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DATE OF ISSUE: 17 AUGUST 2007

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

PUBLIC SERVICE VACANCY CIRCULAR NO 33 OF 2007

1.
Introduction

1.1
The aim of this Circular is not only to distribute advertisements of vacancies to Departments and employees throughout the Public Service, but also to facilitate the redeployment of employees who have been declared in excess in terms of PSCBC Resolution 7 of 2002.

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

2.
Directions to candidates

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

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

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

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

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

3. Directions to departments/provincial administrations/components

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

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

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

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

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

CLOSING DATE
:
Except where otherwise stated, the closing date for all the posts advertised in this Circular is 17 SEPTEMBER 2007

AMENDMENT
:
Department of Environmental Affairs and Tourism: Kindly note that the closing date for the 2 X Administrative Officers (Ref no: AP/166/2007), advertised in PSVC 32 of 2007 (post 32/12) is 3 September 2007.


Provincial Administration: Western Cape Department of Health: Please note that the remuneration package of post 29/139, Senior Specialist: Regional Forensic Pathology Services, Paarl is amended as follows: R427 836 per annum (a portion of the package can be structured according to the individual's personal needs) plus a non-pensionable scarce skills allowance of 15% of basic annual salary. The closing date of the post is extended until 31 August 2007.
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ANNEXURE A
DEPARTMENT OF DEFENCE

This Department is an affirmative action/equal opportunity employer. Disabled employees are especially invited to present their candidature.

NOTE
:
Applications must be submitted on the prescribed form Z83 (obtainable from any Public Service Department office), which must be originally signed and dated by the applicant and which must be accompanied by a detailed CV and certified copies of original educational qualification certificates and ID document. Failure to comply with the above instructions will result in applications being disqualified. Applicants applying for more than one post must submit a separate form Z83 (as well as the documentation mentioned above) in respect of each post being applied for. If an applicant wishes to withdraw an application it must be done in writing. Should an application be received where an applicant applies for more than one post on the same applications form, the application will only be considered for the first post indicated on the application and not for any of the other posts. Under no circumstances will photostat copies or faxed copies of application documents be accepted. In filling vacant posts the objectives of section 195 (1) (I) of the Constitution of SA, 1996 (Act 108 of 1996) must be adhered to. The staffing policy of the Department of Defence (ie C PERS/DODI 8/99) and content of letter HR SUP CEN/(PSAP)/R/102/1/4/ dd 01 Aug 02 must be taken into account. Preference will be given to personnel declared in excess to fill the post(s). Excess status to be indicated on Z83. Applicants who do not receive confirmation or feedback within 2 (two) months (from the closing date) must accept that their applications were unsuccessful. Due to the large volume of applications to be processed, receipt of applications will not be acknowledged. For more information on the job description(s) please contact the person indicated in the post details.

MANAGEMENT ECHELON

POST 33/01
:
GOVERNMENT INFORMATION TECHNOLOGY OFFICER (GITO)
SALARY
:
R591 510 per annum - all inclusive package

CENTRE
:
Office of the Secretary for Defence (Directorate Enterprise Information Systems Architecture) 

REQUIREMENTS
:
(NQF Level 6/7) Post Graduate degree in Information Technology/Systems or equivalent qualifications and a Project Management qualification. Special requirements (skills needed):  Advanced strategic and business analysis skills. Networking and excellent communication skills.  Coaching and development skills.  A quick and innovative thinker.  Problem solving and organizational skills.  Related experience in transformation management.  

DUTIES
:
Ensure efficient and effective utilization of information and information technology as a strategic resource within the DOD.  Develop and maintain the Information Strategy and Plan as well as the budgetary function. Act as the representative of the CIO at the GITO Council.  Promote IT management regarding the performance output of the Chief Directorate. Responsible for the specifications as predetermined by the departmental requirements portfolio.  Configure the DOD’s business architecture.

APPLICATIONS
:
Department of Defence, Office of the Secretary for Defence, P/Bag X910, Pretoria 0001 

FOR ATTENTION
:
Ms A. Thakur Tel: 012-355-6269

CLOSING DATE
:
20 August 2007 (Applications received after the closing date and faxed copies will not be considered)

NOTE
:
The successful candidate will be subjected to a security clearance up to level of at least secret.  Appointment to this post will be provisional, pending the issuing of a security clearance.  Appointment will be subjected to the signing of a performance agreement and employment contract.

POST 33/02
:
DIRECTOR BUDGET CONTROL
Division/Service/Directorate: Financial Management Division, Chief Directorate Budget Management, Directorate Budget Control.

SALARY
:
R502 725 total package

CENTRE
:
Pretoria.

REQUIREMENTS
:
Essential requirements: Appropriate three year B Degree or equivalent qualification with Finance related subjects. Proven ability to understand and correctly interpret financial statutes and related prescripts. Working knowledge of the strategic planning process. Computer literacy that includes preparation of spreadsheets, word processing and presentation packages, preferably Excel, MS Word and Power Point. Proven ability to apply forecasting models. Excellent writing and oral communication as well as presentation skills. Proven ability to communicate and negotiate at the strategic level, both internally and externally. Ability to draft effective reports. Possess a valid Department of Defence (DOD) secret security clearance or proof that an application for such clearance will be successful. Excellent interpersonal skills. Reasoning, mathematical, analytical, innovative thinking and problem solving ability. Team orientated with the ability to work individually. Innovative as well as receptive to work related suggestions and ideas. Ability to work accurately under pressure. Preferred requirements: An understanding of the DOD, its composition, capabilities, limitations and corporate culture. Working knowledge of the DOD’s Financial Management Information System (FMS) and the Management Information System (MIF). Working knowledge of the financial processes in the DOD. Proven ability to write financial policies.   

DUTIES
:
The incumbent will be responsible to: Lead and manage the implementation and maintenance of corporate Budget Control Policy. Envision and guide the corporate Budget Control Reports by overseeing the preparation and submission of the Early Warning Report, Roll-Over Report, Cash Flow Report, Virement Reports and to facilitate the Adjustments Budget Process. Direct the process of funding unfunded or partially unfunded mandates. Plan and direct the provisioning of a Budget Control System that ensures regularity and propriety. Provide advice on in-year expenditure and the effect on the execution of the plan. Manage the Budget Control Directorate.  

APPLICATIONS
:
DOD Col I Delport, Department of Defence, D HR PACQ, Private Bag X281, Pretoria, 0001 or may be hand-delivered to: General Piet Joubert building, 5th floor, corner of Paul Kruger and Visagie Streets, Pretoria.
ENQUIRIES
:
Mr J.J. Rautenbach, Tel: (012) 355-5554.
CLOSING DATE
:
03 September 2007 (Applications received after the closing date and faxed copies will not be considered)

ANNEXURE B
DEPARTMENT OF EDUCATION

APPLICATIONS
:
Please forward your application to The Director-General, Department of Education Private Bag X895 Pretoria 0001 Hand deliveries: Sol Plaatje House 123 Schoeman street Pretoria

MANAGEMENT ECHELON

POST 33/03
:
DIRECTOR


Branch: General Education



Directorate: Initial Teacher Education
SALARY
:
All inclusive remuneration package of R502 725 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
The successful candidate will be in possession of a relevant Bachelor’s degree or equivalent, with knowledge of and proven experience in high-level planning and management. An understanding of current education policies, debates and trends, both local and international, is essential. A minimum of five (5) years’ managerial experience and knowledge of human resource and financial management will be added advantages.  The applicant must have good communication and interpersonal skills, with above average computer skills and knowledge (MS Word, MS Excel, MS Outlook and MS PowerPoint).  The applicant must also be in possession of a valid driver’s license. 

DUTIES
:
The Department of Education is looking for a dynamic leader to lead the directorate for the initial professional education and training of teachers (IPET). The successful candidate will have primary responsibility for the development and maintenance of policies, programmes and systems for the provision of quality IPET for teachers, working in close collaboration with both public and private providers of initial teacher education as well as provincial departments of education. As a senior manager in the national Department of Education, the incumbent will also be expected to provide strategic leadership on broader issues of teacher development and education

ENQUIRIES
:
MS H Matjebe, Tel: 012 312 5108

CLOSING DATE
:
4 September 2007 Unless Otherwise Stated (No Applications Received After The Closing Date Or Faxed Application Will Be Considered)

NOTE
:
The successful candidate will have to sign an annual performance agreement, annually, disclose his/her financial interest and be subjected to security clearance.

