instructions On How To Apply: Applications should be submitted on a Z83 form obtainable from any Public Service Department or at www.fs.gov.za and must be accompanied by an updated comprehensive and detailed  Curriculum Vitae with certified copies of qualification certificates, Driver’s license and a copy of Identity Document or Passport attached. Direct your application quoting the relevant reference number and corresponding centre of employment above on the Z83 form. No faxed or e-mailed applications will be considered and applications received after the closing date indicated above will not be accepted. If applying for more than one position, a separate application form (Z83 - with relevant attachments ) must be provided for each post applied for Failure to comply with the above instructions will result in the application not being considered and automatically disqualified. Please Note: Candidates who are not contacted within four months for an interview may assume that they did not meet the shortlist criteria and are hereby thanked for applying for the vacant posts Candidates in ownership of foreign qualifications, certificates and/or courses attended must ensure that they attach proof of the level of their qualifications, issued by the South African Qualification Authority.

OTHER POSTS

POST 32/78
:
SENIOR PERSONNEL OFFICER ( REF SPO.6)
SALARY
:
R85 362 per annum

CENTRE
:
Bloemfontein

REQUIREMENTS
:
Grade 12 or equivalent qualification ▪ Extensive experience in leave administration ▪ Working knowledge of incapacity leave procedures ▪ Computer literacy including vast PERSAL experience ▪ Working knowledge of prescripts contained in the Directive on leave.

DUTIES
:
Key Responsibilities:  The successful candidate will: ▪ Render a general leave function related to incapacity leave, sick leave, annual leave and Ill Health Retirement to all officials in the Department ▪ Process leave without pay and special leave transactions on PERSAL ▪ Process short incapacity, long incapacity and Ill Health Retirement applications and refer such applications to SOMA ▪ Draft relevant submissions pertaining to leave matters ▪ Keep leave related statistics.

ENQUIRIES
:
Mr M Bloem at Tel. No. 051 410 3605

POST 32/79
:
PERSONNEL OFFICER ( REF PO.4)
SALARY
:
R58 290 per annum

CENTRE
:
Bloemfontein

REQUIREMENTS
:
Grade 12 or equivalent qualification ▪ Basic Experience in leave administration ▪ Working knowledge of Incapacity leave procedures ▪Computer literacy including PERSAL experience. Recommendations: Working experience in capturing of leave transactions on PERSAL ▪Working knowledge of prescripts contained in the Directive on leave.

DUTIES
:
Key Responsibilities:  The successful candidate will: ▪ Render a general leave function to all officials in the Department ▪ Capture leave transactions on PERSAL ▪ Assist with incapacity leave applications.

ENQUIRIES
:
Mr M Bloem at Tel. No. 051 410 3605

DEPARTMENT OF TOURISM ENVIRONMENTAL AND ECONOMIC AFFAIRS

APPLICATIONS
:
The Human Resources, Department of Tourism, Economic and Environmental Affairs, Private Bag X20801, Bloemfontein, 9300

CLOSING DATE
:
24 August 2007

FOR ATTENTION
:
Mr Machaea

MANAGEMENT ECHELON

POST 32/80
:
DIRECTOR: SMME POLICY DEVELOPMENT (REF.NO.: DTEEA 07/08/24)


Economic Development Chief Directorate



Directorate: Smme Policy Development

SALARY
:
An all inclusive SMS salary package of R 502 725 p.a. Salary must be structured according to the individual’s needs

CENTRE
:
Bloemfontein

REQUIREMENTS
:
An appropriate Bachelor’s degree or equivalent qualifications in relevant fields with emphasis on SMME development and LED background ●Relevant experience in management position● Knowledge in development studies including research and analysis skills● Computer literacy & valid driver’s license.

DUTIES
:
Facilitate the development of provincial legislation; policies and procedures for small business development in line with the national prescripts● Determine SMME enterprise development opportunities through conducting research including data-base● Co-ordinate and ensure integration of service delivery through monitoring and evaluation of developmental agencies operating in the Province● Co-ordinate implementation of LED strategies and IDP programmes including identification of opportunities for co- operatives● Manage human and capital resources of the directorate /component.

ENQUIRIES
:
Mr. C.Chauke: Tel. No: (051) 400-9623

POST 32/81
:
DIRECTOR: ORGANIZATIONAL AND HUMAN RESOURCE DEVELOPMENT. (REF. DTEEA 07/02/30)



Chief Directorate: Corporate Services

SALARY
:
An all inclusive SMS salary package of R502 725 p.a. Salary can be structured according to the individual’s personal needs. This appointment is subject to the signing of a Security Clearance, Annual Performance Agreement, Financial disclosure and vetting.

CENTRE
:
Bloemfontein

REQUIREMENTS
:
An appropriate Bachelor’s degree/diploma or an equivalent qualifications● Applicants should also possess experience in the field of Human Resource Management and Organization Development● Prospective candidates will be expected to have a clear understanding of the New Public Service Management Framework and a good grasp of the Transformation agenda of the Public Service●.  Further requirements for the post are: Project Management, Communications (verbal and written0, research, strategic planning, interpersonal and management skills

DUTIES
:
The Director will be charged with the optimization of departmental human and material resources in order to ensure achieve of strategic goals an objectives● To succeed in this, he/she will be concerned with the diagnosis of the departmental performance, and assess the Department’s ability to adapt to change●  Further key result areas of this post are:  ● Conduct functional studies to ascertain optimal organizational structure and post establishment that will assist the achievement of departmental goals. ●Ensure effective and operational Human Resources Planning in the Department. ● Develop and implement a comprehensive Employee Wellness programme which provides appropriate in the Department through the development of policies and programme focusing on fundamental issues such as HIV/AIDS, gender and disability. ● Ensure improvement skills development of the department workplace●  Foster the implementation of sound performance management processes.

ENQUIRIES
:
Mr. M.S. Sani, Tel. No: (051) 400 4931

OTHER POSTS

POST 32/82
:
DEPUTY DIRECTOR: LOCAL ECONOMIC DEVELOPMENT (REF DTEEA.07/08/25)



Sub-Directorate: Local Economic Development & Support

SALARY
:
An all inclusive MMS salary package of R 311 358 per annum. Salary must be structured according to the individual’s personal needs

CENTRE
:
Bloemfontein

REQUIREMENTS
:
An appropriate Bachelor’s degree/ diploma or equivalent qualifications● Understanding of government policies relating to Economic Development● Good knowledge of the SMME sector and strategic management● Computer literacy and valid driver’s license.

DUTIES
:
Develop policies and strategies on SMME development with particular emphasis on Micro Enterprises and Cooperatives● Coordinate LED programmes with regard to business  development and capacity building● Liaise with different stakeholders within and outside the public service with a view to SMME promotion (Micro enterprises and Cooperatives)● Monitor the implementation of LED strategies by all municipalities and ensure participation of stakeholders in Integrated Development Plan view processes● Give direction and guidance to staff as well as manage all resources in the sub-directorate.
ENQUIRIES
:
Mr. C.Chauke: Tel. No: (051) 400-9623

POST 32/83
:
DEPUTY DIRECTOR: CONSERVATION OUTSIDE PROTECTED AREAS (REF DTEEA.07/08/34)



Tourism Chief Directorate



Directorate: Eco-Tourism & Conservation

SALARY
:
An all inclusive MMS salary package of R 311 358 per annum. Salary must be structured according to the individual’s personal needs.

REQUIREMENTS
:
An appropriate Bachelor’s degree/diploma in Conservation or equivalent qualification in the conservation field● Extensive experience (7) in conservation● Computer literacy and valid driver’s license.

DUTIES
:
Manage the budget and human resources in the sub- directorate● Draft and implement legislation and policies in respect of professional hunting and conservation● Train aspirant private black farmers in order to promote black economic development● Issue licenses and permits for professional hunters● Assist with the evaluation and establishment of private nature reserves● Conduct regular inspection and ensure that farmers comply with legislation● Establish community based nature reserve progress.

ENQUIRIES
:
Mr. J.M.Selemela: Tel.No:  051-400 4930

POST 32/84
:
DEPUTY DIRECTOR: ECO-TOURISM (REF DTEEA.07/08/35)
SALARY
:
An all inclusive MMS salary package of R 311 358 per annum. Salary must be structured according to the individual’s personal needs.

REQUIREMENTS
:
An appropriate Bachelor’s degree/diploma in Conservation or equivalent qualification in the conservation field● Extensive experience (7) in conservation● Computer literacy and valid driver’s license.

DUTIES
:
Manage all the resorts in the directorate.  This includes: ●Human resources, financial resources, assets (land & building), equipment and other stores● Ensure effective marketing of all provincial resorts in order to attract provincial, national and international tourists● Ascertain that all resorts are graded in order to improve and maintain their standards● Do infrastructural and refurbishment planning for all resorts and identifying new resorts to be established● Oversee effective and efficient management of all projects: This will include: Fencing of all resorts, management of fire breaks, and construction and maintenance of all resorts● Prepare an annual revenue budget for the Chief Financial Officer and ensure maximization of revenue● Play a critical role in the determination of tariffs in the resorts● Develop and implement a database of visitor statistics and keep track of the tourism trends in the industry so as to determine the needs of the industry.
ENQUIRIES
:
Mr. J.M.Selemela: Tel.No: 051-400 4930

POST 32/85
:
DEPUTY DIRECTOR: COMMUNICATION (REF DTEEA.07/08/37 )


Communication and information technology chief directorate



Directorate: communication 

SALARY
:
An all inclusive MMS salary package of R 311 358 per annum. Salary must be structured according to the individual’s personal needs.

REQUIREMENTS
:
An appropriate Bachelor’s degree/diploma in Communication, Public Relations or Journalism. ● Relevant extensive experience. ● Good knowledge and understanding of how communication functions within the Public Sector● Good knowledge of South African media● Computer literacy and valid driver’s license● Policy analysis..
DUTIES
:
Disseminating accurate and updated information about operations and activities of the department. ● Develop and maintain effective media relations. ● Conceptualize and manage corporate events. ● Write effective and relevant speeches.

ENQUIRIES
:
Mr. K. Tau: Tel.No: (051) 400-9540

POST 32/86
:
ASSISTANT DIRECTOR: COMMUNICATION (REF. DTEEA 07/08/38)
SALARY
:
R157 686 per annum

REQUIREMENTS
:
An appropriate Bachelor’s degree/diploma in Communication or equivalent qualification. ● Relevant experience. ● Policy analysis. ● Computer literacy. ● Knowledge of Communication Principles● Computer literacy and valid driver’s license● Good knowledge of South African media.
DUTIES
:
Collect select process and arrange publicity material with a view to report and commenting on subjects, conditions and events through one or another medium of communication. ● Evaluate public attitudes for the purpose of influencing implementation of policies and procedure with such attitudes as far as possible. ● Plan and execute action to win and maintain the understanding and support of the public.

ENQUIRIES
:
Mr. K. Tau: Tel.No:  (051) 400-9540

POST 32/87
:
ASSISTANT DIRECTOR: LOCAL ECONOMIC DEVELOPMENT: CO-OPERATIVES (REF NO: DTEEA.07/08/26)

SALARY
:
R157 686 per annum

CENTRE
:
Bloemfontein

REQUIREMENTS
:
An appropriate Bachelor’s degree/ diploma or equivalent qualifications● Understanding of government policies relating to Economic Development● Good knowledge of the SMME sector and project management● Relevant experience with computer literacy & valid driver’s license. 

DUTIES
:
Plan and conduct research on Cooperatives in the province with the view to develop a database for decision making● Ensure registration of Cooperatives, conduct workshops and seminars to solicit inputs for policy formulation and to raise awareness to the public ( aspirant cooperatives.)● Render advice ( including referrals); facilitate training and other capacity building  programmes for Cooperatives to ensure that their businesses become sustainable● Mobilize banks and other financial institutions to grant loans to  Cooperatives and monitor them to ensure that they become sustainable entities● Ensure that Cooperatives participate in provincial, national and international pavilions to promote their products.

ENQUIRIES
:
Mr. Malinda Mafela:Tel.No: (051) 400-4923

POST 32/88
:
ASSISTANT DIRECTOR: INSTITUTIONAL DEVELOPMENT (REF NO: DTEEA.07/08/27)

SALARY
:
R157 686 per annum

CENTRE
:
Bloemfontein

REQUIREMENTS
:
An appropriate Bachelor’s degree/ diploma or equivalent qualifications● Understanding of government policies relating to Economic Development● Good knowledge of the SMME sector and project management●. Relevant experience with computer literacy & valid driver’s license.

DUTIES
:
Monitor the performance of development of  institutions in the province● Organize workshops and other awareness campaigns to educate SME’s on good business practice● Develop and maintain a database of all SME’s in the province in order to render the necessary support● Constantly advise the HOD and the MEC on appropriate strategic interventions in the implementation of policies● Assist with the development of a Service Level Agreement with development agencies for work prioritized by the provincial government● Facilitate linkages between small and big business in order to ensure survival of small businesses and ensure participation of SME’s in the mainstream of the Free State economy.

ENQUIRIES
:
Mr. Malinda Mafela: Tel.No:  (051) 400-4923

POST 32/89
:
ASSISTANT DIRECTOR: MICRO-ENTERPRISE (REF NO: DTEEA.07/08/28)
SALARY
:
R 157 686 per annum

REQUIREMENTS
:
An appropriate Bachelor’s degree/ diploma or equivalent qualifications● Understanding of government policies relating to Economic Development● Good knowledge of the SMME sector and project management● Relevant experience with computer literacy & valid driver’s license. 

DUTIES
:
Plan and conduct research on micro enterprise in the province with the   view to develop a database for decision making● Conduct workshops and seminars to solicit inputs for policy formulation● Render advise ( including referrals); facilitate training and other  capacity building programmes for micro enterprises to ensure that  their businesses become sustainable● Provide support and assistance to micro enterprises, especially the targeted sectors in accordance with national prescripts● .This includes   the disabled, women ( especially in rural areas) and youth● Ensure that micro enterprises participate in provincial, national and  international pavilions so as to promote their products.

ENQUIRIES
:
Mr. Malinda Mafela: Tel.No:  (051) 400-4923

POST 32/90
:
RESEARCHERS: SECTOR RESEARCH AND POLICY DEVELOPMENT: 3 POSTS (REF NO: DTEEA.07/08/29)

SALARY
:
R157 686 per annum

CENTRE
:
Bloemfontein

REQUIREMENTS
:
An appropriate Bachelor’s degree/ diploma or equivalent qualifications● At least three year research experience in an economic development environment● Reasonable practical experience in a project  management environment and broad knowledge of the Free State economic sectors● Ability to work in a team● . Good writing and verbal communication skills● Computer literacy and valid driver’s license.

DUTIES
:
Conduct and commission sectoral research in the various economic sectors such as mining, agro- processing, bio-fuel, and manufacturing● Disseminate  research outputs to key stakeholders● Ensure the availability of updated information about the various service offerings available from DTI and other national departments, which would benefit the businesses in the  Free State● Liaise with key stakeholders such as other government departments, public entities, parastatals,  non-governmental organizations, industry associations and research institutions on research related issues● Compile reports for management purposes.

ENQUIRIES
:
Mr. Malinda Mafela: Tel.No:  (051) 400-4923

POST 32/91
:
ASSISTANT DIRECTOR: JOB EVALUATION (REF NO: DTEEA.07/08/31)


Sub-Directorate: Departmental Effeciency Studies

SALARY
:
R157 686 per annum

CENTRE
:
Bloemfontein

REQUIREMENTS
:
An appropriate Bachelor’s degree or an equivalent qualifications coupled with relevant experience in job evaluation● Applicants should be certified Job Analysts in the Equate Job Evaluation System● Computer literacy● Good verbal and written communication skills● Trained as a Job Analyst on the Equate Job Evaluation System● Good management skills ( Presentation & interviewing skills).

DUTIES
:
Supervise subordinates in the Job Evaluation Division●  Serve as Panel Advisor to the Departmental Job Evaluation Quality Assurance Committee● Liaise closely with the Free State Department of the Premier and the Department of Public Service and Administration (DPSA) on Job Evaluation matters● Conduct job evaluation and make presentations to the Provincial Quality Assurance Committee to ensure proper grading of posts● Prepare reports after the Provincial Job Evaluation Panel has finalized its recommendations.

ENQUIRIES
:
Ms. N.Nyokong: Tel.No:  051-400 4925

POST 32/92
:
ADMIN. OFFICERS: STRATEGIC PLANNING SUB-DIRECTORATE: 2 POSTS (REF NO: DTEEA.07/08/33)


Chief Directorate:  Strategic Financial Administration & Supply Chain Management 



Directorate: Management Accounting

SALARY
:
R138 054 per annum

CENTRE
:
Bloemfontein

REQUIREMENTS
:
An appropriate National diploma or Bachelor’s degree in Strategic Management / Public Administration / Public Management• Excellent report writing skills● Good communication & inter-personal relations skills● Computer literacy.

DUTIES
:
Monitoring and evaluation of Departmental Strategic Plans and Annual Performance Plans● Perform strategic planning functions● Perform office administration functions which, inter alia,  include procurements of goods and services within this sub-directorate● Facilitate compilation of departmental reports e.g. quarterly performance report● Organize logistical arrangements with regard to strategic and quarterly performance reviews meetings● Perform other strategic planning functions as delegated from time to time.