OTHER POSTS

POST 33/04
:
DEPUTY DIRECTOR
Directorate: District Development

SALARY
:
All inclusive remuneration package of R311 358 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
This self-driven, assertive individual must be in possession of an appropriate three-year qualification, supplemented by at least 8 years’ relevant experience. The successful candidate will be expected to have: Extensive knowledge of and insight into education policies and legislation across the system; Research skills (especially development of research tools, conducting research, data analysis and report writing); Strategic planning; Experience in policy making, implementation and evaluation; Skills in developing materials; Extensive knowledge of and insight into local and global debates on human resource development; Knowledge of and skills in project conceptualisation, design, implementation and management;. Sensitivity to and an understanding of national and provincial educational needs; Extensive understanding of educational support to schools and broader issues of district/school development; Sound understanding of national and international trends on district support to schools; Highly developed communication skills, both verbal and writing; Computer literacy and good interpersonal relations.

DUTIES
:
The incumbent will be responsible for: Strategic management of activities of the department on district development and support; Analysis of the appropriateness of interventions for districts that will enhance improved teaching and learning; Ensuring that all programmes for district development are in line with the policies of the department; Liaising with Provincial Departments and rendering support in capacity building where necessary; Ensuring effective service delivery targets are met by all districts in the country; Monitoring and reporting on the status of districts in the country; Co-ordination and handling of official correspondence, submissions, speeches and after hours and weekend work; Support of the Director including deputizing for the Director where necessary.

ENQUIRIES
:
Ms H Matjebe, Tel: 012 312 5108

CLOSING DATE
:
4 September 2007 Unless Otherwise Stated (No Applications Received After The Closing Date Or Faxed Application Will Be Considered)

POST 33/05
:
DEPUTY DIRECTOR (BUSINESS ANALYSIS FOR EDUCATION MANAGEMENT SYSTEMS)



Branch: system planning and monitoring



Directorate: education management systems



This is a senior position in the Directorate: Education Management Systems

SALARY
:
All inclusive remuneration package of R311 358 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Applicants must be in a possession of an appropriate 3-year Bachelors’ Degree or information science (or related subject) as a major subject and at least 4 years’ experience in business analysis, systems analysis or project management.  A postgraduate qualification and knowledge of the education system and policies will be an added advantage. The successful candidate must have a valid driver’s license and be prepared to travel. The ideal candidate will be able to create logical and innovative solutions to complex problems and possess practical experience in business process analysis or reengineering. The candidate is required: to have excellent communication skills; strong project management skills; work well under pressure; work well within a team environment, especially in collaboration with the systems development Deputy Director, and be willing to work overtime on occasion. In addition, the candidate should have knowledge of business process modelling notation (BPMN) and be highly proficient in the use of all MS Office tools including MS Project and MS Visio. 
DUTIES
:
The successful candidate will be required to: Reverse engineer education policies into business processes and system specifications for operational units; Examine existing process models and data flows within the education system and design improved solutions; Create and review business cases, terms of reference and tender specifications; Facilitate JAD sessions with customers to determine requirements; Develop user, functional and technical specifications; Provide project management services to the directorate including the management of service providers; Provide administrative support to the directorate; Support provinces in the implementation of education management systems; Develop relevant training materials for managers and facilitate training programmes in provinces; Facilitate national meetings and workshops; Develop policies to govern education management systems. As part of the management team within the Directorate, the incumbent will also be expected to assist in the management of the Directorate and represent the Department in various internal and external meetings and conferences.

ENQUIRIES
:
Ms H Matjebe, TEL: 012 312 5108

CLOSING DATE
:
4 September 2007 Unless Otherwise Stated (No Applications Received After The Closing Date Or Faxed Application Will Be Considered)

POST 33/06
:
DEPUTY DIRECTOR (2 POSTS)


Directorate: Educator Performance Management And Development



The Directorate: Educator Performance Management and Development manages evaluation and facilitates serving educator development needs. This includes co-ordinating skills development activities in public education and providing support to Provincial Education Departments in implementing teacher performance appraisal and development systems through the Integrated Quality Management System (IQMS) for approximately 360 000 education personnel in the education system. 

SALARY
:
All inclusive remuneration package of R311 358 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
The specific and minimum requirements are: a recognised and appropriate three year Bachelors’ Degree or equivalent qualification, at least ten years relevant work experience and knowledge in the operations of employee performance management, experience in the management of other persons, budgets and programmes, proven experience in planning and implementing projects, in-depth knowledge and understanding of the Integrated Quality Management System (IQMS) in the South African Education system as well other relevant education policies, legislations, regulations procedures, knowledge and/or experience of performance management, knowledge and/or experience of skills development activities in education, strong verbal and written communication skills as well as computer skills are essential, willingness to work extensive hours and to travel when required. A valid driver’s licence Additional requirements that will serve as a strong recommendation are: * understanding of the Personnel Administrative Measures applicable to the educators, Educators Employment Act as well as Skills Development Act * research skills * academic qualifications and/or experience in human resource policy and management * understanding the processes regarding human resource management in provincial education departments 
DUTIES
:
To be part of a team of specialists to manage the effective implementation of IQMS within provinces, Co-ordinate and monitor compliance with all performance management related policies, regulations and guidelines, set up systems of implementation for IQMS within PEDS, develop software programmes that assist in capturing the IQMS scores, collect and analyse reports from the provinces, compare the performance of educators and learner achievement. Analyse the impact of IQMS implementation on educator performance and create strategies to give feedback to provinces, set in place strategies to align teacher performance with learner achievement in order to enhance the quality of teaching and learning, review and amend the IQMS. Co-ordinate skills development activities in public education Collate analyse and report on Workplace Skills Plans and Annual Training Reports. Establish linkages between the Directorate and other stakeholders. Perform other related duties as assigned.
ENQUIRIES
:
Ms H Matjebe, TEL: 012 312 5108

CLOSING DATE
:
4 September 2007 Unless Otherwise Stated (No Applications Received After The Closing Date Or Faxed Application Will Be Considered)

POST 33/07
:
DEPUTY DIRECTOR: BRANCH CO-ORDINATOR


Branch: Administration

SALARY
:
All inclusive remuneration package of R 311 358 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Applicants must be in possession of an appropriate recognized Bachelor’s degree or equivalent qualification, supported by experience in financial management. Computer literacy, office administration and excellent writing skills are essential, as is the ability to organize meetings and manage workflow. Knowledge of and experience in education policy and planning, project management and the use of electronic information resources will be added advantages

DUTIES
:
Assist with the management of workflow for the branch Draft letters, memoranda and submissions, develop agendas and write minutes for the branch. Collect, organize and distribute materials required for meetings. Administrative support for the branch. Establish office procedures and operating systems. Liase between Branch Managers, other executive assistants and the Parliamentary Office. Collate and prepare Strategic Plans and Operational Plans for the Branch. Collate and finalise Quarterly Reports, Annual Report and monthly programme reports. Quality assure submissions and manage monthly cash flow of the CFO’s office. It will be required of the candidate to work after hours as the need arises.