ENQUIRIES
:
Mr. Gordon Letlhogile, Tel. No. ( 051) 400 4737 

POST 32/93
:
PERSONAL ASSISTANT: OFFICE OF THE HEAD OF DEPARTMENT (REF NO: DTEEA 07/08/41)



Office Of The Head Of Department

SALARY
:
R 132 054 per annum

CENTRE
:
Bloemfontein

REQUIREMENTS
:
An appropriate Bachelor’s degree/diploma or equivalent qualifications● Experience in managerial support functions● Computer literacy and good communication skills● Working knowledge on the setting up and maintenance of a record system.

DUTIES
:
Liaise with and/or sensitize the HOD regarding engagements● Prioritize appointments● Ensure that appointments are made● Ensure an efficient flow of information and documents● Compile and distribute confidential documents● Deal with enquiries received● Keep record of documents● Arrange for the placements of items on the agenda of meetings chaired by the HOD● Arrange for the attendance of meetings and other relevant gatherings● Do certain research for the HOD● Render a secretarial function for committees chaired by the HOD● Compile all necessary documents for the HOD in terms of the meetings to be attended● Prioritize documentation, correspondence, etc● Prepare and co-ordinate, as directed by the HOD, submissions, documents, briefing notes, etc● Attend meetings with the HOD with the purpose of minuting resolutions● Ensure the safe-keeping of all documentation in the Office of the HOD to be in line with the Archive Legislation● Ensure the security of the office and documentation● Handle travel arrangements for the HOD and assist her/him  with personal matters to enable him/her, to attend her/his duties● Accompany the HOD on some major visits to assist with administrative and logistic arrangements.

ENQUIRIES
:
Ms L.Van Rensburg: Tel.No: 051-400 4912
POST 32/94
:
JOB ANALYSTS:2 POSTS (REF NO: DTEEA.07/08/32)
SALARY
:
R106 335 per annum

CENTRE
:
Bloemfontein

REQUIREMENTS
:
An appropriate Bachelor’s degree/diploma or equivalent qualifications● Computer literacy, good verbal and written communication skills ( Presentation & interviewing skills)● Good interpersonal skills.

DUTIES
:
Conduct Job Evaluation to determine the proper grading of posts● Present posts to the Free State Provincial Job Evaluation Quality Assurance to ensure proper grading● Prepare reports after the Free State Provincial Job Evaluation Panel has finalized its recommendation● Ensure proper record keeping of all job evaluation documents.

ENQUIRIES
:
Ms. N.Nyokong: Tel.No:  051-400 4925

POST 32/95
:
COMMUNICATION OFFICER (REF NO: DTEEA.07/08/39)
SALARY
:
R106 335 per annum

CENTRE
:
Bloemfontein

REQUIREMENTS
:
An appropriate Bachelor’s degree/diploma or equivalent qualifications● Computer literacy and good communication skills∙  Valid Driver’s license∙  Knowledge of South African Media.

DUTIES
:
Gather relevant information for preparation of the MEC and the HOD’s speeches. ● Assist with ensuring effective and reliable media and liaison service for the department. ● Write articles for internal and external publications that promote a positive image for the department. ● Handle all logistical arrangements for departmental events and ensure effective promotion of such events. ● Draft proposed press and other media releases on request from the Assistant Director.

ENQUIRIES
:
Mr. K. Tau: Tel.No: (051) 400-9540

POST 32/96
:
IT TECHNICIAN (REF NO: DTEEA.07/08/40)

SALARY
:
R 106 335 per annum

REQUIREMENTS
:
An appropriate Bachelor’s degree/diploma or equivalent qualification A+ N+.MCP.

DUTIES
:
Assist users with assembling and connections of new PC, printers and loading of software● Provide user support with computer hardware and software problems (troubleshooting)● Network configuration in the department● Service and support  of personal computers, printers and peripheral devices as well as software● One on one end user training.

ENQUIRIES
:
Mr. K.Tau : Tel.No: 051-400 9540

POST 32/97
:
FARM AID: 3 POSTS ( REF NO: DTEEA.07/08/36)

SALARY
:
R43 245 per annum

CENTRE
:
2 posts: Karee Nursery: Bloemfontein and 1post: Sandveld: Bloemhof.

REQUIREMENTS
:
Abet level● Physical fitness to perform duties like:● Working with spade, picks and other cultivating tools● Positive work ethics∙ 

DUTIES
:
Cultivation of  indigenous plants include: Prepare soil mix using spade● Replant seeds and larger plants● Plant maintenance in the green-house● Harvest seed. Maintenance of Nursery Terrain: Cultivating plant beds● Preparing plant areas with picks, fork and rakes● Hoeing and raking of open areas● Pruning of all types of plants● General basic maintenance on infrastructure.

ENQUIRIES
:
Mr. F. Crouse: Tel.No: 051-400 9510

ANNEXURE K
PROVINICIAL ADMINISTRATION: GAUTENG

DEPARTMENT OF HEALTH

APPLICATIONS
:
Gauteng Shared Service Centre, 77 Fox Street Johannesburg or posted Private Bag x 114, Marshalltown 2107 or contact 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 32/98
:
CHIEF SPECIALIST REF NO: 70044669



Directorate: Obstetrics and Gynaecology

SALARY
:
R591 510 per annum (all inclusive package)

CENTRE
:
Coronation Hospital

REQUIREMENTS
:
Registration with the HPCSA as a Specialist in Obstetrics and Gynaecology. In possession of current registration. Appropriate previous experience at senior level in an academic and teaching clinical post.

DUTIES
:
The successful applicant will be clinical head of department and will have overall responsibility for the teaching of under and post graduate students in the Faculty of Health Sciences. The new incumbent will be expected to promote the study and practise of obstetrics and gynaecology at the hospital and will be responsible to the Medical Superintendent and the Chief Executive Officer for supervising and ensuring the delivery of optimal professional care to both in-and out-patients. He/she will also be expected to initiate, foster and stimulate research relevant to the care of patients in the South African setting. The awarding of the title Professor/Associate Professor/Adjunk Professor will depend on qualifications, previous experience, research and other academic criteria. All administrative functions, PM&D evaluations of medical staff and meetings. 

ENQUIRIES
:
Professor. F Guidozzi Tel. no: (011) 488-4178
CLOSING DATE
:
24 August 2007

POST 32/99
:
PRINCIPAL SPECIALIST REF NO: 70044700


Directorate: Obstetrics and Gynaecology

SALARY
:
R502 725 per annum (all Inclusive Package)

CENTRE
:
Coronation Hospital

REQUIREMENTS
:
Full registration with the HPCSA as a Specialist. An accepted higher qualification in Obstetrics and Gynaecology. Experience and skills in the management of secondary and tertiary care Obstetrics. Previous experience and exposure to Academic training hospital as well as research and peer review publications serve as recommendations for appointment.

DUTIES
:
Perform clinical duties of a Principal Specialist. Perform after hour duties as required by the Hospital and the department. Actively participate in the University Academic Programme. Formal and informal Under graduate and Post graduate teaching and training. Management of secondary and tertiary level problems in Obstetrics and Gynaecology. 

ENQUIRIES
:
Prof. SL Levin Tel: 011 470-9090

CLOSING DATE
:
24 August 2007
OTHER POSTS

POST 32/100
:
CHIEF MEDICAL OFFICER/ SENIOR SPECIALIST (FAMILY MEDICINE) REF NO: 70044654

SALARY
:
R369 000 per annum (All Inclusive Package)

CENTRE
:
Natalspruit Hospital

REQUIREMENTS
:
MBChB and current registration with the HPCSA. Additional qualification in family Medicine will be an advantage. Extensive experience in family Medicine department. Computer Literacy. Ability to work in a team. Ability to work under pressure.

DUTIES
:
Candidate will be responsible for integrated management of the family medicine department. Perform clinical duties and teaching to medical interns and junior doctors. Formulate strategic policies which enable the department. Hospital to successfully fulfill its role in delivering service to the community/patients. To participate in the quality improvement programme of the department and the hospitals and ensure that policies and procedures are followed. To assist the Senior Clinical Manager to ensure that clinical protocols are readily available. To conduct clinical audits and oversee the implementation of institutional cost containment measures. To liaise with other hospitals and referring institutions as and when necessary in consultation with the Senior Clinical Manager. To liaise with referring institutions to ensure the provision of optimal health care and assist with the provision of clinical protocols.

ENQUIRIES
:
Dr E.M.Tipoy.  Tel: (011) 389 0511

CLOSING DATE
:
29 August 2007

POST 32/101
:
SPECIALIST REF NO: 70046701


Directorate: Anaesthetics

SALARY
:
R311 358 – R360 909 per annum (all inclusive package)

CENTRE
:
Coronation Hospital

REQUIREMENTS
:
Registered as a Specialist in Anaesthesia with the HPCSA. In possession of current registration.

DUTIES
:
Administer anaesthesia and supervise theatres at Helen Joseph or Coronation Hospitals as required. Over time work as dictated by departmental needs. Teaching and lecturing Under and Post Graduates. (Coronation Hospital’s Anaesthetic department forms part of the Witwatersrand University academic circuit. Helen Joseph’ s and Coronation’ hospitals Anaesthetic departments form one service unit.)

ENQUIRIES
:
Dr. E. Frolich Tel. no:   (011) 489-0462
CLOSING DATE
:
24 August 2007

POST 32/102
:
HUMAN RESOURCE MANAGER REF NO: 70044655

SALARY
:
R311 358 per annum (All inclusive Package)

CENTRE
:
Natalspruit Hospital

REQUIREMENTS
:
A three year National Diploma/Degree in Human Resource or Public Management. Five years experience in Human Resource Management. Strong leadership and problem solving skills. Sound knowledge of Persal system and functions.

DUTIES
:
The incumbent will provide strategic establishment control, conditions of service, recruitment, HR policy development. Analyse, interpret and apply all relevant provisions in order to manage and execute HR administrative functions. Provide sound strategic leadership, planning for HR department Plan, advise and consult with line managers on Labour Relations issues. Implement and monitor Performance Management Development System. Management and advice on grievance and disciplinary hearing. Monitor employment practices, policies and procedures to ensure compliance with departmental legislation. Ensure that employee wellness strategy for the institution is developed and implemented. Control and monitor skills audit and institutional training needs. Ensure effective allocation and management of human resource budget.

ENQUIRIES
:
Mr. C.M. Riba Tel: (011) 389 0511

CLOSING DATE
:
29 August 2007

POST 32/103
:
REGISTRAR (SURGERY DEPARTMENT) REF NO: 70044656



Directorate: Medicine 

SALARY
:
R196 815 per annum (Plus Benefits)

CENTRE
:
Kalafong Hospital

REQUIREMENTS
:
Full registration with the HPCSA as a General Practitioner with MBChB Degree. Completion of internship as well as Community service. 

DUTIES
:
The post will be based at Kalafong Hospital. Full participation in all activities required from the post, including patients ward care, outpatients clinic, academic discussions and research. Team work is essential. Include full CV with previous experience.

ENQUIRIES
:
Prof TR Mokoena (012) 373 1004

CLOSING DATE
:
28 August 2007

POST 32/104
:
MEDICAL OFFICER (SURGERY DEPARTMENT) REF NO: 70044657


Directorate: Medical

SALARY
:
R157 686 per annum (Plus Benefits)

CENTRE
:
Kalafong Hospital

REQUIREMENTS
:
MBChB Registered with HPCSA as a Medical Practitioner. 

DUTIES
:
To provide care to patients in surgery department of Kalafong Hospital.

ENQUIRIES
:
Prof TR Mokoena (012) 373 1004

CLOSING DATE
:
28 August 2007

POST 32/105
:
SENIOR PHARMACIST (ARV ROLL-OUT) REF NO: 70044666


Directorate: Pharmacy

SALARY
:
R132 054 – R153 312 per annum (plus benefits)

CENTRE
:
Coronation Hospital

REQUIREMENTS
:
Registration with the South African Pharmacy Council as a Pharmacist. Knowledge of National and Provincial health policies and Pharmaceutical Acts. Good communication and interpersonal skills. Computer literacy will be an added advantage. Comprehensive understanding of HIV/Aids antiretroviral agents and pharmacovigilance.

DUTIES
:
Dispensing of medication to both in- and out-patients including ART clinic. Counselling of patients to ensure optimal compliance with the use of medication. Advice and support to patients and other healthcare professionals regarding Pharmaceutical issues. Be actively involved in every department that one will be working. Monitoring and evaluation of Pharmaceutical services with regard to drug supply management. Implementation of Standard Operating Procedures. Good Pharmacy practise and norms and standards. Provide training to pharmacist assistants and supervise support staff. Ensure uninterrupted supply of drugs to wards and other outlets. Coordinate activities of pre-packing department to specific demands of out-patient department.

ENQUIRIES
:
Mr. R Bhatt Tel. no: (011) 470-9044

CLOSING DATE
:
24 August 2007

POST 32/106
:
SENIOR FINANCIAL CLERK REF NO: 70044651


Directorate: Finance

SALARY
:
R106 335 per annum (plus benefits)

CENTRE
:
Medical Supplies Depot

REQUIREMENTS
:
Grade 10/12 with extensive appropriate experience. Recognized tertiary qualifications will be an added advantage. The ability to use financial systems to compile reports. Knowledge of PFMA, Regulations, Policies and other Financial Prescripts. Good verbal and writing skills.

DUTIES
:
Managing of staff. Management of Debtors and Creditors. Compile and reconcile monthly claims, clearing of suspense accounts, request and reconcile financial reports, process and control payments. Compile monthly submission; assist in preparing of financial statements and respond to Audit queries.

ENQUIRIES
:
Mr.  N. S. Mbele Tel (011) 628 9080

CLOSING DATE
:
24 August 2007

FOR ATTENTION
:
Patricia Mabote
POST 32/107
:
LOGISTICS SUPPORT CLERK REF NO: 70044652


Directorate: Logistics

SALARY
:
R106 335 per annum (plus benefits)

CENTRE
:
Medical Supplies Depot

REQUIREMENTS
:
Grade 12 with relevant experience in Procurement, Asset control, Facility and all relevant duties pertaining to Supply Chain Management. Must be computer literate. Knowledge of Treasury Regulations, PAS, Supply Chain Management and the Preferential Procurement Policy Framework Management Act.

DUTIES
:
Effective utilization of staff in the Acquisitioning, Accounting, Facility and Asset sections. Ensure implementation of the departmental procurement system in compliance with the framework for supply Chain Management. Guide the procurement section to achieve objectives that delivers goods/ service at the right time. Determine minimum and maximum stock levels and safety margin quantities. Overlook stock levels for essential stock. Ensure all assets are bar-coded, correctly captured and updated on BAUD system. Ensure monthly reconciliations between the asset register and ledger as well as an annual reconciliation of the register. Assist with annual stock take and asset verification. Provide in service training to all sub-ordinates. Supervise and evaluate staff.

ENQUIRIES
:
Mr.  G. Romain Tel (011) 628 9009

CLOSING DATE
:
24 August 2007

FOR ATTENTION
:
Patricia Mabote
POST 32/108
:
SOCIAL WORKER (ARV ROLL-OUT) REF NO: 70044668


Directorate: Social services

SALARY
:
R106 335. – R124 866 per annum (plus benefits)

CENTRE
:
Coronation Hospital

REQUIREMENTS
:
Registration as a Social Worker with the South African Council for Social Workers. An appropriate four (4) year degree in Social Work. Knowledge of the ARV Roll-out programme would also be beneficial to the social worker and the Social work department. Training in Play Therapy would be an added advantage. An ability to work with children and termination of pregnancies. Writing and verbal skills. Social and communication skills. Organizing and planning.

DUTIES
:
Assess and draft intervention programmes for patients. Treat patients by using different techniques and models. Rotate through different units in the hospital. Perform administrative duties. Be able to work in a multi- disciplinary team setting. Take part in supervision and take responsibility for self development. Have knowledge of applicable legislation in Social work. Perform any additional work as required within the department.

ENQUIRIES
:
Ms. B Goeieman Tel. no:  ( 011) 470-9121
CLOSING DATE
:
24 August 2007

POST 32/109
:
AUXILIARY WORKER REF NO: 70044667



Directorate: Social Services 

SALARY
:
R49 665 per annum (plus benefits)

CENTRE
:
Coronation Hospital

REQUIREMENTS
:
Registration as Social Worker with the South African Council for Social Service Professions. An appropriate one (1) year certificate in Auxiliary Social Work. To assist with rendering social work services under the guidance of a Social worker. To provide support  services to social workers. Must have a strong sense of responsibility and display a genuine interest in his/her fellow man.  Must undergo continuous in-service and supervisory training.

DUTIES
:
Assessment of the socioeconomic circumstances of the patient and the family. To provide support and basic emotional support to patient and family not requiring professional social work services. Offer material and practical assistance to patients and their families. Run information and support groups and assist social workers in Groups and research. Prepare and participate in staff meetings,  supervision and personnel development programmes. In absence of clerk assist in taking minutes, faxing and photocopying, filing reports, managing the waiting room and answer the telephone. 