ENQUIRIES
:
Ms H Matjebe, TEL: 012 312 5108

CLOSING DATE
:
4 September 2007 Unless Otherwise Stated (No Applications Received After The Closing Date Or Faxed Application Will Be Considered)

POST 33/08
:
DEPUTY DIRECTOR


Directorate: Fet Examinations And Assessment (Schools)

SALARY
:
All inclusive remuneration package of R311 358 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
We seek a highly motivated individual, fully committed to transformation of the FET Public College Sector, who is in possession of an appropriate recognized 3 or 4-year education qualification, which must include appropriate training as an educator and 7 years’ actual or appropriate experience. Extensive knowledge of College qualifications and curricula is essential. Applicants should be adaptable, disciplined, self-confident and able to work independently. The ability to provide leadership, think conceptually and manage people and to work together in a multidisciplinary team under pressure is very important. Further aspects are proven experience in: Education policy environment in either FET or HE Written and verbal communication Research, co-ordination and organizational skills Understanding and knowledge of the FET College and related legislation Promoting Public Service transformation and service delivery excellence Creative, strategic and innovative thinking and leadership Computer literacy Ability to travel (min Code 08 license)

DUTIES
:
include but are not limited to: Preparing for and phasing in NC (V) curriculum in the FET Colleges Developing learning outcomes and assessment standards Co-ordinating and overseeing the development of a new curriculum Collaborating with the Higher Education Branch to determine programmes offered by FET Colleges at Level 5 of the NQF Promoting, monitoring and reporting on FET College curriculum issues Managing the Examinations and Assessment of the National Certificate (Vocational) Managing, planning and co-ordination projects Research latest developments in the field to acquire, store, assess and disseminate curriculum development information to support a responsive FET College system Handling correspondence and submissions Interfacing with departmental line function managers, provincial structures and role-players to effect these duties

ENQUIRIES
:
Ms H Matjebe, TEL: 012 312 5108

CLOSING DATE
:
4 September 2007 Unless Otherwise Stated (No Applications Received After The Closing Date Or Faxed Application Will Be Considered)

POST 33/09
:
DEPUTY DIRECTOR (NATIONAL STRATEGY FOR LEARNER ATTAINMENT)

SALARY
:
All inclusive remuneration package of R 311 358 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
The minimum requirement for appointment in this post is an appropriate 3- or 4-year Higher Education (or equivalent) qualification, which must include appropriate training as an educator, supplemented by at least 7 years’ educational experience. Applicants should be adaptable, disciplined, self-confident and able to work independently. Extensive knowledge of school management/administration and teacher developments relating to the new curriculum and other policy documents of the Department of Education. Experience in the field of monitoring and evaluation will be a strong recommendation. Research skills, instrument development, data collection, data analysis and computer literacy will serve as strong recommendations.

DUTIES
:
The successful candidate will be responsible for the supporting and implementing of the National Strategy for Learner Attainment. This will include the following: Developing policy on monitoring and evaluation of school performance Establishing a monitoring and evaluation system for learner attainment Provincial co-ordination and support relating to NSLA Conducting of research relating to learner performance Collecting and analyzing data relating to school performance Reporting on the impact of the NSLA Handling official correspondence, submission and report writing.

ENQUIRIES
:
Ms H Matjebe, TEL: 012 312 5108

CLOSING DATE
:
6 September 2007 (no applications received after the closing date or faxed application will be considered)

POST 33/10
:
DEPUTY DIRECTOR (CERTIFICATION: SCHOOLS)
Branch: Further Education And Training

Directorate: Fet Examinations And Assessment Colleges And Abet

SALARY
:
All inclusive remuneration package of R311 358 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
The minimum requirement for appointment to this post is an appropriate 3- or 4-year Higher Education (or equivalent) qualification, which must include appropriate training as an educator, supplemented by at least 7 years’ educational experience. Applicants should be adaptable, disciplined, self-confident and able to work independently. Knowledge of the certification processes and computer literacy are prerequisites. In addition, the candidate should have knowledge of the Senior Certificate (SC), the National Senior Certificate and other policies of the Department of Education.

DUTIES
:
The duties of the incumbent will include the following: Developing policy relating to certification Managing an effective and efficient administrative system for the certification unit Creating and maintaining a proper document management system Managing the processes relating to certification Verifying certificates Attending to public inquiries/queries regarding certificates Liaising with the provinces and certification bodies Supervising staff working in the Certification Unit

ENQUIRIES
:
MS H Matjebe, TEL: 012 312 5108

CLOSING DATE
:
4 September 2007 Unless Otherwise Stated (No Applications Received After The Closing Date Or Faxed Application Will Be Considered)

POST 33/11
:
DEPUTY DIRECTOR (CERTIFICATION: COLLEGES AND ABET)
SALARY
:
All inclusive remuneration package of R311 358 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
The minimum requirement for appointment to this post is an appropriate 3- or 4-year Higher Education (or equivalent) qualification, which must include appropriate training as an educator, supplemented by at least 7 years’ educational experience. Applicants should be adaptable, disciplined, self-confident and able to work independently. Knowledge of the certification processes and computer literacy are prerequisites. In addition, the candidate should have knowledge of the FET College certification and issuing of Diplomas, the National Certificate Vocational NC (V) and other policies of the Department of Education. Knowledge of Instructional Programme maintenance, candidate maintenance and timetabling will be an added advantage.

DUTIES
:
The duties of the incumbent will include the following: Developing policy relating to certification Managing an effective and efficient administrative system for the certification unit Creating and maintaining a proper document management system Managing the processes relating to certification Verifying certificates Attending to public inquiries/queries regarding certificates Liaising with the provinces and certification bodies Supervising staff working in the Certification Unit Maintenance of FET Examination System Development of NC (V) resulting system.

ENQUIRIES
:
MS H Matjebe, TEL: 012 312 5108

CLOSING DATE
:
4 September 2007 Unless Otherwise Stated (No Applications Received After The Closing Date Or Faxed Application Will Be Considered)

POST 33/12
:
ASSISTANT DIRECTOR (3 POSTS)


The Directorate:  Educator Performance Management and Development manages educator performance evaluation and facilitates serving educator development needs.  This includes co-ordinating skills development activities in public education and providing support to Provincial Education Departments in implementing teacher performance appraisal and development systems through the Integrated Quality Management System (IQMS) for approximately 360 000 education personnel in the education system. 

SALARY
:
R157 686 per annum
CENTRE
:
Pretoria

REQUIREMENTS
:
The specific and minimum requirements are: A recognised and appropriate three year Bachelors’ Degree or equivalent qualification, at least five years relevant work experience and knowledge in the operations of employee performance management and skills development, experience in the planning and implementing of project, in-depth knowledge and understanding of the Integrated Quality Management System (IQMS) in the South African Education system as well other relevant education policies, legislations, regulations procedures. Knowledge and/or experience of performance management, strong verbal and written communication skills as well as computer skills, are essential. Willingness to work extensive hours and to travel when required. A valid driver’s licence. Additional requirements that will serve as a strong recommendation are: understanding of the Personnel Administrative Measures applicable to the educators, Educators Employment Act as well as Skills Development Act, research skills * academic qualifications and/or experience in human resource policy and management * understanding the processes regarding human resource management in provincial education departments   

DUTIES
:
To be part of a team of specialists to manage the effective implementation of IQMS within provinces, set up systems of implementation for IQMS within PEDS. Develop software programmes that assist in capturing the IQMS scores, collect and analyse reports from the province. Design and co-ordinate all monitoring processes for IQMS moderation and verification. Facilitate the training of officials on the management, administration and quality assurance of IQMS scores. Collate, analyse and report on Workplace Skills Plans and Annual Training Reports. Perform other related duties as assigned.
ENQUIRIES
:
MS H MATJEBE, TEL: 012 312 5108

CLOSING DATE
:
4 September 2007 Unless Otherwise Stated (No Applications Received After The Closing Date Or Faxed Application Will Be Considered)

POST 33/13
:
ASSISTANT DIRECTOR: RESEARCH


This is a research position in the Directorate: Monitoring and Evaluation (M&E). 

SALARY
:
R157 686 per annum
CENTRE
:
Pretoria

REQUIREMENTS
:
The successful candidate must be in possession of a relevant post-graduate degree in Social Science supported by three years of sound and relevant research experience. A qualification in statistics would be an advantage. Special requirements include: (1) Research skills (2) Verbal and written communication skills (3) Experience in the application of EXCEL and ACCESS programmes (4) Good working knowledge of at least one statistical package (eg. SAS or SPSS or other) (5) Experience in survey research (6) Skills in the analysis of large scale statistical data (7) Project management skills and experience (8) Ability to work well under pressure (9) Time management and willingness to work long hours. Experience in producing major social sector reports that include rigorous and innovative quantitative and qualitative analysis and policy recommendations would be an added advantage. 