ENQUIRIES
:
Ms. B Goeieman Tel. no: (011) 470-9121
CLOSING DATE
:
24 August 2007

DEPARTMENT OF SOCIAL AND DEVELOPMENT

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

FOR ATTENTION
:
Stephen Tshavalala

CLOSING DATE
:
24 August 2007

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

OTHER POSTS

POST 32/110
:
Deputy Director: Capital Projects REF: 70044628
SALARY
:
R369 000 per annum (All inclusive package)
CENTRE
:
Johannesburg Head Office 
REQUIREMENTS
:
An appropriate three year Diploma / Degree with extensive relevant experience, project management skills  are essential, computer literacy, Budget and Financial management skills and a good understanding of PFMA and Treasury Regulations. Core Competencies: Leadership Skills: Ability to work independently and as a team player with strong leadership skills, Communication Skills: Well developed   written and oral communication skills. Must be able to communicate clearly and sensitively with internal and external stakeholders. This includes effective negotiation and representation skills. Integrity: Works with integrity, is trustworthy and has a clear commitment to the core  values and humanitarian principles. Work style: Is well planned and organized and has a capacity for initiative and decision making with competent analytical and  problem solving skills. Knowledge and experience: practical experience in Building environment at a management level so that he/she possesses a good understanding of the project management, policies and procedures. Good understanding of administration and information management processes.
DUTIES
:
Management of Capital projects. Management of the quality assurance system of the project, ensuring that managers, field staff, supervisors and superintendents are providing adequate services in terms of quality  supervision, and regularly reporting and addressing quality issues. Manage Social infrastructure development and ensuring implementation of such projects. Manage  and oversee compliance with occupational health and safety regulations. Manage and oversee maintenance, planning and construction. Manage networking with relevant stakeholders (i.e. Professional Resource  Teams, public works, other provincial Departments and Municipalities). Liaising with other Support Units to ensure that the required support services for the Programme are being provided in an efficient and timely  fashioned in order for the Department and stakeholders to accomplish their objectives. Compile Monthly and Quarterly Progress Reports for the  Programme. Monitor budget performance of Projects relative to budget plans and instruction to perform work (IPW's) and report to Project  teams, Senior Management. Mange progress, status and issues of concern. Management of staff in span of  control.
ENQUIRIES
:
Mr. A Soorju Tel no: (011) 355 7670

POST 32/111
:
SENIOR LEGAL ADMINISTRATIVE OFFICER INTERNAL, LOSS AND INVISTIGATIONS CONTROL REFNO: 70044633

SALARY
:
R369 000 per annum (All inclusive package)
CENTRE
:
Johannesburg Head Office 

REQUIREMENTS
:
A recognized postgraduate LLB degree or equivalent qualification. Appropriate post-qualification experience in the legal profession or in the application of the law. Management experience or management skills / potential are essential. Good communication skills and computer literacy. Extensive experience in legal drafting, interpretation of statutes, managing litigation and giving written as well as verbal legal advice. A flexible individual with a flair for detail, analytical thinking, problem solving, strong leadership and organizing skills.

DUTIES
:
Facilitate the drafting and amendment of legislation, subordinate legislation and legal document. Negotiate and draft contracts. Provide legal training or make presentation on the Acts administered by or have a bearing on the Department. Assist in the application and interpretation of labour law and legislation administered by the Department; Debt recovery. Provide ongoing legal advice / opinions to the management and components of the Department. Support the components of the Department liaise with customers, counsel, State Attorney, other organs of the state and public. Provide general legal support to the department to ensure that the goals of the Department are met. Comment on or make recommendations on policies and strategic documents / proposals of the Department. Provide support on the institution of criminal proceedings. Represent the Department on committees and in meetings. Managing and complying with delegated responsibilities.

ENQUIRIES
:
Mr. L du Toit Tel no: (011) 355- 7961

POST 32/112
:
ASSISTANT DIRECTOR: Capital Projects REFNO: 70044322

SALARY
:
R 196 815 per annum (plus benefits)

CENTRE
:
Johannesburg Head Office 

REQUIREMENTS
:
An appropriate three year diploma/degree or Grade 12 with extensive relevant experience. Project Management skills, computer literacy, budget and financial management skills are essential. A good understanding of the PFMA and Treasury Regulations, and the new Public Sector Procurement frameworks including the PPPFA. Effective report writing skills, good communication and interpersonal skills. A valid code 08 driver’s licence.
DUTIES
:
Assist and facilitate Social Infrastructure development. Assist and facilitate networking with internal and external stakeholders. Assist and facilitate the compliance to Occupational Health and Safety Regulations. Assist and facilitate maintenance, planning and construction.Implement and maintain the performance management System General supervision, management and training of subordinates Supervision and guidance of junior management staff. 
ENQUIRIES
:
Mr. T Masemola Tel no: (011) 355-7630

POST 32/113
:
ASSISTANT DIRECTOR: JOURNALISTS (2 POSTS) COMMUNICATIONS REFNO: 70044317

SALARY
:
R196 815 per annum (plus benefits)

CENTRE
:
Johannesburg Head Office
REQUIREMENTS
:
An appropriate three-year degree/diploma or equivalent qualification in journalism and at least five years relevant experience. Excellent journalistic writing skills, research, news gathering and interviewing skills. A sound understanding of government's policies and knowledge of current affairs. Experience in printing journalism, publishing, copy-writing or internet writing is an advantage. The ability to write regular, well-researched news and feature articles is essential. Sound computer literacy. Sub-editing skills are an advantage. The positions require persons with an extraordinary sense of news.
DUTIES
:
Researching and writing news stories, features and so forth for the departmental news service publications and website, maintain good contact with other government departments. Attending news events and compiling news stories to meet specific deadlines. Originating story ideas. Writing government and development related feature articles. The successful candidates must occasionally be willing to work overtime. 

ENQUIRIES
:
Dr. Sello Mokoena Tel no: (011) 355 -7947

NOTES
:
Short listed applicants will be required to submit Portfolios of their journalistic work/articles generated in the past at the interview. Successful candidates will be required to sign performance agreements/ Contracts.

POST 32/114
:
Assistant Director: Nursing Manager REFNO: 70044324
SALARY
:
R196  815 per annum (plus benefits)

CENTRE
:
Magaliesoord Centre
REQUIREMENTS
:
A Diploma in Nursing or Equivalent. Extensive Experience of 6 years. Psychiatric experience would be an added advantage. Valid Proof of Registration with the South African Nursing Council. Commanding of Good verbal and written communication. Knowledge and Understanding of relevant Legislation and Directives / Protocols regarding Health Services. Knowledge of Public Finance Management Act. Proven Nursing Managerial ability as well as Administrative and Analysis skills and Computer Literacy. Organisational skills will be a strong recommendation Ability to meet strict deadlines, deal with  pressure and to work long and irregular hours. Comprehensive Management of HIV/AIDS would be an added advantage. Ability to maintain sound interpersonal  relations and functioning within Multi Disciplinary Team. Valid Driver’s Licence.

DUTIES
:
Effective management of nursing services in line with the Departmental Strategic Objectives. Develop and support research initiatives with the aim of improving quality of services. Develop standards and procedures. Training and Develop colleagues under direct span of control. Monitor and evaluate the holistic treatment of both youth and adults admitted in the centre. Co-ordinate, Monitor and Evaluate the implementation of Developmental Programmes and Projects. Assist in the designing and implementation of Operational Plans. Planning, Organising, Monitoring and Co-ordination of HRM functions (performance management, issues related to conflict resolutions, leave management etc). Organise and Plan meetings, record and action the proceedings of strategic tasks into line responsibilities as directed by executing authority. Managing of medical emergencies and general nursing duties. Overseeing of HIV/AIDS training and educational projects for both clients and staff.  Certificate in comprehensive Management of HIV/AIDS and VCT and a Dispensing licence would be an added advantage. Coordinate and Expedite follow up work as may be required. Ensuring implementation of Norms and Standards for Service Delivery. Coordinate all activities relating to nursing. Managing the flow of information to ensure effective monitoring and tracking of activities within unit. Ensuring full participation of all relevant stakeholders. Organise structures and procedures for smooth operational functioning. Ensuring positive work  culture.  Effective and soundful Managing of resources assigned to the unit. Overseeing office general management and coordinate office support services. Performance of standby duties and call outs.

ENQUIRIES
:
Ms. L Mokoena/ Mr. C Tlali Tel no:(012) 734 1027/8/9/30

POST 32/115
:
LEGAL ADMINISTRATIVE OFFICER: INTERNAL, LOSS AND INVISTIGATIONS CONTROL REFNO: 70044636
SALARY
:
R196 815 per annum (plus benefits)

CENTRE
:
Johannesburg Head Office

REQUIREMENTS
:
A four year degree in law or an equivalent qualification. At least two years applicable experience in a legal Post. Knowledge of and experience in: Constitutional and Administrative Law, The Law of Contract; Social Security Law; The drafting of contracts and all other legal documents.

DUTIES
:
To do proper research regarding all legal aspects that Are applicable to the Department which include a proper study of all relevant Acts and Regulations implemented by the Department. To give advice to the MEC, the Head of Department and all other officials regarding the interpretation of legislation, legal liability, the exercising of powers and functions in terms of the Constitution and other applicable legislation and on all other legal questions that may arise within the Department. The drafting of contracts and all other legal documents required by the Department. Liaise with the State Attorney regarding all litigation in which the Department may get involved. Drafting of memoranda and instructions to obtain legal advice from Counsel, the State Attorney and the State Law Advisors.

ENQUIRIES
:
Mr. L Du Toit Tel no: (011) 355-7961

POST 32/116
:
Assistant Director: Secure Care Manager REFNO:70044626

SALARY
:
R196 815 per annum (plus benefits)

CENTRE
:
Magaliesoord Centre 

REQUIREMENTS
:
An appropriate 3 year Bachelor Degree or Equivalent Qualification in Social Work/Behavioural Science. Experience of working at Secure Care or Residential Care Fraternity. Valid Proof of Registration with the South African Council Social Services Professions. Extensive knowledge of the Policy on the Minimum Norms and Standards of transformation of Child and Youth Care Systems. Commanding of Good verbal and written communication. Knowledge and Understanding of relevant Legislation and Directives pertaining to Developmental  Social Welfare Services (Youth in conflict with law, etc),  as well as Integrated Justice System is a pre requisite. Knowledge of Public Finance Management Act and Public Service Regulations. Proven competencies not limited to (Excellent Managerial skills, Excellent Administrative and Analysis skills, Excellent Conflict and Resolution Skill, Negotiating and Influencing Skills). Be sensitive to the needs of children and youth. Be an Analytical and Strategical thinker and Computer Literacy and Strong Organisational skills will be a strong recommendation. Ability to meet strict deadlines, deal with pressure and to  work long and irregular hours. Ability to maintain sound interpersonal relations and functioning within Multi Disciplinary Team. A presentable disposition. Creative, assertive and confident approach.  Valid Driver’s Licence. 

DUTIES
:
Monitor and evaluate the holistic care of youth in conflict with the law. Manage, Co-ordinate, Monitor and Evaluate the implementation of Developmental Programmes and Projects. Develop standards and procedures. Initiate and Implement transformation programmes. Integrate Social Development Services with emphasis on the Developmental approach. Develop, and monitor the implementation of Operational Plans. Planning, Organising, Monitoring and Co-ordination of HRM functions (performance management, issues related to conflict resolutions, leave management etc). Execute control over all functions and personnel under his/her supervision in order to determine if organisational goals are achieved and implement corrective measures if deemed necessary. Supervise, Guide, Support and Evaluate Social Workers, Chief Care Workers and supporting personnel. Organise and Plan meetings, record and action the proceedings of strategic tasks into line responsibilities as directed by executing authority. Coordinate and Expedite follow up work as may be  required. Ensuring compliance to Set Norms and Standards for Service Delivery. Compilation of monthly  statistics. Managing the flow of information to ensure effective monitoring and tracking of activities within unit. Ensuring full participation of all relevant role-players/ stakeholders in the functioning of the facility i.e  communities, families, CBO,s and NGO’s. Frequently report on the activities of the entity to the relevant role-  players /executing authority. Ensuring positive work culture for the containment and protection of youth. Effective and soundful Managing of resources assigned to the entity.  Overseeing office general management and coordinate office support services. Performance of Standby duties and call outs. 
ENQUIRIES
:
Ms. L Mokoena / Mr.C Tlali (012) 734 1027/8/9/30 

POST 32/117
:
SENIOR ADMINISTRATIVE OFFICER: PROPERTY AND OCCUPATIONAL HEALTH AND SAFETY (5 POSTS) REFNO: 70044631

SALARY
:
R132 054 per annum (plus benefits)

CENTRE
:
Johannesburg Head Office 

REQUIREMENTS
:
An appropriate three year Diploma / Degree or Grade 12 with extensive relevant experience. Project Management skills are essential, Computer Literacy, Budget and Financial management skills and a good understanding of  the PFMA and Treasury Regulations, and the new Public sector Procurement frameworks including the PPPFA. Effective Report writing skills, Good communication, and  interpersonal skills. A valid code B driver’s licence.

DUTIES
:
Monitoring of Contracts and Service Level Agreement’s. Higher level liaison with other departments and service providers. Controlling financial expenditure. Supervising, train and staff development. Maintaining a property and occupational health and safety for the department. Facilitate, coordinate, monitor, advise and render technical administration support to the Department 
ENQUIRIES
:
Mr. A Daya Tel no: (011) 355- 7701 

POST 32/118
:
SENIOR ADMINISTRATIVE OFFICER: CAPITAL PROJECTS REFNO: 70044635
SALARY
:
R132 054 per annum (plus benefits)

CENTRE
:
Johannesburg Head Office 

REQUIREMENTS
:
An appropriate three year Diploma / Degree or Grade 12 with extensive relevant experience. Project Management skills are essential, Computer Literacy, Budget and Financial management skills and a good understanding of the PFMA and Treasury Regulations, and the new Public sector Procurement frameworks including the PPPFA. Effective Report writing skills, Good communication, and interpersonal skills. A valid code B driver’s licence. 
DUTIES
:
 Support and implement Social Infrastructure development. Support and implement networking with external and internal stakeholders. Maintain compliance to Occupational Health and Safety Regulations. Support and implement maintenance, planning and construction. Drafting of submission, circulars, memorandum and letters. Daily control and reporting on the status, progress of projects. Maintain and update database concerning Capital Projects. 
ENQUIRIES
:
Mr. R. Govender Tel no: (011) 355- 7646
POST 32/119
:
PHOTOGRAPHER: Communications REFNO: 70044630
SALARY
:
R132 054 per annum (plus benefits)

CENTRE
:
Johannesburg Head Office 

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

ENQUIRIES
:
Dr. Sello Mokoena Tel no: (011) 355-7947

NOTES
:
The successful candidate will be required to work Overtime on weekends, holidays and after hours. Short listed candidates will be required to submit Portfolios of their photojournalism work at the Interview.

ANNEXURE L
PROVINCIAL ADMINISTRATION: KWAZULU-NATAL

DEPARTMENT OF TRANSPORT

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

APPLICATIONS
:
Forward your application, quoting the relevant reference number to: Head: Transport, Human Resource Management Directorate, Private Bag X 9043, Pietermaritzburg, 3200
FOR ATTENTION
:
Mr B Hornsby
CLOSING DATE
:
As stipulated below each advertisement
NOTE
:
Applications must be submitted on the prescribed Application for Employment form Z83 which must be originally signed.  The Application for Employment form Z83 must be accompanied by a detailed CV and originally certified copies (not copies of certified copies) of required educational qualifications set out in the advertisement and driver’s licence (where a valid driver’s licence is a requirement).  Failure to comply with these instructions will lead to applications being regarded as incomplete and will be disqualified.  Should an applicant wish to apply for more than one post, separate applications i.e. all the required documentation must be submitted for each post applied for.  It is the applicant’s responsibility to have foreign qualifications evaluated by the South African Qualifications Authority (SAQA).  Under no circumstances will faxed applications be accepted.  Any applications received after the closing date will not be considered.  The onus is therefore on applicants to ensure that their applications are posted or hand delivered timeously.  Receipt of applications will not be acknowledged and should you have not received an invitation to attend an interview within six weeks of the date of your application, please regard your application as being unsuccessful. Please note that where experience is a requirement for the post, the successful candidate will be required to submit documentary proof of such work experience prior to assuming duty.  Enquiries should be directed to the person indicated below each post.
OTHER POSTS

POST 32/120
:
DEPUTY MANAGER: TECHNICAL SUPPORT SERVICES (REF. NO. P 192/2007)

SALARY
:
R369 000 per annum (Inclusive flexible remuneration package)
CENTRE
:
Head Office, Pietermaritzburg

REQUIREMENTS
:
*A Qualified Civil Engineering Technician with a Degree / National Diploma in Civil Engineering; plus;*A minimum of three years in the Civil Engineering environment three years management experience; plus A valid driver’s licence (minimum Code B).  KNOWLEDGE, SKILLS, TRAINING AND COMPETENCIES REQUIRED:  *Understanding of Public Service and Departmental policies, research, objective, implementation processes and project and financial management.  *Broad and in – depth expert knowledge of technical policies, procedures and practises including administrative, budgeting and managerial functions.*Knowledge of Public service reporting procedures and work environment.  * Knowledge of planning and organising.  *Computer literacy.  *Clear conceptual understanding of transformation within the implementation Chief Directorate.  *Knowledge and experience within a technical and engineering environment.  *Ability to interpret and apply policy, i.e. technical, financial, administrative, etc.  *Research, policy formulation and managerial skills.  *Problem solving and analytical thinking skills.  *Strategic planning and co – ordination skills.  *Team building skills.  *Well developed verbal and written communication skills, including the ability to network.  *Project management skills.  *Presentation and facilitation skills.  *Motivation skills.  *The ideal candidate should have honesty, integrity, reliability, accuracy and demonstrate an interest in technical, financial, administrative and related fields.  *He / she should also have openness, transparency, creativity, be receptive to ideas and suggestions, be a total quality controller and a team leader. 