DUTIES
:
The successful candidate will be responsible for conducting and managing research projects and the dissemination of results in a suitable format. In addition, he/she will be responsible for supporting research coordination and research capacity building in education. The scope of work of the post includes, but not be limited to the following: (1) Undertaking research (2) Writing reports on the state of education (3) Managing research projects (4) Undertaking analysis of large-scale quantitative data (5) Ensuring the publication of research outputs and the dissemination of research findings in accessible reporting formats 

ENQUIRIES
:
MS H Matjebe, TEL: 012 312 5108

CLOSING DATE
:
4 September 2007 Unless Otherwise Stated (No Applications Received After The Closing Date Or Faxed Application Will Be Considered)

POST 33/14
:
ASSISTANT DIRECTOR


Directorate: Economic Analysis



The Department of Education has the responsibility to lead the transformation of the pre-tertiary education system in the nine provinces, through on going research, monitoring of trends and operational systems, reporting, policy formulation, facilitating of inter-provincial consultations and learning, advocacy of best practice amongst provinces and the formulation of short to long range plans for education as a whole. The Directorate: Economic Analysis coordinates the compilation of sector budget bids and supporting activities include:

SALARY
:
R157 686 per annum
CENTRE
:
Pretoria

REQUIREMENTS
:
As a minimum, the applicant should posses the following attributes: A 3 year bachelor’s degree or equivalent qualification preferably in Economics and have a clear understanding of South Africa’s inter-governmental system, in particular the four way relationship with national and provincial service delivery departments and national and provincial treasuries. At least 3 years relevant experience as a Senior Administrative Officer or a Senior State Accountant. The ability to manage large datasets, including the use of existing management information systems (e.g Vulindlela) and simple data warehousing is essential as is computer proficiency in MS Word, MS Excel, MS PowerPoint, MS Access, MS Outlook with in-depth experience in using Excel and Access to query and manipulate data and perform basic modelling and relatively complex calculations. The ideal candidate must have the ability to write memos and quality reports as well as good communication skills, accuracy and attention to detail. Knowledge of the education sector will be an added advantage but not essential. Applicants should explain in their covering letters how their strengths in terms of these requirements are supported in their CV’s.

DUTIES
:
The Assistant Director will contribute to the above activities and have special responsibility for: Maintain a database of key performance data of provincial education departments (PED’s) which include budget figures, enrolment and demographic aggregates as well as personnel data, to enable the extraction of quality reports from the database. Assess and analyse key variables from PEDs’ strategic plans, budget statements and any other relevant sources to support education sector planning. Participate in and support budget processes involving Treasuries and Provincial Education Departments. Provide research reports and analysis of education funding policies in terms of equity, efficiency and policy compliance. Monitoring and analysis of provincial budgets. Assessment of education investment trends. Improving costing and expenditure projection tools. Maintaining and improving the budget and planning formats of provincial education departments as well as a comprehensive education finance database.

ENQUIRIES
:
MS H MATJEBE, TEL: 012 312 5108

CLOSING DATE
:
4 September 2007 Unless Otherwise Stated (No Applications Received After The Closing Date Or Faxed Application Will Be Considered)

NOTE
:
This is a re-advertisement; previous applicants need not to re-apply.

POST 33/15
:
ASSISTANT DIRECTOR (BUSINESS ANALYSIS FOR EDUCATION MANAGEMENT SYSTEMS)
SALARY
:
R157 686 per annum
CENTRE
:
Pretoria

REQUIREMENTS
:
Applicants must be in a possession of an appropriate 3-year B Degree or diploma with computer or information science as a major subject and at least 3 years’ experience in business analysis, systems development or project management.  The ideal candidate will possess the following additional skills: Advanced computer skills in the full range of Microsoft Office products including MS Access, MS Project and MS Visio; Practical experience in business process modeling; basic computer programming skills. The applicant will be required to: work well under pressure; is prepared to work overtime on occasion; pays attention to detail and works well within a team environment. The applicant should have knowledge of education practices, policies and procedures and possess excellent communication skills, especially good writing skills. The successful candidate must have a valid driver’s license and be willing to travel.

DUTIES
:
The successful candidate will be required to: Assist with the design of business processes and procedures to meet education policy requirements, Participate in JAD sessions to determine user requirements; Document business processes and user requirements, Develop functional specification documents, Assist the Deputy Director with project management and other administrative matters, Assist with the programming and testing of software applications; Develop training materials; Conduct user training on software applications, Provide support to the provinces with the implementation of software applications and systems, Design reports on the business intelligence system, Conduct routine business correspondence, Represent the directorate at meetings.

ENQUIRIES
:
Ms H Matjebe, TEL: 012 312 5108

CLOSING DATE
:
4 September 2007 Unless Otherwise Stated (No Applications Received After The Closing Date Or Faxed Application Will Be Considered)

POST 33/16
:
ASSISTANT DIRECTOR (INTERNATIONAL RELATIONS)


Branch: Office Of The Director –General



Directorate: Africa And Middle East



The Chief Directorate is responsible for the promotion of International relations concerning education and training matters between South Africa and the rest of the world and the accessing and coordination of oversees development assistance (ODA).

SALARY
:
R157 686 per annum
CENTRE
:
Pretoria

REQUIREMENTS
:
Persons interested in this position must be in possession of at least a recognised four-year post-matric qualification plus five years’ appropriate experience.

DUTIES
:
The person appointed will be involved in the promotion of international relations concerning education and training matters, specifically the maintenance of relations with multilateral and education and training matters, specifically the maintenance of relations with multilateral and bilateral agencies. The appointee will be responsible but not limited to the maintenance and development of education and training relations with counterpart departments in Africa and the Middle East. In addition the appointee will also maintain relations with education and training institutions, specialized agencies and educational NGO’s working in the field of promoting South Africa’s educational objectives abroad. The appointee should have an understanding of South Africa’s educational policies as well as its foreign policy. The appointee may be requested to represent the department in international forums and facilitate the negotiation and conclusion of international agreements.

ENQUIRIES
:
MS H MATJEBE, TEL: 012 312 5108

CLOSING DATE
:
4 September 2007 Unless Otherwise Stated (No Applications Received After The Closing Date Or Faxed Application Will Be Considered)

POST 33/17
:
CHIEF LANGUAGE PRACTITIONER (ENGLISH)
Directorate: National and Provincial Communication

SALARY
:
R157 686 per annum
CENTRE
:
Pretoria

REQUIREMENTS
:
Applications are invited from persons who ● have at least a BA degree or equivalent qualification with English as a major ● have South African Translators' Institute accreditation for English editing ● have at least five years' practical experience in editing and proofreading ● are able to use Microsoft Word and Microsoft Outlook competently ● are able to work under pressure. Recommendations: The following will be an added advantage: ● English first language or mother-tongue speaker ● experience in the public sector ● experience in supervision ● ability to translate from and into Afrikaans.

DUTIES
:
The successful candidate will be required to ● edit and proofread documents written in English ● perform administrative tasks related to the Language Section ● supervise the principal language practitioners and work with them on terminology development in the African languages ● oversee the outsourcing of work that cannot be dealt with in-house ● write and edit articles for the Department's internal publications ● perform any other tasks assigned by the head of the Sub directorate: Creative Services.

ENQUIRIES
:
MS H MATJEBE, TEL: 012 312 5108

CLOSING DATE
:
4 September 2007 Unless Otherwise Stated (No Applications Received After The Closing Date Or Faxed Application Will Be Considered)

POST 33/18
:
ASSISTANT DIRECTOR (INFORMATION RESOURCE CENTRE)
Job Purpose: To assist in managing the Department of Education’s Information Resource Centre

SALARY
:
R157 686 per annum
CENTRE
:
Pretoria

REQUIREMENTS
:
Degree or diploma in Library and Information Science / Knowledge Management plus at least five years relevant working experience in a library/ information centre. Knowledge and experience of printed and electronic information resources. Knowledge and experience in library / information centre marketing as well as outreach programmes. Computer literacy and proficiency in using library related technology, such as Libwin, SABINET databases, EBSCO, etc, as well as the use of various search engines. Good communication and interpersonal skills. Managerial experience in a library / information environment will be an added advantage. Knowledge of cataloguing and classification will be an added advantage. The successful candidate must be a result driven and service-orientated team player.