DUTIES
:
*Rendering of specialist and expert advice / guidance / assistance with regard to technical matters within and external to the Directorate / Chief Directorate and Department thereby ensuring the achievement of goals and objectives specifically related to service delivery within the Province of KwaZulu Natal.  *Research, develop and formulate policies, procedures and programmes directly related to technical matters and the subsequent dissemination thereof to all relevant parties.  *Determine the most effective work procedures and methods to achieve Departmental goals and objectives.  *Exercise control over all functions and the development of personnel under his / her supervision in order to determine if organisational goals are being attained and take corrective action if necessary.  *Compile and control the budgetary constrains and terms of prescribed polices and regulations.  *Management and provision of strategic direction for the Directorate: Technical Support.
ENQUIRIES
:
Mr S S Nkosi Tel. No.: 033 – 355 8633

FOR ATTENTION
:
Ms A Mncwabe

CLOSING DATE
:
27 August 2007

POST 32/121
:
DEPUTY MANAGER: LEGAL DOCUMENTS, CONTRACTS AND AGREEMENTS
SALARY
:
R311 358 per annum (Inclusive flexible remuneration package)
CENTRE
:
Head Office, Pietermaritzburg (Ref. No. P 194/2007)

REQUIREMENTS
:
*An appropriate recognized Bachelor of Law Degree; Plus  *A minimum of 3 years managerial / law experience.  *A certificate in a legislative drafting course will be an advantage.  KNOWLEDGE, SKILLS, TRAINING AND COMPETENCIES REQUIRED:  *Understanding the Broad Legal Framework / Legal Framework.  *Interpretation and application of Policies / Legislation.  *Research, Policy Formulation and Managerial skills.  *Problem solving and analytical thinking skills.  *Strategic planning and co-ordination skills.  *Computer skills.  *Team building skills.  *Excellent communication (verbal, written and networking) skills.  *Project Management skills.  *Motivation / Leadership skills.  *Negotiation skills.  *Skills in the drafting of legislation.  *The ideal candidate should have a demonstrated interest in the legal and related fields.  *He / she should also have honesty & integrity, be an innovative thinker, be receptive to ideas and suggestions, be reliable, creative / innovative, accurate, believe in openness & transparency, be a team leader and be a total quality controller.
DUTIES
:
*Drafting and editing proposed legislation – the incumbent will have to establish or adapt the existing legal framework within which the Department of Transport is to fulfill its functions under current changed circumstances and ensure that subordinate legislation (regulations) comply with enabling legislation and the constitution of the republic of South Africa 1996.  *Provide drafting service of proposed legislation – the incumbent will have to ensure that the drafted / edited contracts comply with legal norms and standards and ensure that the interest of the Department / State is protected.  In performing these duties the incumbent has to comply with the provisions of the PFMA, Treasury Regulations, Practice Notes and other pieces of legislation and directives.  *Rendering legal opinions / advice to the officials of the Department – the incumbent will render service to the Minister, Senior Management and staff in relation to the interpretation and implementation of the laws administered by the Department.  The legal opinions / advice should be well researched, logical and legally sound.  Provide written or verbal opinions/ advice that will ensure maximum compliance to Constitution and other transverse Legislation.  The incumbent will go through drafted documents and make comments.  The incumbent will plan and implement procedures and systems designed to manage potential risk areas with legal implications for the Department.  *Capacitate components by ensuring compliance with legal mandates – the incumbent has to brief Components on legal mandates and advise on new development in respect of legal mandates.  Liaise with departmental officials and other stakeholders on legislative needs.  Inform officials of the laws that encompass the strategic objectives of the department.  *Undertake research into legal issues – ensure that research conducted reflects the current position of the case law and legislation.
ENQUIRIES
:
Ms S Ngubo Tel. No.: 033 – 355 8997

FOR ATTENTION
:
Mr B Hornsby

CLOSING DATE
:
24 August 2007

POST 32/122
:
SENIOR PROJECT CO-ORDINATOR (4 POSTS)
SALARY
:
R196 815 per annum
CENTRE
:
Durban Region (Ref. No. P 195/2007)



Pietermaritzburg Region (Ref. No. P 196/2007)


Ladysmith Region (Ref. No. P 197/2007)


Empangeni Region (Ref. No. P 198/2007)

REQUIREMENTS
:
*A minimum of 4 years Civil Engineering Degree along with registration or eligibility for registration as Professional Engineer/Professional Technologist Engineering.  *A minimum of 5 years  proven experience.  *Valid Code EB driver’s license. Knowledge, Skills, Training And Competencies Required:  *Specialized knowledge of engineering materials required in the building and design of roads and structures.  *Computers Literacy.  *Planning and organizing.  *Norms and standards.  *Construction and maintenance of roads.  *Financial matters-measurements, checking invoices.  *Project Management, Design-roads, pavement and structures.  *Analytical thinking, Interpersonal Relations, Facilitation, Numeric.  *Record keeping and filing report writing, Public speaking, Chairing meetings.  *Tender documents and tendering procedures, Schedule of tenders, Tender report/Adjudication. *Innovation, Organisation, Management, Leadership. *Computer literacy. *Innovative thinker, Receptive to suggestions and ideas. *Logical, Responsible, Team builder.

DUTIES
:
*Provide specialist advice with regard to technical services to internal staff and contractors. *Execute business plans in connection with the Regions requirements with regard to reseal, rehabilitation and reconstruction of road and structures.  *Prepare and manage contracts to stay within budget. *Ensure the capturing of all relevant information on the Project Information Managements system for management/record purposes. *Manage the resources within the component.

ENQUIRIES
:
Empangeni Region: Mr L X K Mtambo Tel. No.: 035 – 787 1442



Ladysmith Region: Mr S Mothilal Tel. No.: 036 – 638 4400



Pietermaritzburg Region:  Mr W Bennett Tel. No.: 033 – 845 5800



Durban Region: Mr S C Majola Tel. No.: 031 – 700 2222

FOR ATTENTION
:
Mr B Hornsby

CLOSING DATE
:
27 August 2007

POST 32/123
:
PROJECT CO-ORDINATOR (4 POSTS)

SALARY
:
R157 686 per annum
CENTRE
:
Durban Region (Ref. No. P 199/2007)



Pietermaritzburg Region (Ref. No. P 200/2007)


Ladysmith Region (Ref. No. P 201/2007)


Empangeni Region (Ref. No. P 202/2007)

REQUIREMENTS
:
*An appropriately recognized Civil Engineering degree/diploma or equivalent in Civil Engineering (T/N/S Stream).  *1 year experience in road infrastructure development, construction and maintenance of the road network.  *Valid code EB driver’s licence. Knowledge, Skills, Training And Competencies Required:  *Understanding of Public Services and Departmental policies, research, analysis, objectives, developmental processes.  *Project management.  *Financial management.  *Understanding of Departmental strategies and related business plans.  *Knowledge of administrative policies, practices, budgeting and managerial functions.  *Knowledge of Public service reporting procedures and work environment.  *Computer Literacy.  *Knowledge of construction and engineering environment.  *Knowledge of the provincial road infrastructure and applicable standards.  *Knowledge of structural design: road, river and rail.  *Knowledge of staff development processes.  *Logical, Responsible, Team builder.

DUTIES
:
*Render technical advice and manage the contracts in the region.  *Provide structural, pavement and road design services.  *Manage general conduct of the staff under control.  *Ensure effective budgetary control and the appropriate expending of the budgets allocations pertaining to all technical contracts.  *Ensure compliance with specifications and standards-quality control.

ENQUIRIES
:
Empangeni Region: Mr L X K Mtambo Tel. No.: 035 – 787 1442



Ladysmith Region: Mr S Mothilal Tel. No.: 036 – 638 4400



Pietermaritzburg Region:  Mr W Bennett Tel. No.: 033 – 845 5800



Durban Region: Mr S C Majola Tel. No.: 031 – 700 2222

FOR ATTENTION
:
Mr B Hornsby

CLOSING DATE
:
27 August 2007

POST 32/124
:
SENIOR TRAINING OFFICER (HUMAN RESOURCE DEVELOPMENT SUB-DIRECTORATE)

SALARY
:
R132 054 per annum
CENTRE
:
Head Office, Pietermaritzburg (Ref. No. P 191/2007)

REQUIREMENTS
  :
* A Degree / National Diploma or equivalent qualification plus a minimum of 3 years’ experience in an HRD environment; OR  *A Senior Certificate plus a minimum of 6 years’ experience in an HRD environment.  *A valid driver’s licence (minimum code B). Knowledge, Skills, Training And Competencies Required:  *Knowledge of the Human Resource Development (HRD) Strategy for the Public Service.  *Knowledge of the National Skills Development Strategy.  *Knowledge of the Workplace Skills Plan.  *Knowledge of the Sector Skills Plan.  *Knowledge of ABET.  *Thorough understanding of HRD and related legislation / policies / prescripts.  *Knowledge of Procurement procedures.  *Knowledge of budget and expenditure processes.  *Knowledge of the Basic Conditions of Employment Act, Public Service Regulations and Labour Relations Act.  *Facilitation and presentation skills.  *Research and report writing skills.  *Interpersonal, questions and probing and networking skills.  *Project management skills.  *Computer literacy.  *Verbal and written communication skills.  *Ability to work independently and be part of a team.  *The ideal candidate should be assertive and disciplined, have integrity, be honest, reliable and innovative.  He / she should also be willing to work overtime and meet strict deadlines, be willing to travel and willing to learn.

DUTIES
:
*Conduct training and courses within the Department.  *Develop unit standards aligned training programmes and material.  *Maintain a quality management system and database for training.  *Implement Learnerships, Internships, ABET and Skills programmes.  *Promote language proficiency within the Department.  *Monitor and evaluate training effectiveness.

ENQUIRIES
:
Ms C Zwane Tel. No.: 033 – 355 8916
FOR ATTENTION
:
Mr B Hornsby

CLOSING DATE
:
03 September 2007

POST 32/125
:
CHIEF INDUSTRIAL TECHNICIAN (REF. NO. P205/2007)
SALARY
:
R132 054 per annum 
CENTRE
:
Area Office, Pongola
REQUIREMENTS
:
*A Degree / National Diploma in Civil Engineering; plus a minimum of 3 years appropriate experience in budgeting, road infrastructure development, construction as well as maintenance of road network; plus a valid Driver’s Licence (minimum code B). Knowledge, Skills, Training And Competencies Required:  *Knowledge of financial matters.  *Knowledge of Human Resource Management.  *Knowledge of planning and organising.  *Knowledge of construction management.  *Project management skills.  *Conflict management skills.  *Good negotiation and facilitation skills.  *Computer literacy.  *Good report writing skills.  *Good public speaking skills.  *Ability to chair meetings.  *Good organisation, management and leadership skills.  *Ability to exercise tactfulness.  *The ideal candidate should be responsible, conscientious, believe in team building and fairness, lead by example and be receptive to ideas and suggestions.

DUTIES
:
*Provision of advice and assistance with regard to technical related matters to staff in order to develop and execute business plan in line with the Departmental strategy.  *Assist the Control Industrial Technician in so far as to manage the financial resources and utilisation of various resources to stay within the budget.  *Supervise / manage materials and services effectively (quality control).  *Provide mentorship to the Vukuzake contractors as well as the in house teams.  *Assist in the control and maintenance of computer based information systems thereby providing accurate and timeous information.

ENQUIRIES
:
Mr M A Biyela Tel. No.: 034–980 0401

FOR ATTENTION
:
Mrs S McCarthy
CLOSING DATE
:
27 August 2007

POST 32/126
:
CHIEF INDUSTRIAL TECHNICIAN: CONTRACT MANAGEMENT REF. NO. P206/2007



Note: Kindly note that this is a re-advertisement.  Applicants who applied previously and who still wish to be considered are at liberty to re-apply.

SALARY
:
R132 054 per annum 
CENTRE
:
Head Office, Pietermaritzburg
REQUIREMENTS
:
* An appropriate recognised Bachelor’s Degree in Civil Engineering / National Diploma (T/N/S Stream) in Civil  Engineering or equivalent qualification; plus * A minimum of 2 years appropriate experience gained in a Project Management Environment; plus * A valid Code B Driver’s licence. Knowledge, Skills, Training And Competencies Required:  * Understanding legislation, various other administrative policies and procedures e.g. Broad Based Black Economic Empowerment Act and the Vukuzakhe Policy.  * Knowledge of computer based information systems e.g. Software packages Ms Excel, MS Word, PowerPoint, MS Access..etc.  * Knowledge to operate a variety of electronic equipment e.g. Multi Media Projector.  * Sound knowledge of Mathematics.  * Interpretation & Compilation of management reports.  * Good Project Management skills.  * Engineering skills for rural infrastructure Development.  * Good communication skills.  * The candidate must be approachable, team orientated and receptive to suggestions and ideas.  * Innovative thinker and the ability to motivate staff.
DUTIES
:
* Assist in monitoring, evaluating and ensuring the efficient implementation of the SMME Development Programme and Labour Intensive Construction.  * Develop and collate reports with information obtained from regions for the relevant programmes as required.  * Assist in conducting and setting training for relevant officials on the set technical procedures.  * Attend road construction site meetings; provide guidance to Emerging Contractors (Vukuzakhe) and Rural Road Transport Forum Members.  * Assist in the management of Emerging Contractor Associations.  * Involved in the training of Emerging Contractors.  * Assist in the streamlining of technical procedures for Vukuzakhe, Labour Intensive and Contract Documentation for the Department.  * Assist in the management of rendering efficient technical development principles in the Department as well as Project Management.

ENQUIRIES
:
Mr R Maipath Tel. No.: 033 – 355 8011

FOR ATTENTION
:
Mr R Marillier
CLOSING DATE
:
30 August 2007

POST 32/127
:
SENIOR ADMINISTRATIVE OFFICER (CAPTURING, GAZETTING AND ISSUEING) (REF NO P203/2007)

SALARY
:
R132 054 per annum

CENTRE
:
Public Transport Regulatory Authority, Pietermaritzburg
REQUIREMENTS

*A Senior Certificate; plus *Possession of a valid driver’s licence (minimum code B); plus  *A minimum of 3 years clerical / administrative experience Knowledge, Skills, Training And Competencies Required:  *Knowledge of Public Transport legislation.  *Knowledge of the National Land Transport Transition Act (NLTTA), Act 22 of 2000.  *Knowledge of KwaZulu Natal Public Transport Act, Act 3 of 2005 and relevant regulations.  *Knowledge of the Road Traffic Act, Act 74 of 1977.  *Computer literacy.  *Good communication skills.  *Problem solving skills.  *The ideal candidate should be honest and reliable and team work orientated.

DUTIES
:
*Ensure the effective capturing of applications for permits / operators licence.  *Ensure the gazetting of permits / operating licences applications in the Government Gazette.  *Ensure the capturing of approved permits / operating and address any upliftments.  *Manage the resources within the component.  *Manage the issuing of permits/operating licences.

ENQUIRIES
:
Advocate S W Chamane Tel. No. 033-355 8886

POST 32/128
:
SENIOR ADMINISTRATIVE OFFICER (INDUSTRY AUDIT AND FINANCE) (REF NO P204/2007)

SALARY
:
R132 054 per annum

CENTRE
:
Public Transport Regulatory Authority, Pietermaritzburg
REQUIREMENTS
:
*A Senior Certificate; plus *Possession of a valid driver’s licence (minimum code B); plus  *A minimum of 3 years clerical / administrative experience Knowledge, Skills, Training And Competencies Required:  Knowledge of Public Transport legislation.  *Knowledge of Accounting.  *Knowledge of Public Finance Management Act.  *Knowledge of conflict resolution strategies.  *Computer literacy.  *Good communication skills.  *Problem solving skills.  *The ideal candidate should be honest, reliable and team work orientated.

DUTIES
:
*Provide support on capacity building by eliminating area of potential conflict.  *Conduct audits in order to ensure associations / councils comply with financial regulation.  *Monitor and report on association / councils registration processes.  *Manage resources within the component.  *Ensure proper utilization of States funds.

ENQUIRIES
:
Advocate S W Chamane Tel. No. 033-355 8886
ANNEXURE M
PROVINCIAL ADMINISTRATION: LIMPOPO

DEPARTMENT OF LOCAL GOVERNMENT AND HOUSING

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

APPLICATIONS
:
Applications can be posted to: The Head of Department, Department of Local Government and Housing, Private Bag X 9485, Polokwane 0700 or delivered personally at 28 Market Street, next to UNISA, Registry Office (First floor). All General Enquiries must be directed to Mrs Tjale KM telephone number (015) 294 2000 ext 2030/2233/2146/2171/2029/2515. 

CLOSING DATE
:
24 August 2007

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



The Department of Local Government and Housing has recently finalized the reviewal of its organizational structure in order to enhance service delivery. We therefore invite suitably qualified candidates who are creative, energetic, self-driven, and hardworking and have a passion for improving the standard of living of citizens of Limpopo, to apply for positions as they appear below.

OTHER POSTS

POST 32/129
:
MANAGER BENEFITS ADMINISTRATION (1 POST) REFERENCE NUMBER: DLGH045/07



SBU: Human Resource Administration & HR System

SALARY
:
R311 358 per annum

CENTRE
:
Polokwane

REQUIREMENTS
:
Qualifications: Three years national diploma/degree in HRM/Administration. Experience: 3 years experience in human resource management. Key Competencies Required Knowledge And Skill: * Knowledge of Persal Systems*Computer skill; *Leadership Skill; *Communication; *Project management; *Negotiation; *Facilitation; *Interpretation; *Report writing; *Planning and Organising; *Benefits Administration; *Interpersonal Relation ▪Problem Solving ▪Research ▪Monitoring and Evaluation   

DUTIES
:
To administrate salary; *Payment of long service awards; *Administer transfers and termination; *Process pensions; *Process admission and withdrawal from pension funds; *Process applications for payment of allowance and payment of PMS incentives; *Facilitate applications for awards; *Administer leave recover state debts; *Process state guarantees; *Process garnishee orders.

ENQUIRIES
:
Mphasha Matome (015) 294 2163

POST 32/130
:
DEPUTY CHIEF TOWN AND REGIONAL PLANNER: HUMAN SETTLEMENT PLANNING DISTRICT A-E REFERENCE NUMBER: DLGH062/07



Sub Department: Local Governance

SALARY
:
R311 358 per annum

CENTRE
:
Polokwane

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

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

ENQUIRIES
:
Malebane Lesiba (015) 294 2029

POST 32/131
:
LEAGL ADMIN OFFICER: LITIGATION AND LEGAL ADVISORY SUPPORT (4 POSTS) REFERENCE NUMBER: DLGH 041/07



SBU: Legal Services 

SALARY
:
R311 358 per annum

CENTRE
:
Polokwane

REQUIREMENTS
:
Qualifications: Degree in LLB or relevant qualification. Experience: 3-5 years in legal fields. Key Competencies Required Knowledge And Skills: *Research; *Interpretation of statues; *Computer literacy; *Presentation; *Planning and organising; *Interpersonal relation; *Negotiation 

DUTIES
:
Deal with general litigation of the department; *Conduct research and produce legal opinions for the department, municipalities and statutory bodies; *Reasonable experience in litigation; *Ability to draft and vet contract: service level agreement and memorandum of understanding 

ENQUIRIES
:
Mphasha Matome (015) 294 2163

POST 32/132
:
DEPUTY MANAGER RESEARCH AND POLICY MANAGEMENT (4 POSTS) REFFERENCE NUMBER: DLGH042/07



SBU: Legal Services

SALARY
:
R196 815 per annum

CENTER
:
Polokwane

REQUIREMENTS
:
Qualification: An appropriate tertiary qualification in Law and LLB Degree. Experience: 4-6 years experience in administration. Key Competencies Required Knowledge And Skill: *Research; *Communication; *Project management *Computer literacy; *Report writing research methodology and HR practice; *Drivers licence 

DUTIES
:
Conduct literature, case law and legislative research; *Participate in policy and legislative drafting; *Present researched work in work shops and conference; *Vet all legal documents of the department; *Present findings to the managers; *Perform administrative and management functions of the components.

ENQUIRIES
:
Mphasha Matome (015) 294 2163

POST 32/133
:
DEPUTY MANAGER MISCONDUCT AND DISPUTE (2 POSTS) REFFERENCE NUMBER: DLGH043/07



SBU: Labour Relation and Employee Wellness 

SALARY
:
R196 815 per annum

CENTER
:
Polokwane 

REQUIREMENTS
:
Qalification: An Appropriate Tertiary qualification LLB specialising in labour law. Experience:  3 -5 years experience in labour relation. Key Compitancy Required Knowledge And Skill: *Investigation; *Research knowledge; *Interpretation of statutes; *Computer literacy; *Presentation; *Planning organising; *Interpersonal relation; *Negotiation; *Report writing    

DUTIES
:
Ensure the training of stuff on disciplinary code and procedure for the public service; *Facilitate the investigate of misconduct and initiate disciplinary; *Compile and analyse misconducts and dispute for the department; *Coordinate the preparation of cases referred to the CCMA,GPSSBC,PSCBC and labour courts; *Facilitate the municipal capacitation and support in misconduct  

ENQUIRIES
:
Mphasha Matome (015) 294 2163

POST 32/134
:
DEPUTY MANAGER GRIEVANCE HANDLING (2 POSTS) REFFERENCE NUMBER: DLGH044/07



SBU: Labour Relation and Employee Wellness

SALARY
:
R196 815 per annum

CENTER
:
Polokwane 

REQUIREMENTS
:
Qualification: Degree or diploma with labour relations speciality and/ or appropriate experience. Experience: 3-5 years experience in labour relations field. Key Compitancy Required Knowledge And Skill: *Investigation; *Research; *Computer literacy; *Presentation; *Planning and organising; *Interpersonal relation; *Negotiation; *Report writing.   

DUTIES
:
Ensure training of staff on the grievance regulation and procedure; *Facilitate the investigation of grievance and advice management on their resolution; *Compile and analyse grievance statistics for the department; *Ensure capacitation of municipalities on grievance handling; *Policy formulation, review and auditing of policies.  

ENQUIRIES
:
Mphasha Matome (015) 294 2163

POST 32/135
:
DEPUTY MANAGER BENEFITS ADMIN (2 POSTS) REFERENCE NUMBER: DLGH 046/07



SBU: Human Resource Admin and HR System 

SALARY
:
R196 815 per annum

CENTRE
:
Polokwane

REQUIREMENTS
:
Qualifications: Three years national diploma /degree in administration. Experience: 3 years experience in human resource management. Key Competencies Required Knowledge And Skill: *Knowledge of PERSAL system; *Computer skill; *Leadership Skill; *Communication; *Project management; *Negotiation; *Facilitation; *Interpretation; *Report writing; *Planning and Organising; *Benefits Administration; *Interpersonal Relation; *Problem Solving; *Research ▪Monitoring and Evaluation   

DUTIES
:
Administer salaries; *Payment of long service awards; *Administer transfer and termination; *Process admission and withdrawal from pensions funds; *Process applications for payments and allowance and payment of PMS incentives; *Facilitations applications for awards; *Administer leaves and recover state debts; *Process state guarantees; *Process garnishee orders.

ENQUIRIES
:
Mphasha Matome (015) 294 2163

POST 32/136
:
DEPUTY MANAGER: EMPLOYEE PERFORMANCE MANAGEMENT (1 POST) REFERENCE: DLGH048/07



SBU: Human Resource Planning

SALARY
:
R196 815 per annum

CENTER
:
Polokwane 

REQUIREMENTS
:
Qualifications: Diploma in HRM or equivalent RQV 13 qualification. Experience: 3-5years experience in human resource management. Key Competencies Required Knowledge And Skill: *Computer skill; *Leadership Skill; *Communication; *Project management; *Negotiation; *Facilitation; *Interpretation; *Report writing; *Planning and Organising; *Interpersonal Relation; *Problem Solving; *Research; *Monitoring and Evaluation; *Employee performance management; *Presentation Skills.

DUTIES
:
Coordinate the development of memorandum of understanding and performance agreement of staff members; *Coordinate the timeous submissions of quarterly individual performance reports; *Coordinate quarterly reviews of performance; *Process performance incentives; *Conduct PMS educational sessions on quarterly basis; *Assess the impact of PMS Policy and its implementation.

ENQUIRIES
:
Mphasha Matome (015) 294 2163

POST 32/137
:
LEGAL ADMIN OFFICER LEGISLATION (4 POSTS) REFERENCE: DLAGH050/07



SBU: Human Resource Planning 

SALARY
:
R196 815 per annum

CENTER
:
Polokwane 

REQUIREMENTS
:
Qualifications: Three years national diploma /degree and certificate in legislative drafting. Experience: 3-5years experience in legislative drafting. Key competencies required Knowledge and skill: *Computer skill; *Legislative drafting; *Presentation; *Planning and organising; *Interpersonal relation; *Negotiations and conflict resolutions; *Interpretation of statues; *Parliamentary procedures; *Financial management 

DUTIES
:
Conduct research on legislations and by laws; *Develop draft legislation and by laws; *Conduct workshops in municipalities and by laws; *Review municipal resolutions; *Publish legal notice in the provincial gazette and other media; *Produce legal researched opinion for the department; *Peer review all department legal documents for quality assurance.

ENQUIRIES
:
Mphasha Matome (015) 294 2163

POST 32/138
:
DEPUTY MANAGER: ASSETS REGISTER MANAGEMENT (2 POSTS) REFERENCE NUMBER: DLGH 051/07



SBU: Credit Linked, Project Linked& Social Amenities

SALARY
:
R196 815 per annum
CENTRE
:
Polokwane

REQUIREMENTS
:
Qualification * An appropriate RQV 13 qualification in Property Management or relevant. Experience *Three years experience in relevant field. Key Competencies Required Knowledge Of & Skills in:*Coordination; *Communication; *Interpersonal Relations; *Report writing; *Change management; *Project Management; *Computer Literacy; *PFMA; *Housing Act 107 of 1997(as amended); *Deeds Registries Act; *Windeed systems; * Housing Policies.

DUTIES
:
Profiling of housing Assets and other Government owned immovable properties; *Facilitate the implementation of pre-emptive rights on beneficiaries of housing assets and government owned properties; *Facilitate the transfer of government owned fixed properties; *Facilitate the maintenance of government owned fixed properties.

ENQUIRIES
:
Ramohlola Makgano (015) 294 2233

POST 32/139
:
DEPUTY MANAGER: DEBTORS CONTROL (2 POSTS) REFERENCE NUMBER: DLGH 052/07



SBU: Credit Linked, Project Linked& Social Amenities

SALARY
:
R196 815 per annum
CENTRE
:
Polokwane

REQUIREMENTS
:
Qualification *An appropriate RQV 13 qualification in Property Management or Financial Management. Experience: *Three years experience in relevant field. Key Competencies Required Knowledge Of & Skills In: *PFMA; *Housing Policies; *Report writing; *Problem Solving; *Project Management; *Financial Management; *Computer Literacy; *Analytical Skills; * Housing Act 107 of 1997(as amended); *Debtors systems; *Debtors Management; *Limpopo Housing Act of 2006.

DUTIES
:
Administer housing debtors properties; *reconcile housing debtors property account; *Manage the implementation of housing debtors policies, cancellation of bonds and transfer of housing debtors properties; *Manage succession records of housing debtors properties.

ENQUIRIES
:
Ramohlola Makgano (015) 294 2233

POST 32/140
:
DEPUTY MANAGER: FINANCIAL SUPPORT UNIT A-E (3 POSTS) REFERENCE NUMBER: DLGH053/07



SBU: Municipal Finance

SALARY
:
R196 815 per annum
CENTRE
:
Polokwane
REQUIREMENTS
:
Qualifications: B Com Accounting or National Diploma in Accounting. Experience: Two to Three years Experience. Key Competencies Required Knowledge of and Skills in:   *PFMA* MFMA*Interpersonal Relations* Communication Skills* Analytical Skills* Problem Solving*Municipal Structures Act* Municipal System Act* Report Writing* Change Management* Project Management* Computer Literacy*Financial Management.

DUTIES
:
Build and monitor financial capacity of municipalities; *Facilitate the implementation of municipal support project; *Facilitate the review and maintenance of the valuation roll; *Support the implementation and review of financial regulations and policies.

ENQUIRIES
:
Malebane Lesiba (015) 294 2029

POST 32/141
:
DEPUTY MANAGER: LAND USE MANAGEMENT REFERENCE NUMBER: DLGH054/07



SBU: Land Use
SALARY
:
R196 815 per annum
CENTRE
:
Polokwane
REQUIREMENTS
:
Qualifications: Appropriate recognized Bachelor’s Degree in Town and Regional Planning or Equivalent (Development Planning). Experience: Two to Three years Experience. Key Competencies Required Knowledge of and Skills in:   *Local government transformation*Public finance Management*Local Government Legislation*Public Service Legislation*Advanced strategic planning skills* Research orientated person*Financial Management*Policy Formulation and Implementation.

DUTIES
:
Attend to land development application for business rights in rural areas, R293 Town, former TPA areas and farm Land (Draft memorandum for land development applications, Issue business rights permits, Issue permission to occupy); *Facilitate stakeholders meetings for the development of land use management systems; *Conduct audit on illegal occupation of land; *Facilitate stakeholders meetings and collect data on fragmented legislation.

ENQUIRIES
:
Malebane Lesiba (015) 294 2029

POST 32/142
:
DEPUTY MANAGER: INTER – GOVERNMENTAL CO – ORDINATION REFERENCE NUMBER: DLGH055/07



SBU: Democratic Governance

SALARY
:
R196 815 per annum

CENTRE
:
Polokwane

REQUIREMENTS
:
Qualifications: Appropriate 3 years degree or equivalent qualification. Experience: 2 – 3 years Key Competencies Required Knowledge of and Skills in: *International Relations, Interpersonal Relations, Communication ,Analytical skills, Problem Solving, Service Delivery, Intergovernmental Relations framework Act; 2005,Municipal Structures Act;1998 ,Municipal Systems Act;2000 ,Report Writing, Change Management, Project Management , Computer Literacy , financial Management , Facilitation Skills

DUTIES
:
Co-ordinate and support provincial and district IGR structure *Facilitate the devolution and assignment of powers and functions *Facilitate municipal grading *Facilitate and support municipal international relations * Monitor adhere to corporate governance practices *support the assessment of municipalities on powers and functions by municipal demarcation board.

ENQUIRES
:
Malebana Lesiba (015) 294 2029

POST 32/143
:
DEPUTY MANAGER: ELECTION AND GOVERNMENT REFERENCE NUMBER: DLGH056/07



SBU: Democratic Governance

SALARY
:
R196 815 per annum

CENTRE
:
Polokwane

REQUIREMENTS
:
Qualifications: Appropriate 3 years degree or equivalent qualification. Experience: 3-5years. Key Competencies Required Knowledge of and Skills: Election Process, Delimitation Process, International Relations, Interpersonal Relations, Communication, Analytical Skills, Problem Solving, Service Delivery, Municipal Demarcation Act; 1998, Municipal Structures Act;1998, Municipal Systems Act; 2000, Report Writing, Change Management, Project Management, Computer Literacy, Financial Management, facilitation Skills 

DUTIES
:
Support demarcation of municipal boundaries and ward delimitation *Support election process, national, local including By-election *Enhance voter education and awareness *Monitor the construction of municipal structures *Monitor adherence to good corporate governance practices.

ENQUIRES
:
Malebana Lesiba (015) 294 2029  

POST 32/144
:
DEPUTY MANAGER: HELP DESK REFERENCE NUMBER: DLGH060/07



Sub Department: CIO

SALARY
:
R196 815 per annum
CENTRE
:
Polokwane

REQUIREMENTS
:
Qualification Relevant Degree / Diploma. Sound knowledge of housing policies. Experience: 3-5 years experience in a people or customer environment. Key Competencies Required Knowledge of and skills in:*Knowledge of Batho-Pele principles; *Computer; *Communication; *Knowledge of Customer Service; *Change and release management; *Housing delivery value chain; *Knowledge management and sharing; *Interpretation; *Planning and Organising; *Good interpersonal relations; *Pro – activeness; *Tactfulness; *Report writing

DUTIES
:
Attend unresolved complex housing logged queries and update the BMC remedy user; *Attend to face to housing related queries counter service from municipalities, beneficiaries, developers and other housing related stakeholders; *Prepare progress reports and provide analysis of housing logged calls; *Make follow- up calls with customers to determine if service rendered is efficient; *Coordinate and prioritize housing queries as per impact and criticality; *Coordinate and liaise with Housing stakeholders regarding housing related queries.

ENQUIRIES
:
Manamela Audrey (015 294 2029
POST 32/145
:
DEPUTY MANAGER: LED (PLANNING AND MONITORING) REFERENCE NUMBER: DLGH063/07



Sub Departmnt: Local Governance

SALARY
:
R196 815 per annum

CENTRE
:
Polokwane

REQUIREMENTS
:
Qualification: An appropriate recognized Bachelor’s Degree Public and Development Management or B Com Economics. Experience: 2-3 years Experience in Local Economic Development. Knowledge of and Skills in: *Understanding of key LED policy documents* Communication skills*Ability to work under pressure* Computer Literacy.

DUTIES
:
Support municipalities in the development, review and implementation of LED strategies and plans* Monitor and Evaluate LED projects and programmes* Support the implementation of LED capacity building programmes in municipalities* Co-ordinate the functioning and sustainability of district and local LED structures* Conduct annual assessment of municipal LED plans* Assist municipalities in understanding economic research.