DUTIES
:
The successful candidate will be responsible for: Assisting in managing and maintaining the activities of the IRC. Developing and maintaining the IRC’s collection of information resources in different formats. Assisting in the development of policies and procedures. Conducting an ongoing analysis of information needs. Vigorously marketing the IRC and managing outreach programmes. Maintaining and updating IRC web page. Managing and providing a variety of information services as well as maintaining the quality thereof. Managing IRC staff training.

ENQUIRIES
:
MS H MATJEBE, TEL: 012 312 5108

CLOSING DATE
:
4 September 2007 Unless Otherwise Stated (No Applications Received After The Closing Date Or Faxed Application Will Be Considered)

POST 33/19
:
ASSISTANT DIRECTOR: ABET
SALARY
:
R157 686 per annum
CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate and recognised 3- or 4-year higher education qualification, which must include appropriate training as a teacher/lecturer and 7 years’ actual or appropriate experience.  Applicants should be adaptable, disciplined, self confident and able to work independently.  The ability to provide leadership and manage people and to work together in a diverse team under pressure is very important.  Extensive knowledge of, and insight into, policy and legislation in terms of ABET level 4 assessment, the GETC, the NQF as well as assessment methodologies and practices in these bands in the RSA and internationally.  Good communication and interpersonal relationship skills and leadership qualities are essential. Appropriate experience of examinations and assessment in particular will serve as a strong recommendation, as well research skills, experience in policy-making processes and computer literacy.

DUTIES
:
The incumbent will provide professional support to the Chief Directorate:  Education Measurements and Public Examinations in terms of ABET level 4 and GETC assessment, as well as promote the integrity of ABET level 4 and GETC assessment and quality assurance of learning and teaching.  Further duties include: Development and maintenance of policy for ABET level 4 and GETC assessment, promotion, monitoring and reporting on the integrity of national standardised assessment in terms of ABET level 4 and GETC assessment, management, planning and co-ordination of projects, appointment of examiners and moderators, co-ordination and management of panels of examiners setting question papers, advising in terms of examination and assessment policy issues, researching in terms of new developments in assessment, handling official correspondence, submissions and parliamentary enquiries, analysis of results at school, provincial and national levels and preparation of related reports, quality assurance of learning and teaching in schools and adult learning centres.   

ENQUIRIES
:
Ms H Matjebe, TEL: 012 312 5108

CLOSING DATE
:
4 September 2007 Unless Otherwise Stated (No Applications Received After The Closing Date Or Faxed Application Will Be Considered)

NOTE
:
The successful candidate will be required to sign a declaration of secrecy and will be subjected to a security clearance.

POST 33/20
:
SENIOR ADMINISTRATIVE OFFICER


Branch: system planning and monitoring



Directorate: educator performance management and development



The mandate of the Directorate: Educator Performance Management and Development is to manage educator performance evaluation and facilitate serving educator development needs.  This mandate includes co-ordinating skills development activities in public education and providing support to Provincial Education Departments in implementing teacher performance appraisal and development systems through the Integrated Quality Management System (IQMS).   This Directorate may provide advice on further needs and may identify areas requiring extra support. 

SALARY
:
R132 054 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
The successful candidate must be in possession of a recognised three-year tertiary qualification, a good knowledge of general office administration, workflow management and client service. The prospective candidate should be pro-active, effective and self-confident and be able to work in a diverse team.  The candidate should have excellent communication, writing and administrative skills. Competency in Microsoft Word, Excel and PowerPoint is a prerequisite.  Demonstration of an understanding of the Integrated Quality Management System (IQMS), skills development in public education and other relevant education policies will considered as a primary requirement. 

DUTIES
:
The successful candidate will primarily be required to: * Compile submissions, reports and memos * Assist with day to day administrative duties of the Directorate * Knowledge of meeting procedures and information management * Liaison with provincial departments of education, other government departments and record briefing of such interactions * Provide logistical and other support to meetings and staff attending these meetings * Maintain an efficient filing system in line with the departmental system * Manage cash flow statements and relevant financials * Manage orders and purchases of the Directorate * Handling and responding to general enquiries. *  Assist the Director in the running of the directorate and provide support when required.

ENQUIRIES
:
MS. K Seforo, Tel: 012 312 5027

CLOSING DATE
:
6 September 2007 (no applications received after the closing date or faxed application will be considered)

NOTE
:
Short-listed candidates will be required to undertake a computer competency test prior to the interview.

POST 33/21
:
SENIOR ADMINISTRATIVE OFFICER
Directorate: Education Human Resource Planning, Provisioning And Monitoring

The mandate of the Directorate:  Educator Planning, Provisioning and Monitoring is to develop and manage policy, plan and monitor the provision and utilisation of education personnel in the education system.  This mandate includes developing, maintaining and supporting operational and management information systems with regards to education personnel in the education system.  This Directorate may provide advice on further needs and may identify areas requiring extra support. 

SALARY
:
R132 054 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
The successful candidate must be in possession of a recognised three-year tertiary qualification, a good knowledge of general office administration, workflow management and client service.  The prospective candidate should be pro-active, effective and self-confident and be able to work in a diverse team.  The candidate should have excellent communication, writing and administrative skills. Competency in Microsoft Word, Excel and PowerPoint is a prerequisite.  Demonstration of an understanding of education policies will considered as a primary requirement. 

DUTIES
:
The successful candidate will primarily be required to: * Compile submissions, reports and memos * Assist with day to day administrative duties of the Directorate * Knowledge of meeting procedures and information management * Liaison with provincial departments of education, other government departments and record briefing of such interactions * Provide logistical and other support to meetings and staff attending these meetings * Manage cash flow statements and relevant financials * Manage orders and purchases of the Directorate * Handling and responding to general enquiries. *  Assist the Director in the running of the directorate and provide support when required.  

ENQUIRIES
:
MS. K Seforo, Tel: 012 312 5027

CLOSING DATE
:
6 September 2007 (no applications received after the closing date or faxed application will be considered)

NOTE
:
Short-listed candidates will be required to undertake a computer competency test prior to the interview.

POST 33/22
:
SENIOR ADMINISTRATIVE OFFICER
Directorate: Education Labour Relations Policy and Conditions Of Service

The post is located in the Directorate:  Education Labour Relations Policy and Conditions of Service which develops policy on the Conditions of Service for educators, and co-ordinates and monitors the implementation of such policies at national and provincial levels.  This includes managing, co-ordinating, supporting planning, implementing, monitoring and evaluating such policies.  This Directorate may provide advice on further needs and may identify areas requiring extra support. 

SALARY
:
R132 054 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
The successful candidate must be in possession of a recognized three-year tertiary qualification (or equivalent), a good knowledge of general office administration, workflow management and client service.  The prospective candidate should be pro-active, effective and self-confident and be able to work in a diverse team.  The candidate should have excellent verbal and writing skills, Competency in Microsoft Word. 

DUTIES
:
The successful candidate will primarily be required to:  * Compile submissions, reports and memos * Assist with day to day administrative duties of the Directorate * Knowledge of meeting procedures and information management * Liaison with provincial departments of education, other government departments and record briefing of such interactions * Provide logistical and other support to meetings and staff attending these meetings * Manage general cash flow and co-ordinate all activities in the Directorate *  Assist the Director in the running of the Directorate and provide support when required.  

ENQUIRIES
:
MS. K Seforo, Tel: 012 312 5027

CLOSING DATE
:
6 September 2007 (no applications received after the closing date or faxed application will be considered)

POST 33/23
:
SENIOR ADMINISTRATIVE OFFICER
Branch: Social And School Enrichment

Directorate: Gender Equity

SALARY
:
R132 054 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Applicants must be in possession of a post-matric qualification with thorough knowledge of financial management systems and proven experience in administration. Knowledge of Treasury Regulations and the Public Finance Management Act and experience in the management of monthly cash flow statements are essential, as is an understanding of procurement policies, risk and fraud management, management of leave, etc. He/she must have above-average computer (MS Office), excellent communication (written and verbal), good general office management and excellent interpersonal skills.

DUTIES
:
The successful candidates will be expected to: Manage the MTEF budget process and monthly cash flow statements ۰ Provide administrative, logistical and financial support to the Director: Gender Equity ۰ Provide general office support, including filing, tracking and processing of documents and correspondence ۰ Compile, manage and update monthly Early Warning Systems ۰ Assume secretarial functions when required ۰ Deal with queries relating to different aspects of the work of the Director ۰ Compile and manage a database of key partners ۰ Show initiative and close attention to detail.