ENQUIRIES
:
Malebane Lesiba ( 015 294 2029)

POST 32/146
:
DEPUTY MANAGER: RISK AND REDUCTION REFERENCE NUMBER: DLGH064/07



Sub Departmnt: Local Governance

SALARY
:
R196 815 per annum

CENTRE
:
Polokwane

REQUIREMENTS
:
Qualification: An Appropriate Diploma/Degree or Equivalent. Experience 2-3 years. Knowledge of and Skills in: Disaster Management* Disaster Response and Recovery*Risk Reduction Management*Project Management* Municipal Legislation* Research Methodology* Financial Management* Computer Literacy.

DUTIES
:
Implementation of integrated disaster risks management* Implementation of risks assessment and reduction strategies* Monitor, update and disseminate disaster risk information* Conduct quality control.

ENQUIRIES
:
Malebane Lesiba (015 294 2029)

POST 32/147
:
MANAGER: RESPONSE AND RECOVERY REFERENCE NUMBER: DLGH065/07



Sub Department: Local Governance

SALARY
:
R196 815 per annum

CENTRE
:
Polokwane

REQUIREMENTS
:
Qualification: An appropriate Diploma/Degree or Equivalent. Experience 3 years. Knowledge of and Skills in: Disaster Management* Disaster Response and Recovery*Risk Management* Project Management* Municipal Legislations* Research Methodology* Financial Management* Computer Literacy.

DUTIES
:
Ensure the implementation of a uniform approach to the dissemination of early warnings to various stakeholders* Ensuring that the integrated rehabilitation and reconstruction activities are conducted in development manner* Assist in acquiring and monitoring the practical disaster relief fund* Ensure that requirements to achieve integrated and uniform response recovery is applied in the district municipalities.

ENQUIRIES
:
Malebane Lesiba (015 294 2029)

POST 32/148
:
CAPACITY BUILDING FACILITATOR – MUNICIPAL INSTITUTIONAL CAPACITY BUILDING REFERENCE NUMBER: DLGH066/07



SBU: Municipal Institutional Capacity Building

SALARY
:
R196 815 per annum

CENTRE
:
Polokwane

REQUIREMENTS
:
Qualifications: Appropriate degree or equivalent. Any Diploma with experience in Local government. Experience: 3 to 5 years experience in Local Government. Key Competencies Required: Knowledge and Skills :Actual Local Government experience, Interpersonal Relations, Communication, Analytical Skills, Computer Literacy, Problem Solving, Service delivery, Municipal Structures Act, Municipal Systems Act, Research methodology, Report writing, Change management, Project management, Training ability

DUTIES
:
Assist with the implementation of provincial capacity building strategy *Assist with the implementation of project consolidates/municipalities *Co ordinate Local Government capacity building programmes and assesses the impact thereof.

ENQUIRIES
:
Malebane Lesiba (015 294 2029)

POST 32/149
:
DEPUTY MANAGER – PROGRAM FACILITATION REFERNCE NUMBER: DLGH067/07



SBU: Local Economic Development

SALARY
:
R196 815 per annum

CENTRE
:
Polokwane

REQUIREMENTS
:
Qualifications: Tertiary qualification or Equivalent. Experience: Between 2 to 3 years experience

DUTIES
:
Key Competencies Required Knowledge of and Skills in: Advanced Computer Literacy, Knowledge of Microsoft packages, Listening skills, Ability to work under pressure, Ability to work with people, Understanding of key LED policy documents, Organising, Problem Solving, Interpersonal relationship, Conflict resolution, Planning and Organising.

DUTIES
:
Conduct sustainable Community Economic Development, *Support district and Local Municipalities in creating enabling environment for LED, *Monitor the LED Programme, *Conduct Business Retention and Expansion, *Facilitate the implementation of donor funded programmes

ENQUIRIES
:
Malebane Lesiba (015 294 2029)

POST 32/150
:
LEGAL ADMIN OFFICER CONTRACT MANAGEMENT (4 POSTS) REFERENCE NUMBER: DLGH040/07



SBU: Legal Services

SALARY
:
R157 686 per annum

CENTRE
:
Polokwane

REQUIREMENTS
:
Qualifications: Degree in LLB or relevant qualification EXPERIENCE: 3-5 years experience in legal fields. Key Competencies Required Knowledge And Skills: *Interpretation of statutes; *Research; *Computer literacy; *Presentation; *Planning and organising; *Interpersonal relation; *Negotiation; *Litigation skills.  

DUTIES
:
Drafting and vetting contracts, service level agreement and memorandum of understanding; *Tender legal opinion to the department; *Implement and monitor contracts of the department; *Ability to follow through legal process on action against in favour of the department  

ENQUIRIES
:
Mphasha Matome (015) 294 2163

POST 32/151
:
DEPUTY MANAGER: HUMAN RESOURCE SYSTEMS (2 POSTS) REFFERENCE NUMBER: DLGH047/07



SBU: Human Resource Admin and HR System

SALARY
:
R157 686 per annum

CENTER
:
Polokwane

REQUIREMENTS
:
Qualification: three years national diploma/degree in administration. Experience: 3 years experience in human resource management. Key Competencies Required Knowledge And Skill:*Knowledge of PERSAL system; *Computer skill; *Leadership Skill; *Communication; *Project management; *Negotiation; *Facilitation; *Interpretation; *Report writing; *Planning and Organising; *Benefits Administration; *Interpersonal Relation; *Problem Solving; *Research; *Monitoring and Evaluation.   

DUTIES
:
Assist persal users with any system problem; *Perform general maintenance of persal system; *Liaise with treasury (persal) office on behalf of users; *Identify persal training needs and coordinate  training of persal Users; *Ensure capturing and updating of information on persal; *Generate persal reports for management and departmental officials; *Manage access to persal in the department; *Creation and abolishment of organisational structure, components and posts system; *Effect movement of personnel across components of the organisational structure in the system 

ENQUIRIES
:
Mphasha Matome (015) 294 2163

POST 32/152
:
WEBMASTER REFERENCE NUMBER: DLGH057/00



Sub Department: CIO

SALARY
:
R157 686 per annum

CENTRE
:
Polokwane

REQUIREMENTS
:
Qualification: Appropriate 3 years Diploma in Website Development / Website Design or equivalent qualification. Experience: 3 to 5 years experience. Key Competencies Required Knowledge of and skills in:*Webmaster; *Knowledge of GCIS guidelines; *Knowledge of all graphic – related programmes (Java Script, HTMC, Dreamwaver and other advanced programmes; *Interpersonal Relations; *Report Writing; *Computer Literacy; *Valid Drivers Licence

DUTIES
:
Design, develop, publish and maintain the department’s intranet and internet websites; Update and post content (news, events, press release, etc) on the department’s intranet and internet; *Hypertext mark-up language (HTML) programming, maintenance, augmentation and improvement of a website; *Monitor and analyze the website for market purposes and advice accordingly; *Assist municipalities with the development and maintenance of heir websites.

ENQUIRIES
:
Manamela Audrey (015 294 2029)

POST 32/153
:
GRAPHIC DESIGNER REFERENCE NUMBER: DLGH058/07



Sub Department: CIO

SALARY
:
R157 686 per annum

CENTRE
:
Polokwane

REQUIREMENTS
:
Qualification Appropriate 3 year’s degree / diploma in Graphic Design. Experience: 3 to 5 years experience. Key Competencies Required Knowledge of and skills in:*Graphic Design; *Knowledge of GCIS guidelines; *Knowledge of all graphic – related programmes ( Corel draw, Apple Mac , Quack Express , Adobe photoshop & free hand); *Interpersonal Relations; *Communication; *Report Writitng; *Computer Literacy; *A valid driver’s license

DUTIES
:
Design; develop all departmental branding and promotional materials; *Design and produce all departmental publications, i.e. internal and external; *Provide photographic service during all departmental events for departmental publications and promotional material; *Liaise with external printing & media houses for reproduction and copyright work; *Provide photographic service during all departmental events for the utilization in strategic publications and promotional material; *Design and produce all departmental publications, internal and external including newsletter and promotional material; *Assist Municipalities to design own publications and other materials; *Monitor the graphic design trends and advice accordingly. 

ENQUIRIES
:
Manamela Audrey (015 294 2029) 

POST 32/154
:
SOCIAL WORK PRACTITIONER (3 POSTS) REFERENCE: DLGH049/07



SBU: Labour Relations& Employee Wellness

SALARY
:
R132 054 per annum

CENTER
:
Polokwane

REQUIREMENTS
:
Qualifications:  Degree in social work/psychology. Experience:2-3years experience in crisis interventions ,counselling and human resource issues. Key Competencies Required Knowledge And Skill: *Computer skill; *Leadership Skill; *Communication; *Project management; *Negotiation; *Facilitation and presentation; *Counselling; *Report writings; *Planning and organising; *Conflict resolution; *Interpersonal relation; *Problem solving; *Research; *Monitoring and evaluation; *Records management; *Time management 

DUTIES
:
Set up employee assistance programme and HIV and AIDS programme; *Conduct counselling and crisis interventions to troubled employees and referrals where required; *Conduct workshops on life skills programmes and the functioning of the programme; *Coordinate the establishment of employee assistance programme and HIV AIDS management at municipalities; *Conduct awareness sessions on employee assistance programmes and HIV and AIDS; *Secure employee assistance programme information; *Advice management of EAP,HIV and AIDS issues.

ENQUIRIES
:
Mphasha Matome (015) 294 2163

POST 32/155
:
HELP DESK PRACTITIONER (3 POSTS) REFERENCE NUMBER: DLGH61/07



Sub Department: CIO

SALARY
:
R157 686 per annum

CENTRE
:
Polokwane

REQUIREMENTS
:
Qualification: Three year Tertiary Qualification and Cutomer Care / Secretariat certificate will be an added advantage. Experience: 2 years experience. Key Competencies Required Knowledge of and skills in: *Knowledge of Batho Pele principles; *Computer; *Communication; *Customer Service; *Problem Solving; *Knowledge management and sharing; *Excellent telephone skills; *Remedy Help Desk; *Planning and Organising; *Interpersonal Relations; *Must be able to communicate in at least 2 languages spoken in Limpopo

DUTIES
:
Handling incoming calls and assist customers with housing related enquiries and complaints with strict adherence to establish housing procedures and standards to ensure customer satisfaction; *Refer unresolved logged housing calls immediately to relevant SBU’s; *Follow- up referred logged queries with HSS status checks and provides prompt feed back accordingly; *Liaise with municipalities regarding logged housing queries.

ENQUIRIES
:
Manamela Audrey (015 294 2029)

POST 32/156
:
HR PRACTITIONER (4 POSTS) REFERENCE NUMBER: DLGH059/07


Sub Department:  CIO

SALARY
:
R132 054 per annum

CENTRE
:
Polokwane

REQUIREMENTS
:
Qualification Diploma / Degree in Library and Information Science or Diploma in Archival Studies or equivalent qualification. Experience 3 Years experience. Key Competencies Required Knowledge of and skills in:*Advanced Computer literacy; *Project Management certificates; *Financial Management; *Relationship Management; *Supervisory and organizational skills; *Co- ordination; *Facilitation; *Analytical thinking; *Report Writing; *Records Management; *Promotion of Access to Information; *HR systems

DUTIES
:
Ensure the maintenance and implementation of the departmental Staff file plan; *Ensure safekeeping and disposal of personnel files; *Receive and dispatch personnel files; *Identify personnel files for dispatch to Archives; *Develop and maintain control registers; *Ensure that records management staff participate in the implementation of the best practice model for keeping and managing paper based employee records; *Supervise the Registry Clerks and Personnel Officers; *Ensure that all received documents are scanned and classified; *Ensure proper management of HR Records registers; *Exercise control over the process of opening, closing and maintenance of files.

ENQUIRIES
:
Manamela Audrey (015 294 2029
POST 32/157
:
MUNICIPAL FINANCE PRACTITIONER SUB –DEPARTMENT: FINANCIAL SUPPORT UNIT REFERENCE NUMBER: DLGH068/07



SBU: Municipal Finance

SALARY
:
R106 335 per annum

CENTRE
:
Polokwane

REQUIREMENTS
:
Qualification: * Degree or Diploma in Accounting / Public Finance, * Appropriate degree or equivalent. Experience: 3-5 years experience in Finance field. Knowledge of and skills in: PFMA, MFMA, Interpersonal Relations, Communication, Analytical skills, Problem solving, Service delivery, Municipal Structures Act, Municipal Systems Act, Report writing, Change management, Project management, Computer Literacy, Financial management, Facilitation skills, Local Government Environment.   

DUTIES
:
Key Responsibilities: *Build and monitor financial management capacity of municipalities *Facilitate the implementation of municipal support projects *Facilitate the review and maintenance of the valuation roll *support the implementation and review of financial regulations and policies

ENQUIRIES
:
Malebane Lesiba (015 294 2029)

ANNEXURE N
PROVINCIAL ADMINISTRATION: NORTHERN CAPE

DEPARTMENT OF TRANSPORT, ROADS & PUBLIC WORKS

The Department of Transport, Roads & Public Works is an equal opportunity, affirmative action employer.

APPLICATIONS
:
Forward your application to Department of Transport, Roads and Public Works, P. O. Box 3132, Kimberley, 8300

FOR ATTENTION
:
Ms R Dawood

CLOSING DATE
:
24 August 2007

NOTE
:
Applications must be submitted on forms Z83 obtainable from any Public Service Department, and should be accompanied by certified copies of qualifications. 

OTHER POSTS

POST 32/158
:
CHIEF QUANTITY SURVEYOR REFERENCE: DTRPW 13/07



Directorate: Public Works

SALARY
:
R369 000 – R427 836 per annum (Depending on qualifications and experience)

CENTRE
:
Kimberley

REQUIREMENTS
:
Applications must be in possession of an appropriate recognized Bachelors degree in Quantity Surveying or a three year degree (RVQ 13) in Quantity Surveying and must be registered as a professional Quantity Surveyor with the South African Council of Quantity Surveyors. Relevant 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 quantity surveying. Applicants should have 3 years management experience and be in possession of a valid code EB driver’s licence. Note: Applicants must provide proof of their registration with the Council of South African Quantity Surveyors or proof that the council will accept their qualifications for purposes of registration as Professional Quantity Surveyor. Recommendations: Preference will be given to candidates who possesses strong leadership and management skills; extensive knowledge of project management and planning skills; ability to compile technical reports; proven ability to co- ordinate, comply and enforce the development of legislation arising from policies of Government and the department.

DUTIES
:
Manage Quantity Surveying Section in order to provide an effective professional service to the department as well as client departments. Administer all budget and financial management matters. Apply cost planning and project management milestone techniques in the execution of projects. Compile and scrutinize tender documentation and provide advice on tender procedures. Evaluate orders, prepare costs estimates, scrutinize the lists of materials and bills of quantities. Monitor performance of and exercise control over appointed consultants and contractors. Liaise with legal services with regard to matters relating to building contracts, escalation clauses and time constraints. 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 department. Do estimates on building projects or design changes and prepare reports on projected building costs for clients. Visit building sites and regions to conduct inspections on site and monitor progress and quality of work on quantity surveying related projects. Preparation of building feasibility studies and estimation of costs of projects and bill of quantities. Liaise with consulting quantity surveyors in respect of capital projects. Assist in providing a quantity surveying analyses and advisory service and ensure that the requirement of the PPPF Act is implemented. 

ENQUIRIES
:
Mr. C Bailey Tel. No. : (053) 839 2172

POST 32/159
:
ENGINEER: MAINTENANCE: DISTRICT MUNICIPALITIES REFERENCE: DTRPW 23/07

SALARY
:
R311 358 – R360 909 per annum (Depending on qualifications and experience.)

CENTRE
:
Kimberley

REQUIREMENTS
:
Applicants must be in possession of B.Eng/B Tech qualification recognized by ECSA or registered as a Professional Civil Engineer/Technologist or must meet the required prescribed period as stipulated by ECSA.  He/she must have at least three years of experience in the relevant field.  He or she must have experience of road design/construction/maintenance.  Computer literacy is a further prerequisite.  The appointee will be required to travel extensively and must, therefore, be in possession of a valid Code EB driver’s license. Computer literacy and a qualification in labour based construction and/or management (NQF5 and NQF7) will be an added advantage.

DUTIES
:
The successful candidate will be responsible for the following: Management of maintenance: District Municipalities unit Management of ribbon development and road maintenance. Investigate all road related problems and recommend. Investigate and write technical reports Management of legal and illegal signs Personnel issues and development Assist with financial control of budgets Coordination of road maintenance and projects Plant utilization Policy, procedures and standards Job creation including EPWP projects Monitor work executed and quality control of departmental teams

ENQUIRIES
:
Mr. L Malapane (053) 861 9600

POST 32/160
:
QUANTITY SURVEYOR REFERENCE: DTRPW 14/07



Directorate: Public Works

SALARY
:
R196 815 – R228 492 per annum

CENTRE
:
Kimberley

REQUIREMENTS
:
Applications must be in possession of an appropriate recognized Bachelors degree in Quantity Surveying or a three year degree (RVQ 13) in Quantity Surveying and must be registered as a professional Quantity Surveyor  with the South African Council of Quantity Surveyors. Relevant 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 quantity surveying. Strong quantity surveying and planning skills. Applicants should be in possession of a valid code EB driver’s licence. Note: Applicants must provide proof of their registration with the Council of South African Quantity Surveyors or proof that the council will accept their qualifications for purposes of registration as Professional Quantity Surveyor.