ENQUIRIES
:
MS. K Seforo, Tel: 012 312 5027

CLOSING DATE
:
6 September 2007 (no applications received after the closing date or faxed application will be considered)

POST 33/24
:
STATE ACCOUNTANT
Branch: administration

Directorate: provincial budget monitoring

SALARY
:
R106 335 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate recognised Bachelor’s degree or equivalent qualification with accounting as a subject, supported by at least one year’s relevant experience, the ability to function under pressure within strict deadlines and accuracy with numbers will serve as recommendations. Experience in budgeting and expenditure control, Knowledge of the education sector and financial management at provincial level will be an advantage, Computer literacy. Good writing skills. Knowledge of financial planning, budgeting and reporting systems of the state, Public Finance Management Act, Treasury Regulations, Division of Revenue and Basic Accounting System (BAS) will be further added advantage.

DUTIES
:
Assist with the compilation and consolidation of monthly Provincial Education Departments expenditure reports. Assist in monthly reporting and monitoring of expenditure of the Provincial Education Departments against their approved budgets. Assist in the analysis of the Provincial Education Departments monthly expenditure against their approved budgets. Assist in the evaluation of the conditional grants. Monthly updating of database of provincial education departments financial information. He/ She must be willing to travel.

ENQUIRIES
:
MS. K Seforo, Tel: 012 312 5027

CLOSING DATE
:
6 September 2007 (no applications received after the closing date or faxed application will be considered)

POST 33/25
:
ADMINISTRATIVE OFFICER
Directorate: Education Management System

SALARY
:
R106 335 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Applicants must be in a possession of an appropriate 3-year degree or diploma in office administration or a related field and have at least two years’ work experience. The incumbent should have the following Skills, Knowledge and Attributes: Computer literacy (MS Word, MS Excel and MS PowerPoint) Good writing skills; Knowledge of public administration procedures; Ability to work under pressure and meet prescribed deadlines; Ability to multitask; Ability to work independently. An understanding of the education sector will be an added advantage.

DUTIES
:
The successful candidate will be required to: Maintain an accurate and reliable financial management system for the directorate; Track and Confirm payments to internal and external stakeholders; Facilitate the payment of claims; Manage travel arrangements for members of the Directorate; Maintain leave and telephone records; Maintain an accurate document control and filing system for the directorate; Photocopy, print and bind documents; Handle all meeting logistics including minute taking for all project related meetings and workshops; Stand in for the secretary when required; Liaise with other directorates; and undertake general administrative tasks as required by the Directorate.

ENQUIRIES
:
MS. K Seforo, Tel: 012 312 5027

CLOSING DATE
:
6 September 2007 (no applications received after the closing date or faxed application will be considered)

POST 33/26
:
CHIEF TYPIST
Branch: further education and training

Directorate: fet examinations assessment colleges and abet

SALARY
:
R106 335 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Applicants must be in possession of a Senior Certificate / Grade 12 with typing as a fully passed subject or any Typing/Secretarial qualification/training and at least 5 years actual/relevant experience which will enable the successful candidates to perform the duties attached to the post.  The applicant must manage/supervise and evaluate staff members.  The candidate will also control and allocate work to staff and will also be expected to type question papers.   Appropriate computer literacy with a working understanding of MS Word, MS Excel, XP Professional and MS Power Point and good communication (verbal and written) and organizational skills are essential. The successful candidate will be required to sign a declaration of secrecy and will be subjected to a security clearance. Applicants must have: Good interpersonal, communication and organising skills Typing skills is also essential for this post therefore short-listed candidates will be required to undergo a typing test Minimum typing speed required for this post is 40 w.p.m. Ability to process data at high level of accuracy and detailed-data capturing is also a requirement Ability to work under pressure with minimum supervision Meeting deadlines

DUTIES
:
Data capturing. Typing examination question papers, statements of results, declarations, certificates, diplomas and other documents as required

ENQUIRIES
:
MS. K Seforo, Tel: 012 312 5027

CLOSING DATE
:
6 September 2007 (no applications received after the closing date or faxed application will be considered)

POST 33/27
:
CHIEF ADMINISTRATIVE CLERK (PRINTING AND PRODUCTION LINE)
SALARY
:
R106 335 per annum
CENTRE
:
Pretoria

REQUIREMENTS
:
Applicants must be in possession of a Senior Certificate / Grade 12 Certificate or equivalent qualification coupled with at least three years administrative experience and must be computer literate, and have good verbal and written communication skills. The incumbent must be willing to work long hours in a pressurised environment.

DUTIES
:
The appointee will execute a variety of administrative tasks: To supervise staff in the printing unit. Preparing of weekly reports, compiling and recording of statistics. Printing, packing, dispatching and distribution of question papers to 9 provinces for six examinations per year. Attending to examination queries. Staff evaluation. Sound understanding of high volume printing/packing machines. Verification of statistics against invoices.  Loading and off loading of stationery, moving of trolleys and filing of question papers into shelves. Training of staff members. Registration of examination centres and upgrading address lists of FET Colleges and Campuses. Experience in computer literacy especially regarding the electronic flow of question papers and managing programmes from a database to printing, scanning and packing machines. Working in an examination environment may serve as a recommendation. 

ENQUIRIES
:
MS. K Seforo, Tel: 012 312 5027

CLOSING DATE
:
6 September 2007 (no applications received after the closing date or faxed application will be considered)

NOTE
:
The successful candidates will be required to sign a declaration of secrecy and will be subjected to a security clearance.

POST 33/28
:
CHIEF ADMINISTRATIVE CLERK (2 POSTS, EXAMINATIONS) 

SALARY
:
R106 335 per annum
REQUIREMENTS
:
Applicants must be in possession of a Senior Certificate / Grade 12 Certificate or equivalent qualification coupled with at least three years administrative experience and must be computer literate, and have good verbal and written communication skills. The incumbent must be willing to work long hours in a pressurised environment

DUTIES
:
The appointee will execute a variety of administrative tasks: Combination of results. Issuing of certificates/diplomas. Capturing of results, compiling of submissions. Filing of examination answer scripts. Supervision and evaluation of staff. Packing of memorandums and statement of results. Processing of claims, Supervision of staff and Evaluation. Experience in an examination environment may serve as a recommendation.

ENQUIRIES
:
MS. K Seforo, Tel: 012 312 5027

CLOSING DATE
:
6 September 2007 (no applications received after the closing date or faxed application will be considered)

NOTE
:
The successful candidates will be required to sign a declaration of secrecy and will be subjected to a security clearance.

POST 33/29
:
PERSONAL ASSISTANT
Branch: DDG- General Education

SALARY
:
R106 335 per annum
CENTRE
:
Pretoria

REQUIREMENTS
:
Applicants are invited from confident, professional secretaries with a post-matric secretarial diploma and at least 3 years secretarial experience. Applicants must have experience in the use of computer applications such as MS Word, Excel, Outlook and PowerPoint and have a proven record of good and effective administrative, organisational and communication skills at all levels. The ability to work under pressure both independently and as part of a team will be a strong recommendation.

DUTIES
:
The successful candidates will be required to: Provide high quality secretarial support to the Deputy Director-General Provide general office support, including creating and managing a register of incoming and outgoing documents, creating and managing a filing and tracking system, convening and providing support at meetings and workshops, drafting letters and memoranda as required by the Deputy Director-General. Attend to queries and customer complaints promptly and professionally. Provide a high standard of customer service and interaction. Manage the office diary efficiently and up to date at all times; Be well informed and up to date regarding prescripts/policies and procedures applicable to his/her work to ensure efficient and effective support to the office of the Deputy Director-General.

ENQUIRIES
:
MS. K Seforo, Tel: 012 312 5027

CLOSING DATE
:
6 September 2007 (no applications received after the closing date or faxed application will be considered)

POST 33/30
:
SENIOR SECRETARY GR II
SALARY
:
R68 955 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
The minimum requirement for this post is a senior certificate or equivalent qualification. Computer literacy\typing as a fully passed subject. The following will serve as recommendations:* Computer literacy * A Secretarial diploma * Good communication skills * Secretarial experience.  The ideal candidate should be a self-starter and be able to take initiative. All applicants who are interviewed will be expected to undergo a typing and computer skills test.