DUTIES
:
Advice on the development and maintenance of policy, methods, practices and standards on quantity surveying services. Provide a quality and cost control and value management services on all building related matters in the department. Set overall standards for quantity surveying. Audit the work of clients to ensure quality control and value for money on building projects. Do estimates on building projects or design changes. Prepare reports on projected building costs for clients. Audit the administration on the tendering process for contractors. Visit building sites to monitor progress and check if the work done is within budget. Monitor project managers work on quantity surveying related matters. Coaching and developing  project managers’ skills in quantity surveying matters. Preparing of building feasibility studies 

ENQUIRIES
:
Mr. C Bailey Tel. No. : (053) 839 2172

POST 32/161
:
ASSISTANT DIRECTOR: PROPERTY MANAGEMENT / FACILITY MANAGEMENT REFERENCE: DTRPW 28/07



Directorate: Property Management

SALARY
:
R157 686 – R 183 066 per annum

CENTRE
:
Kimberley

REQUIREMENTS
:
Applicants must be in possession of a Diploma or equivalent qualification preferably in the Property related field plus three years experience in the field of property disposal, property management, facility management, or a Senior Certificate with 8- 10 years experience in the latter mentioned fields. Knowledge and understanding of the Public Finance Management Act, Preferential Procurement Policy Framework Act, Government Land Reform Policies, State Land Disposal Act and the vesting of state land in terms of the Constitution and other property related legislation. Understanding of property market trends and acquisition of fixed property. High level of verbal and written communication skills. Computer literacy. A valid code EB driver’s license. Proven negotiation skills. 

DUTIES
:
The successful candidate will be responsible for managing the maintenance requirements of properties; Ensure the optimal utilization of office floor space; manage the property expenditure and revenue unit; manage the provisioning of an effective and quality cleaning and gardening services to client departments.  Maintain sound financial and budgetary processes in terms of the PFMA. Gather information on properties identified for expropriation and donation.  Ensure the management, training and supervision of staff within unit including performance evaluations. Ensure compliance with relevant policies, acts and procedures. Prepare reports and submissions for management. 

ENQUIRIES
:
Mr.E Crouch Tel 053-8392105

POST 32/162
:
CONTROL INDUSTRIAL TECHNICIAN (1 POST) REFERENCE: DTRPW 24/07



Maintenance: District Municipalities

SALARY
:
R157 686- R183 066 per annum (Depending on qualifications and experience)

CENTRE
:
Kimberley

REQUIREMENTS
:
Applicants must be in possession of a National Diploma in Civil Engineering.  Extensive traveling will be involved. Experience in the relevant fields of road planning, design, construction or maintenance will be an added advantage. Computer literacy. A valid Code EB driver’s license will be a requirement. Computer literacy and a qualification in labour based construction (NQF5 and/or NQF7) will be an added advantage.

DUTIES
:
The successful candidate will be responsible for the following: Co-ordinate and manage the functions of the maintenance agents (District Municipalities) on gravel roads Way leaves and ribbon development Management of legal and illegal signs All aspects of road construction and maintenance Technical reports Personnel issues and development Assist with financial control of budgets Coordination of road maintenance and projects Plant utilization 

ENQUIRIES
:
Mr. L Malapane/ Mr. I. Bulane (053) 861 9600

POST 32/163
:
SENIOR ADMIN OFFICER: PROPERTY MANAGEMENT/ FACILITY MANAGEMENT REFERENCE: DTRPW 30/07



Directorate: Property Management

SALARY
:
R132 054 – R 153 312 per annum

CENTRE
:
Kimberley

REQUIREMENTS
:
A diploma or equivalent qualification preferably in Property Related field or a senior or equivalent certificate coupled with 3 years appropriate property-related experience. Knowledge and understanding of Property Act, Expropriation Act and other property legislation.  Knowledge and understanding of Procurement systems in Government. Good verbal and written communication skills. Sound analytical. Statistical and problem solving skills. Strong negotiation skills. Computer literacy.  Knowledge of building inspections and valuation methods as well as an understanding of the real estate market and its trends. A valid code EB driver’s licence.

DUTIES
:
The successful candidate will be responsible to Provide information to the Head of Section for inputs of PSLDC. Gather information on properties identified for expropriation, donation and do property vesting. Ensure that all state properties acquired via other methods than construction, leasing and buying are vested in the name of the Province. Ensure that the integrated system for recording and monitoring of all disposals is updated regularly. Inform the Head of the section on the management of property rights.

ENQUIRIES
:
Mr. E. Crouch Tel. No. : (053) 8392105

POST 32/164
:
CHIEF WORKS INSPECTOR: FACILITIES MANAGEMENT REFERENCE: DTRPW 15/07



Directorate: Public Works

SALARY
:
R132 054 – R153 312 per annum

REQUIREMENTS
:
A degree/diploma or equivalent qualification coupled with 5 years experience in the field of maintenance of buildings, evaluation of the conditions of buildings, Knowledge of norms and standards in the building industry.  Knowledge of facility maintenance management and administration. Good verbal and written communication and interpersonal skills. Computer literacy. A valid code EB driver’s licence.

DUTIES
:
The successful candidate will be responsible for benchmarking and monitoring progress on facility condition assessments of each regional office; prioritise essential maintenance work; compilation and interpretation of technical reports to management and client departments; consulting and reporting to client departments regarding the maintenance of facilities.

ENQUIRIES
:
Mr. C Bailey, Tel. No : (053) 839 2172

POST 32/165
:
ADMIN OFFICER: PROPERTY MANAGEMENT / FACILITY MANAGEMENT (2 POSTS) REFERENCE: DTRPW 29/07



Directorate: Property Management

SALARY
:
R106 335 – R123 456 per annum

CENTRE
:
Kimberley

REQUIREMENTS
:
A diploma or equivalent qualification preferably in Property Related field or a senior or equivalent certificate plus two to three years relevant experience. Knowledge of Property Act, other property legislation, payment procedure for rates and taxes on state properties and administration thereof, management of information, as well as a broad knowledge with respect to all aspects pertaining to contract administration, including asset and lease management.  Good verbal and written communication skills. Sound analytical, statistical and problem solving skills. Computer literacy. A valid code EB driver’s licence.

DUTIES
:
The successful candidate will be responsible for the administration and payment of rates and taxes on state properties, filing of information as well as the management of all accounts paid to local authorities. Manage, compile and maintain property registers (database) with respect to leased out properties, as well as rates and taxes. Conduct property inspections and compile reports. Provide accommodation to officials, political office bearers and private tenants at market related rates. Maintaining an effective rental income system. Ensuring the proper management of state property. Training and development of sub-ordinates.  

ENQUIRIES
:
Mr. E. Crouch Tel. No. : (053) 8392105

POST 32/166
:
ADMIN OFFICER/SENIOR REFERENCE: DTRPW 32/07



Directorate: Public Works

SALARY
:
R106 335– R123 456 per annum



R132 054- R 153 312 per annum

CENTRE
:
Kimberley

REQUIREMENTS
:
Applicants must be in possession of a senior or equivalent certificate with three to five years relevant experience, or must hold an appropriate Bachelors degree or equivalent.

DUTIES
:
The incumbent will be responsible for normal office administration, providing support and advice to regional administrative personnel with regard to tender administration, and advising tenderers on tender procedures, executing project finance activities which will be in line with the Treasury Regulations and other related prescripts, training subordinates and writing reports to his/her seniors.  The applicant must furthermore have knowledge of Government Procurement Procedures and Provisioning Administration Manual (PAS) I and II, sound knowledge with regards to compiling, advertising and evaluation of tenders, a basic knowledge of the targeted procurement system, excellent inter personal and communication skills The candidate must furthermore be computer literate in MS Word and MS Excell. 

ENQUIRIES
:
Mr. C Bailey Tel. No. : (053) 839 2172

POST 32/167
:
STATE ACCOUNTANT/SENIOR: FINANCIAL INSPECTORATE REFERENCE: DTRPW 31/07



Directorate:  Financial Management

SALARY
:
R106 335-R123 456 per annum



R132 054-R153 312 per annum

CENTRE
:
Kimberley

REQUIREMENTS
:
Candidates must be in possession of a Degree / Diploma or equivalent qualification in Auditing plus 2- 5 years appropriate experience. Knowledge of Risk Management and Supervisory experience will be an added advantage. Basic computer literacy is a requirement. Knowledge of Departmental Policies, Procedures and Public Finance Management Act Writing and analytical skills required. Valid Code 08 drivers licence and must be prepared to travel extensively.

DUTIES
:
The successful candidate will assist the Assistant Director with the following: Conduct comprehensive compliance audit in the whole department. Conduct comprehensive compliance with all rules, procedures and internal control structures and related matters. Ensure reconciliation of all ledger accounts with related accounts. Ensure proper extractors of journals to ledger accounts and trial balance. Ensure reconciliation of physical assets with related asset registers and inventory and store registers.

ENQUIRIES
:
Mr. D. M. Mokgatlhe (053) 8392100

POST 32/168
:
INDUSTRIAL TECHNICIAN / SENIOR / CHIEF: ARCHITECTURAL SERVICES REFERENCE: DTRPW 16/07



Directorate: Public Works

SALARY
:
R85 362 – R 99 108 per annum



R106 335- R123 456 per annum



R132 054- R153 312 per annum depending on qualifications and experience

CENTRE
:
Kimberley 

REQUIREMENTS
:
Five years appropriate experience in Architecture while preference will be given to candidates in possession of a National Diploma, B-Tech or similar qualification. A valid Code EB (08) driver’s licence is a further requirement. It is essential that the successful candidate possesses good communication skills and experience in AutoCad computer program, since he/she will be expected to liaise with consultants, client departments etc. and complete appropriate drawings in this regard. 

DUTIES
:
The successful candidate will be responsible for the design and drafting of plans, working drawings, supervision on certain projects, as well as the execution of additional tasks as instructed. Projects will be executed under supervision of the Professional Architect.

ENQUIRIES
:
Mr. C Bailey Tel. No. : (053) 839 2172

POST 32/169
:
PROJECT INSPECTOR / SENIOR/CHIEF



Directorate Public Works

SALARY
:
R 85 362 – R 99 108 per annum



R106 335- R123 456 per annum



R132 054- R153 312 per annum depending on qualifications and experience

CENTRE
:
Kimberley (1 Post):  Building Ref No: DTRPW 17/07



De Aar (2 Posts): Building Ref No: DTRPW 18/07



Upington (3 Posts) : Building Ref No: DTRPW 19/07



Springbok (1 post): Electrical Ref No: DTRPW 20/07

REQUIREMENTS
:
A minimum of an appropriate National Diploma or N3 Certificate or equivalent qualification with preference being given to persons who have completed an apprenticeship and/or hold proof of passing an official trade test. Computer literacy is essential, particularly with regard to word processing and spreadsheets. Experience in the building trade. A valid Code EB driver’s license is essential, as extensive travelling will be involved. Proficiency in project management and quality control Management

RESPONSIBILITIES
:
Inspect and exercise quality control on new and existing works in order to ensure progress according to set plans/specifications and/or prescribed standards.  As such, they will have to: analyse/ compile plans, specifications, bills of quantities and contractual stipulations pertaining to new maintenance and other works with a view to satisfying customer needs, quality and costs. Advise managerial personnel and those concerned within both the Government and Private Sector. Interpret/ provide plans, drawings, specifications, bills of quantities, contracts, agreements and reports in respect of particular works and arrange for the execution thereof.  Advise on the use/purchase of new/existing technical systems, techniques, materials, equipment and components.  Organise the work of professional, technical, artisan and general auxiliary personnel involved in the execution of tasks/projects.  Liaise with professional, technical and other officials and/ or persons from the private sector on problems experienced during the planning, finalising and/or taking over of projects/works.

ENQUIRIES
:
Mr. C Bailey Tel. No. : (053) 839 2172

POST 32/170
:
INDUSTRIAL TECHNICIAN\ SENIOR\ CHIEF (1 POST) REFERENCE: DTRPW  21/07


(Planning)



Directorate: Roads 

SALARY
:
R85 362 – R 99 108 per annum


R106 335- R123 456 per annum


R132 054- R153 312 per annum depending on qualifications and experience
CENTRE
:
Kimberley

REQUIREMENTS
:
Applicants must be in possession of a National Diploma in Civil Engineering.  Extensive travelling will be involved. Experience in the relevant fields of road planning, design, construction or maintenance will be an added advantage. Computer literacy. A valid Code EB driver’s license will be a requirement.

DUTIES
:
The successful candidate will be responsible for the following: Inputs towards all management systems, Inputs on budgeting process Reporting on financial matters Reporting for the Directorate on all projects Technical reports Personnel issues and development Assist with financial control of budgets of planning projects Surveys and inspections on road network Project management Any other relevant duty that might be deemed necessary by the Department

ENQUIRIES
:
Ms. R Saayman (053) 861 9600

POST 32/171
:
INDUSTRIAL TECHNICIAN\ SENIOR\ CHIEF (3 POSTS) REFERENCE: DTRPW 22/07



(Construction)

SALARY
:
R85 362 – R 99 108 per annum


R106 335- R123 456 per annum


R132 054- R153 312 per annum depending on qualifications and experience
CENTRE
:
Kimberley

REQUIREMENTS
:
Applicants must be in possession of a National Diploma in Civil Engineering.  Extensive travelling will be involved. Experience in the relevant fields of road planning, design, construction or maintenance will be an added advantage. Computer literacy. A valid Code EB driver’s license will be a requirement.

DUTIES
:
The successful candidate will be responsible for the following: Assist with management of contracts. Responsible for quality control on contracts Project management of projects Supervision of small contracts on site Surveying of sites Technical reports Personnel issues and development Assist with financial control of budgets Coordination of road maintenance projects Supervision of the departmental construction team Supervision of periodic maintenance projects Supervision of EPWP projects Any other relevant duty that might be deemed necessary by the Department

ENQUIRIES
:
Mr. M Matheba/Mr. P Volstruis (053) 861 9600

POST 32/172
:
INDUSTRIAL TECHNICIAN\ SENIOR\ CHIEF (1 POST) REFERENCE: DTRPW 25/07


Maintenance: District Municipalities

SALARY
:
R85 362 – R 99 108 per annum


R106 335- R123 456 per annum


R132 054- R153 312 depending on qualifications and experience
CENTRE
:
Kimberley

REQUIREMENTS
:
Applicants must be in possession of a National Diploma in Civil Engineering.  Extensive traveling will be involved. Experience in the relevant fields of road planning, design, construction or maintenance will be an added advantage. Computer literacy. A valid Code EB driver’s license will be a requirement.

DUTIES
:
The successful candidate will be responsible for the following: Co-ordinate the functions of the maintenance agents (District Municipalities) on gravel roads Conducting way leaves and control of ribbon development Controlling of legal and illegal signs All aspects of road construction and maintenance Assist in compilation of technical reports Deal with maintenance personnel issues and skills development Assist with financial control of budgets Coordination of road maintenance and projects Plant utilization Any other relevant duty that might be deemed necessary by the Department

ENQUIRIES
:
Mr. L Malapane/ Mr. I. Bulane, (053) 861 9600

POST 32/173
:
INDUSTRIAL TECHNICIAN\ SENIOR\ CHIEF (3 POSTS) (MAINTENANCE)
SALARY
:
R 85 362 – R 99 108 per annum


R106 335- R123 456 per annum


R132 054- R153 312 per annum
CENTRE
:
Reference: 1 Post Kimberley  DTRPW 26/07



Reference: 2 Posts Upington  DTRPW 27/07

REQUIREMENTS
:
Depending on qualifications and experience Applicants must be in possession of a National Diploma in Civil Engineering.  Extensive traveling will be involved. Experience in the relevant fields of road planning, design, construction or maintenance will be an added advantage. Computer literacy. A valid Code EB driver’s license will be a requirement.

DUTIES
:
The successful candidate will be responsible for the following: Conducting way leaves and control of ribbon development. Controlling of legal and illegal signs All aspects of road construction and maintenance Assist in compilation of technical reports Deal with maintenance personnel issues and skills development Assist with financial control of budgets Coordination of road maintenance and projects Plant utilization Any other relevant duty that might be deemed necessary by the Department

ENQUIRIES
:
Mr. L Malapane/Mr. J Tawine (053) 861 9600/(054) 332 4473/4
ANNEXURE O
PROVINCIAL ADMINISTRATION: WESTERN CAPE

DEPARTMENT OF AGRICULTURE

Join the top team of the Department of Agriculture: Western Cape and contribute towards the Department’s vision to be a global success, competitive, inclusive, socially responsible and in balance with nature.

APPLICATIONS
:
Applications must be forwarded to: Department of Agriculture: Western Cape, Private Bag X1, ELSENBURG, 7607.

FOR ATTENTION
:
Mr JH Jordaan

CLOSING DATE
:
24 August 2007

NOTE
:
Applications must be submitted on a Z83 form, and should be accompanied by certified copies of qualifications, a comprehensive CV and certified copies of qualifications and certified copies of his/her ID document. It will be expected of candidates to be available for selection interviews on a date, time and place as determined by the Department.

OTHER POSTS

POST 32/174
:
DISTRICT MANAGER: AGR/07/107


Programme: Farmer Support and Development

SALARY
:
R 311 358 per annum

CENTRE
:
Beaufort West

REQUIREMENTS
:
The formal qualification requirement for this post is a B. Sc Agriculture (Hons) [equivalent to NQF Level 7] with appropriate management experience in the agricultural sector and knowledge of farming practices. The following will serve as recommendations: ( knowledge of and appropriate experience in co-ordination and facilitation of agricultural development in land reform and food security ( knowledge of budget control and financial management ( experience in people management (HR) ( experience in building and maintaining relationships with municipalities and all other stakeholders. ( computer literate in MS Word, MS Excel with MS PowerPoint as an advantageous ( valid code B driver’s license. ( willingness to travel ( good communication skills in two of the official languages of the Western Cape ( a person with analytical skills who can operate in a multi-cultural, unbiased, open-minded and pressurised environment ( knowledge of rural development.

DUTIES
:
co-ordination and facilitation of land reform and food security projects in a specific district ( co-ordination and facilitation of a broad range of services such as training, supporting and strengthening farmers by transferring appropriate agricultural technology, evaluation, adaptation and demonstration of proven agricultural technology under local conditions for suitable farming systems (establishment and maintenance of links with relevant stakeholders, especially the Department of Land Affairs and District Assessment Committee within land reform context ( creation of an inclusive and participative environment for the Department of Agriculture’s clients ( responsible for all record-keeping and monitoring of agricultural activities in the district pertaining to the programme.

ENQUIRIES
:
Mr SW Matthee at 044 803 3741

POST 32/175
:
OFFICE MANAGER (3 POSTS) PROGRAMME: FARMER SUPPORT AND DEVELOPMENT – REFERENCE: AGR/07/106 PROGRAMME: VETERINARY SERVICES – REFERENCE: AGR/07/108 PROGRAMME: STRUCTURED AGRICULTURAL TRANING – REFERENCE: AGR/07/109

SALARY
:
R196 815 per annum

CENTRE
:
Elsenburg

REQUIREMENTS
:
The formal qualification and experience required for this positions is an appropriate, recognised three-year degree/diploma with appropriate proven experience. The following will serve as recommendations: knowledge of relevant policies, regulations and procedures ( knowledge of and experience in administrative, financial and human resource management ( broad knowledge of all aspects pertaining to relevant Programme ( excellent written and verbal communication skills (  ability to deal with enquiries/complaints on a broad scale of functions/activities within the Programme ( ability to be diplomatic and liaise with senior staff within other Programmes and external stakeholders in an appropriate manner ( computer literacy (MS Word, Excel, PowerPoint) ( a valid code B driver’s license. 
DUTIES
:
responsible for central co-ordination within the management team, programme performance reports and other matters of a transversal nature within the Programme ( develop and maintain systems in the office of the relevant Senior Manager to improve efficiency and safe keeping of all documentation ( scanning newspapers and periodicals and bring any relevant information to the attention of the relevant Senior Manager ( manage all engagements of the relevant Senior Manager ( brief relevant Senior Manager with regards to engagements and provide relevant documents for engagements ( manage resources of the office the relevant Senior Manager (  ensure reports are prepared for the relevant Senior Manager ( study correspondence, submissions and reports and highlight key aspects ( render line administrative support services ( execute research, analyze information and compile complex documents for the Senior Manager ( provide secretarial support to the Senior Manager with regard to meetings ( 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 the manager.

ENQUIRIES
:
Programme: Farmer Support and Development – Mr DJ Adolph at (021) 808 5015, Programme: Veterinary Services – Dr GSG Msiza at (021) 808 5001 and Programme:  Structured Agricultural Training – Mr MJ Paulse at (021) 808 5018
POST 32/176
:
INDUSTRIAL TECHNICIAN: MECHANICAL / AGRICULTURE: AGR/07/96



Programme: Sustainable Resource Management



Subprogramme: Agricultural Engineering Services

SALARY
:
R106 335 per annum

CENTRE
:
Elsenburg

REQUIREMENTS
:
The formal qualification for this positionis a National Diploma in Mechanical/Agricultural Engineering ( valid driver’s license (code B) ( liable for registration as Engineering Technician according to Article 14(1) of 14(2) of the Law of Engineering Profession of South Africa, 1990. The following will serve as recommendations: knowledge about technical engineering aspects ( proved computer literacy (MS Office programs and a CAD program, like Caddie) ( proved ability to work in multi discipline teams ( proved ability to work alone ( good written and reading communication skills in at least two of the official languages in the Western Cape.

DUTIES
:
planning and design farming machinery ( transfer of technology concerning conservation farming ( render technical support in implementation of projects ( perform administrative and related functions.

ENQUIRIES
:
Mr AS Roux at 021 808 5340

POST 32/177
:
INDUSTRIAL TECHNICIAN:  CIVIL/AGRICULTURE: AGR/07/95



Programme: Sustainable Resource Management



Subprogramme: Agricultural Engineering Services

SALARY
:
R106 335 per annum

CENTRE
:
Elsenburg

REQUIREMENTS
:
The formal qualification for this position is a National Diploma in Civil/Agricultural   Engineering ( valid driver’s license (code B) ( liable for registration as Engineering Technician according to Article 14(1) of 14(2) of the Law of Engineering Profession of South Africa, 1990. The following will serve as recommendations: knowledge about technical engineering aspects ( proved computer literacy (MS Office programs and a CAD program, like Caddie) ( proved ability to work in multi discipline teams ( proved ability to work alone. ( good written and reading communication skills in at least two of the official languages in the Western Cape.

DUTIES
:
( planning and designing of infrastructures in Agriculture ( transfer of technology concerning sustainable farming ( render technical support in implementation of projects ( perform administrative functions.

ENQUIRIES
:
Mr AS Roux at 021 808 5340

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

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

OTHER POSTS

POST 32/178
:
PRINCIPAL PHARMACIST (ARV CLINIC)


(Directorate: Metro District Health Services)

SALARY
:
R157 686 per annum plus a non-pensionable scarce skills allowance of 15% of basic annual salary.

CENTRE
:
False Bay Hospital, Fish Hoek

REQUIREMENTS
:
B.Pharm or equivalent qualification recognised by South African Pharmacy Council. Registration with the Sout African Pharmacy Council as Pharmacist. Registration with South African Pharmacy Council as Pharmacist Intern and/or Pharmacist Assistant tutor. Ability and willingness to supervise staff. Knowledge of and ability to comply with applicable legislation. Experience in a public hospital or similar state facility e.g. CHCs in a supervisory or management role. Experience in the handling of HIV/ARV medicines, protocols and regimens. Recommendations: Exposure to HIV clinical care training. Previous hospital experience.

DUTIES
:
Ensure quality provision of Pharmaceutical Care by implementing and monitoring work procedures, policies and guidelines in keeping with Batho Pele, South African Pharmacy Council and the National Drug Policy and national and Provisional ARV Treatment Guidelines. Accept managerial responsibility and accountability for drug supply management (procurement, storage, control and distribution of quality pharmaceuticals). Ensure and assist with efficient, safe and legal dispensing of ARV medicine to patients (in- and out-patients) as well as security of the ARV stock. Monitor, evaluate, advise and report on pharmaceutical expenditure with regards to antiretroviral medicine, implementation and evaluation of budgetary control measures and adherence to set treatment protocols. Professional advisory service, including input into a development plan for pharmacy staff and provision of training /education to other health care workers in relation to antiretroviral drug handling and –supply management within the hospital. Participate in the Drugs Therapeutics Meetings (bi-monthly) to promote Technical Quality of Care in the ARV programme through protocol development and compliance and rational prescribing. Attend clinical meetings (weekly HIV teaching rounds) and weekly journal clubs to promote optimal communication around ARV drug supply management in conjunction with clinical team. Perform general management functions. Participate in research, by co-operating with other professionals to ensure the quality of care of patients, particularly by ensuring continuous supply of essential medications and budgetary control

ENQUIRIES
:
Dr KE Grammar, tel no. (021) 782-1121  

APPLICATIONS
:
The Director: Metro District Health Services, Private Bag X7, Woodstock, 7915.

FOR ATTENTION
:
Mr G Barry

CLOSING DATE
:
31 August 2007

POST 32/179
:
SENIOR PROFESSIONAL NURSE (PSYCHIATRY)

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

SALARY
:
R106 335 per annum.

CENTRE
:
Eben Dönges Hospital, Worcester

REQUIREMENTS
:
An appropriate degree / diploma in General Nursing. Registration with the South African Nursing Council as Professional Nurse. Appropriate experience in psychiatric nursing. The ability to function as a Unit Manager. Working knowledge of the Mental Health Care Act. Recommendations: Leadership through vision, values and monitoring. Aligning performance for success. Facilitating effective doctor, nursing staff and patient relationships. Proven leadership and problem solving (judgment) skills. Excellent interpersonal and communication skills. Good planning and organising skills. Computer literacy. Critical analytical thinking skills. Competent in sign language. Counselling skills.

DUTIES
:
Manage an advance acute psychiatric nursing service to ensure a high standard of patient care. Develop, implement and maintain policies, guidelines and standards for a acute psychiatric nursing unit. Render a direct and supportive psychiatric nursing service to other nursing departments. Manage Human Resources effectively. Mentor and coach staff and learners in psychiatry nursing. Manage cost centre and assets effectively. Complying with hospital policies, practices and internal controls. Facilitate and render support to Area Manager.

ENQUIRIES
:
Ms L Strauss, tel.no. (023) 348-1158
APPLICATIONS
:
The Chief Director: Regional Hospitals, Mental Health Services and Emergency Medical Services, Private Bag X15, Bellville, 7500.

FOR ATTENTION
:
Ms B Hermes

CLOSING DATE
:
31 August 2007

POST 32/180
:
SENIOR ADMINISTRATION CLERK (SKILLS DEVELOPMENT)



(Human Resource Development and Training)

SALARY
:
R58 290 per annum.

CENTRE
:
Metro District Health Services, Woodstock

REQUIREMENTS
:
Junior (or equivalent) Certificate. Extensive appropriate experience. Good verbal and written communication skills in at least two of the three official languages of the Western Cape.  Excellent computer literacy (including advanced MS Excel skills). Recommendations: The ability to work under pressure, independently and in a team.  Be responsible, innovative, reliable and diligent.  Effective time management is essential.  Valid driver’s licence.

DUTIES
:
Provide general administrative support for all operational activities of skills development programme. Collect, monitor receipt of data information and capture for the compilation of reports. Notification of courses offered and sharing of information. Receiving, checking, processing of applications for selection. Instrumental to the confirmation procedure. Attending meetings and/or take minutes as or when required in co-ordination with the Skills Development facilitator. Typing, filing, faxing and distribution of post.  Receive correspondence and process claims regarding applications to access the Skills Development Fund. Assisting with the compilation of the Work Place Skills Plan.

ENQUIRIES
:
Ms A Louw/Ms L Dyasi, tel.no. (021) 460-9139  

APPLICATIONS
:
The Director: Metro District Health Services, Private Bag X7, Woodstock, 7915.

FOR ATTENTION
:
Mr G Barry

CLOSING DATE
:
7 September 2007

PROVINCIAL TREASURY

In line with the Employment Equity Plan of the Western Cape:  Provincial Treasury it is the intention to achieve equity in the workplace by giving preference to applicants from designated groups.

APPLICATIONS
:
Applications must be submitted to: The Senior Manager:  Human Resource Management Private Bag X9165 CAPE TOWN 8000

FOR ATTENTION
:
Mr B Damons

CLOSING DATE
:
24 August 2007

NOTE
:
It will be expected from the selected candidates to be available for interviews on a date, time, and place as determined by the Provincial Treasury. Only applications submitted on a duly completed Z83 form (available from any Public Service Department or on Website address www.Capegateway.gov.za) with full particulars of training, qualifications, skills, competencies, knowledge, experience (on a separate sheet or curriculum vitae), certified copies of identity document and qualifications and the names of three referees, which will not be returned shall be considered and those without, shall be disqualified.  Section B of the form is compulsory. The Provincial Treasury will only communicate with short listed candidates who have been selected for interviews and reserve the right not to make an appointment. Applicants must note that further checks will be conducted once they are short-listed and that their appointment is subject to positive outcomes on these check, which include security clearance, qualification verification, and criminal records.

MANAGEMENT ECHELON

POST 32/181
:
SENIOR MANAGER: MOVABLE ASSET MANAGEMENT : WCPT 15/01/07


Chief Directorate: Asset Management



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

REQUIREMENTS
:
Minimum qualification requirements: •Tertiary qualification in Finance/Economics/Legal •Post-graduate Finance/Economics/Legal will receive preference. Other minimum requirements: •Appropriate senior management experience •Proven knowledge of a supply chain management within the public sector with specific emphasis on legislation/policies, performance management strategic sourcing and BEE.  Skills and managerial competencies required for driving the unit successfully: •Strong communication at strategic level •People management and Empowerment •Computer literacy (MS office package) •Research  •Financial management  •Supply chain management •Strategic management and planning •Organisational management •Performance management  •Programme and Project management • Ability to apply and implement relevant legislation/policies • Service delivery Innovation  •Problem Solving and Analysis  •Client Orientation and Customer Focus   Personal Attributes:  •Strategic and visionary leadership •Self –driven  •Innovative •Ability to work under pressure

DUTIES
:
•Manage the implementation of provincial Supply Chain Management (SCM) framework •Ensure that the principles and mechanisms underlying SCM remain relevant  •Implementation and roll out of Supply Chain Management to Municipalities  •Monitoring, evaluation, governance and oversight of Supply Chain Management •Promote strategic sourcing to realise effective and efficient acquisition of goals and services  •Promote effective and efficient utilisation of physical assets •Promote Black Economic Empowerment (BEE)  •Facilitate and conduct training on existing and new SCM legislation/policies  •Provide strategic leadership and guidance on SCM related matters to provincial departments and municipalities   •Manage a diverse team

ENQUIRIES
:
Mr TD Pillay ( (021) 483-5600.
DEPARTEMNT OF TRANSPORT AND PUBLIC WORKS

APPLICATIONS
:
The Senior Manager: Human Capital Management Department of Transport and Public Works Private Bag X9185 or 9 Dorp Street Cape Town 8000

FOR ATTENTION
:
Ms D Bowie
CLOSING DATE
:
17 August 2007

OTHER POST

POST 32/182
:
MANAGER: COMMUNICATIONS REF NO: U2/07/132


Job purpose: To manage sub-directorate communications. 



Component: Department of Transport and Public Works


Office of the Head of Department



Directorate: Strategic Support

SALARY
:
An all-inclusive salary package: R311 359 - R360 909 per annum

CENTRE
:
Cape Town

REQUIREMENTS
:
The formal qualification for this post is a recognised degree or equivalent qualification in communications and or related fields supported by extensive experience in corporate communication in a management capacity. Candidates who do not meet the minimum advertised tertiary requirements but who have the necessary competencies to successfully perform in this post, may also apply. Competencies needed: • ability to provide a positive and innovative work environment  • ability to develop trust and willingness to build relationships and coach and assist others  • ability to assert authority when necessary and strive to work within timescales and deadlines to overcome problems  • knowledge and ability to interpret and apply relevant legislation, regulations and policies impacting on the activities of the component • knowledge of policy development, strategic planning and management information systems • operational leadership capability • financial management skills • excellent planning and project management skills • creative and analytical thinking • service delivery and results driven • excellent problem solving and decision making ability • excellent communication skills (written and verbal) in at least two of the official languages of the Western Cape Province • extensive human resource management skill • computer literacy (MS Word, Excel, Project or similar software • willingness to travel and work after hours • a valid Code 08 driver’s licence. It may be expected from candidates to undergo a behavioural and / or potential analysis.
DUTIES
:
Key performance areas:  • Line function: • operationalise and implement communications strategy for the Department focusing on communications external to the Department  • build the Departmental brand and raising awareness of the brand • manage media liaison for the Department  • compile and produce Departmental Reports, documents, advertisements, etc as they relate to communication with external stakeholders • act as a project manager for the various programmes as determined by the communication plans • ensure operational plans and projects are in accordance with norms and standards of national frameworks and other best practices • initiate and direct research • revise plans and projects in terms of research and implement accordingly  • analysis all aspects in communication to stay abreast of advances in the field and implement best practices  • establish and maintain an effective organisation within the component • forge synergies between different sub-components in the Directorate • evaluate performance of the sub-component on an ongoing basis against predetermined objectives • ensure effective record keeping • participate in strategic management processes. Human Capital Management: • participate in the development and implementation of HR plans and programmes  • recruit, retain, train and motivate staff to achieve Component’s objectives • manage performance, personal development and appropriate behaviour of staff and institute disciplinary action when needed. Financial Management: • act as a budget holder and exercise ongoing control over all aspects of the component’s finances • prepare inputs for annual and adjustment budgets for the Branch • ensure budget revenue is collected and properly spent • ensure accurate record keeping and reporting of losses and/or damages • ensure timeous procurement of supplies and services • ensure proper utilization of resources. Committees/forums: • attend and/or be a member of all relevant committees and forums.
ENQUIRIES
:
Ms J Gooch Tel (021) 483 3013
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