DUTIES
:
The successful candidate’s duties will include the following: * Making and receiving telephone calls * Arranging engagements/meetings * Booking venues for meetings and arranging refreshments * Taking notes/minutes * Typing * Managing the Director’s diary * Making arrangements for journeys and accommodation * Submitting claims for travel expenditure * Receiving visitors * Manage filing* Making photocopies * Managing stationery for the Directorate * Performing miscellaneous tasks given by the Director * Assisting the office of the Chief Director with secretarial tasks in the absence of the Chief Director’s secretary.

ENQUIRIES
:
MS. K Seforo, Tel: 012 312 5027

CLOSING DATE
:
6 September 2007 (no applications received after the closing date or faxed application will be considered)

POST 33/31
:
SENIOR TYPIST (2 POSTS)
SALARY
:
R58 290 per annum
REQUIREMENTS
:
Applicants must be in possession of a Senior Certificate / Grade 12 with typing as a fully passed subject or any Typing/Secretarial qualification/training, which will enable the successful candidates to perform the duties attached to the post.  Appropriate experience, computer literacy with a working understanding of MS Word, MS Excel, XP Professional and MS Power Point is a requirement.  The successful candidates will be required to sign a declaration of secrecy and will be subjected to a security clearance. Applicants should have: Good interpersonal, communication and organising skills Typing skills is also essential for this post therefore short-listed candidates will be required to undergo a typing test Minimum typing speed required for these posts is 40 w.p.m. Ability to process data at high level of accuracy and detailed-data capturing is also a requirement Ability to work under pressure with minimum supervision Meeting deadlines

DUTIES
:
Data capturing. Typing examination question papers, statements of results, declarations, certificates, diplomas and other documents as required

ENQUIRIES
:
MS. K Seforo, Tel: 012 312 5027

CLOSING DATE
:
6 September 2007 (no applications received after the closing date or faxed application will be considered)

ANNEXURE C
DEPARTMENT OF ENVIRONMENTAL AFFAIRS AND TOURISM

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

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

MANAGEMENT ECHELON

POST 33/32
:
DEPUTY DIRECTOR GENERAL: TOURISM INDUSTRY DEVELOPMENT (THREE YEAR CONTRACT RENEWABLE BASED ON PERFORMANCE) (AP 162/2007)

SALARY
:
Remuneration Package of R717 045 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 recognized three year qualification in Tourism or Business Management plus extensive relevant experience within the Tourism Industry. A relevant post graduate qualification will serve as an additional recommendation. Strong strategic planning and leadership skills. Extensive and proven managerial experience. Analytical, innovative, problem solving interpersonal skills and Human resources management skills. Good report writing skills. Experience in Project Management. A high level of computer literacy. Ability to communicate effectively at all levels. An understanding of the Public Service environment. Thorough knowledge of the Public Finance Management Act (PFMA) and related Treasury Regulations. Possession of a valid code B driver’s license and a willingness to travel both locally and internationally.

DUTIES
:
As a member of the Department’s Strategic Management team, the incumbent will be responsible for providing strategic direction, control and management of the Tourism Branch. Facilitate and implement the National Tourism Strategy. Oversee the development of the Tourism sectoral infrastructure for South Africa. Facilitate access to financing and other incentive schemes to ensure the optimal development of tourism. Create a supportive climate for small and new entrants in the Tourism sector .Raise awareness of the importance of Tourism to the economy. Facilitate and support Tourism safety and security initiatives. Promote capacity building in the Tourism sector; Facilitate the transformation of the Tourism Sector. Ensure alignment of the Department’s work and its Tourism public entities. Manage intergovernmental relations and co-ordination in the sector.

ENQUIRIES
:
Ms Nosipho Jezile Tel: (012) 310-3960

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

FOR ATTENTION
:
Ms R Mateta

CLOSING DATE
:
03 September 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.

POST 33/33
:
CHIEF DIRECTOR: TOURISM INDUSTRY DEVELOPMENT (3 YEAR CONTRACT RENEWABLE BASED ON PERFORMANCE) (AP 160/2007)

SALARY
:
Remuneration Package of R591 510per 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
:
An appropriate Bachelor’s degree or equivalent qualification and appropriate management experience. Sound interpersonal skills, computer literacy, planning and organization skills, initiative, innovation, presentation skills, policy formulation skills, project management, good verbal and written communication skills, proven management experience, code 08 driver ‘s license .Tourism and stakeholder management experience  is essential, as is experience in SMME development and research.

DUTIES
:
Provide strategic direction and support to the core functions of the Chief Directorate. Responsible for both business and research development i.e. effective support to tourism SMMEs, facilitating investment into tourism products and infrastructure, undertaking and facilitating relevant research, monitoring and reporting on tourism performance against targets and transformation of the tourism sector, deal with quality assurance issues related to the tourism industry. Responsible for building relationships with key tourism industry stakeholders and managing the personnel and the budget for the Chief Directorate.

ENQUIRIES
:
Ms Nosipho Jezile Tel: (012) 310 3960

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

FOR ATTENTION
:
Mr B Mthombeni

CLOSING DATE
:
03 September 2007

NOTE
:
The persons appointed to this position will be subjected to security clearance, the signing of a performance agreement and an employment contract. Applicants will be subject to competency assessment.

POST 33/34
:
DEPUTY DIRECTOR: MONITORING SPECIALIST: PEOPLE AND PARKS AND INFRASTRUCTURE INVESTMENT: CHIEF DIRECTORATE: SOCIAL RESPONSIBILITY POLICY AND PROJECTS (THREE YEAR RENEWABLE CONTRACT) (AP 539/2007) 

SALARY
:
Remuneration package of R369 000 per annum (including choice of basic salary between (70% and 76% 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
:
Bachelor’s degree in Natural Science and /or Built Environment with majors in Nature Conservation and /or Quantity surveying plus relevant extensive experience in the field of conservation and/or tourism. Experience in the field of infrastructure development and land surveying will be an added advantage. The following skills will serve as recommendations: Numerical and analytical ability, ability to guide feasibility studies, undertake work study and quality assurance on projects and working knowledge of Geographic Information Systems (GIS). Good understanding of the development and review of norms and standards for social responsibility projects. Good report writing skills, interpersonal and co-ordination skills as well as community liaison skills. Good research, project management and communication skills.

DUTIES
:
Establishment and management of monitoring and evaluation systems for the people and parks projects. Contribute in the development and continuous review of norms and standards for social responsibility projects. Evaluate project proposals, feasibility reports and business plans from a conservation/ecological/biodiversity perspective and analyse sustainability projections. Follow up on actions as recommended through the evaluation. Ensure compliance with the social responsibility programme requirements. Liaise with Provincial Project Managers on project status and reviews and assist in problem solving where necessary. Provide support to the Directorate: Quality Management and analyze reports and information for accuracy and structure. Define and select performance indicators relevant to assess impact and contribute in the development of tools for assessing the socio-economic impact of the social responsibility programme.

ENQUIRIES
:
Mr G Qotywa Tel: (012) 310-3621

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

FOR ATTENTION
:
Ms N Sebola 

CLOSING DATE
:
27 August 2007

POST 33/35
:
DEPUTY DIRECTOR: PROVINCIAL PROJECT MANAGER (AP 538/2007) (AP 538/2007)



Chief Directorate: Social Responsibility Policy and Project


(Three Year Renewable Contract) 
SALARY
:
Remuneration package of R369 000 per annum (including choice of basic salary between (70% and 76% 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
:
Durban, Kwazulu Natal Province 

REQUIREMENTS
:
A recognized Bachelors Degree in Natural Science, Development Planning ,  Commerce or an equivalent three year qualification  plus extensive relevant experience within Project Management ; Relevant experience in community development , business concept development ,feasibility testing ,market research and sustainability testing ; Knowledge of the EPWP, ISRDP and URP, Proven experience in implementation , monitoring and evaluation of Government programmes; Ability to operate project management software as well as MS Office; Analytical and numerical skills ; Good report writing skills , Interpersonal and problem solving skills; Experience in human resources and financial management . Possession of a valid code B driver’s license and a willingness to travel. 

DUTIES
:
Evaluate business plans and provide assistance to project implementers , General management of contract document and payments ;Undertake project inspection and quality assurance ; Review progress , financial Audit and completion reports ; Reporting on projects to the Province and the Department ; Provide ad-hoc support to the Directorate : Implementation and the Chief Directorate : Social Responsibility Policy and Projects ; oversee the management of staff and other resources in the province 

ENQUIRIES
:
Mr A. Moloto Tel: 012 310 3332
APPLICATIONS
:
The Director-General, Department of Environmental Affairs and Tourism Private bag X447, 0001. 

FOR ATTENTION
:
Mr T Shilenge 

CLOSING DATE
:
31 August 2007

POST 33/36
:
ASSISTANT DIRECTOR: ADMINISTRATION: INTEGRATED COASTAL MANAGEMENT (MCM 50/2007) 



Department of environmental affairs and tourism



Branch: marine and coastal management

SALARY
:
R157 686 per annum (Total package of R221 566 per annum/Conditions apply)

CENTRE
:
Cape Town

REQUIREMENTS
:
An appropriate three year tertiary qualification in Administration or other relevant qualification. Supervisory and administrative support experience. A basic understanding of the workings of the Public Service is required, knowledge of public policies and legislation such as the PFMA, Supply Chain Management and other relevant legislation. Strong customer service orientation is required. Excellent oral and written communication skills and exceptional organisational leadership skills. A working knowledge of the budgeting process as well as a good level of computer skills (Microsoft Word, Excel and Power Point). Good interpersonal, decision-making and problem solving skills are essential. 

DUTIES
:
Reporting to the Director: Integrated Coastal Management, the incumbent shall: • Provide administrative support by attending to the day-to-day management and HR issues in the Offices of the Director and the Chief Director • General supervision and provision of leadership and support to the administrative team, and implementing procedures to improve office functions • Co-ordination of the administrative inputs from the five sub-directorates of the Chief Directorate • Ensuring proper records and inventories are maintained, both in hard copy and electronic form • Assist the Directors in the coordination of sub-Directorate inputs for the compilation of the Strategic and Business Plans, Quarterly Reports and other reports that may be required of the Chief Directorate • Prepare the Chief Directorate budgets, and monitor internal financial controls • Review and analyse financial statements and reports, to advise the Director and Chief Director on expenditure trends • Facilitate the efficient coordination of meetings and organising of events of the Chief Directorate as well as interaction with stakeholders on behalf • Training and development of Personal Assistants to the Chief Director and Director as well as the mentoring of interns for the entire Chief Directorate • Provide support to Director on personnel management policies and procedures 

ENQUIRIES
:
Mr C Mangcu (021) 402 3435

APPLICATIONS
:
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
:
3 September 2007

POST 33/37
:
ADMINISTRATIVE OFFICER: PROJECT IMPLEMENTATION: CHIEF DIRECTORATE: SOCIAL RESPONSIBILITY POLICY AND PROJECTS (AP 542/2007) 

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

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate three year qualification in Public Administration or a Senior Certificate plus appropriate experience in Office Administration; Experience in finance and procurement procedures ; project management experience ; good communication skills (writing and verbal), organizational skills, interpersonal skills, good computer skills; ability to work individually and in a team, ability to work under pressure, multi- tasking and self supervision. 

DUTIES
:
The successful applicant will be responsible for the following key performance areas: Provide administration support to the Directorate: Project Implementation; provide logistical support to both regional and national offices; provide procurement management support to both regional and national offices; provide secretariat support to the directorate; provide administration support in the project implementation registry; assist with correspondence and document management and communicate with clients and stakeholders.

ENQUIRIES
:
Mr D Ramotsepane Tel (012) 310 3489

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

FOR ATTENTION
:
Mr T Shilenge

CLOSING DATE
:
31 August 2007

POST 33/38
:
OFFICE ADMINISTRATOR I: DIRECTORATE: QUALITY MANAGEMENT (AP540/2007) 

SALARY
:
R85 362 per annum 

CENTRE
:
Pretoria

REQUIREMENTS
:
A three year tertiary qualification in Office Administration or an equivalent qualification plus relevant working experience in an office administration or secretarial support environment; Experience in a financial environment and knowledge of administration systems is an advantage; Advanced computer skills in MS Office packages; Good interpersonal skills, communication skills, numerical skills, planning and organizational skills.

DUTIES
:
The successful applicant will be responsible for the following aspects: Render secretarial services to the Director: Quality Management ; This entail managing the office diary, manage correspondence by receiving and distributing documents, typing documents, compiling and submitting claims for approval, liaise with stakeholders with regards to queries and dissemination of information, making logistical arrangements for meetings and workshops, manage the office budget, procurement of goods and services for the office, handling telephonic enquiries, make travel arrangements and performing any other office administration related activities, manage the filing system of the Director’s office. The incumbent will also be required to arrange both internal and external meeting as well as assist the Director with personal tasks within an agreed framework.

ENQUIRIES
:
Ms N Sebola at (012) 310-3604

FOR ATTENTION
:
Mr T Shilenge

CLOSING DATE
:
31 August 2007

POST 33/39
:
Office Administrator I: (SECRETARY TO THE DIRECTOR: administrative support services (AP81/2007)

SALARY
:
R85 362 per annum (Total package of R133 813 per annum/conditions apply)

CENTRE
:
Pretoria

REQUIREMENTS
:
Applicants should be in possession of a grade 12 certificate or Office Administration diploma or equivalent qualification. Good interpersonal, communication, and organising skills, computer literacy with knowledge of MS Excel, MS Power-point, MS Word, Group Wise and Internet and good administration, diary management, mail and telephone screening skills will be an advantage.  Good typing skills and the ability to compile submissions, reports and line function documents are also essential to this post. ( The incumbent should have sound understanding of office procedures and have the ability to work without supervision.  The candidate will work irregular hours.  Willingness to work after hours when necessary and ability to perform under pressure will be an added advantage. 

DUTIES
:
The candidate will be responsible for overall management of the office of the Director: Admin Services. Render an office admin support to the Director which entails:( Diary and document management ( Prepare correspondence submissions and consolidation reports ( Travelling and accommodation arrangements; compiling and submitting claims; ( Filing; ( Compiling presentations, reports, submissions and typing documents; ( Organising meetings and logistical arrangements for the Director; ( Assisting stakeholders with queries and dissemination of information; ( Procurement of goods and services for the office  ( Assist in consolidating budget input for the office ( Taking minutes of meetings; performing any other office administration related activities  ( Assisting the manager with personal tasks and other office admin responsibilities

ENQUIRIES
:
Mr M E Maseda (012) 310 3750 

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

FOR ATTENTION
:
Mr C Mathebula fax number: (012) 322 2682

CLOSING DATE
:
03 September 2007

ANNEXURE D
DEPARTMENT OF HEALTH

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

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

FOR ATTENTION
:
Mrs Elsabe Visser. 

NOTE
:
Applications should be submitted on form Z83 obtainable from any Public Service Department and should be accompanied by a CV (experience must be comprehensively detailed) and certified copies of qualification certificates. No faxed applications will be considered. Applications received after the closing date and those that do 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 number(s) on their applications.

OTHERE POSTS

POST 33/40
:
ASSISTANT DIRECTOR: COMPENSATION FUND
Cluster: Financial Management. Directorate: Compensation Commissioner for Occupational Diseases

SALARY
:
R196 815 per annum (plus competitive benefits) 

CENTRE
:
Johannesburg. 

REQUIREMENTS
:
Three year degree/national diploma in accounting /finance *At least three years experience in financial management at the level of senior officer *Knowledge of the Public Finance Management Act *Experience in budgets and the preparation of annual financial statements *Supervisory skills *Good interpersonal relations *Good communication skills (written and verbal) *Basic project management skills *Computer literacy *Valid code 08 (Code B) driver’s licence

DUTIES
:
Overall management of the Compensation Fund *Effective management of the finance division within the unit *Prepare and control budget for the unit *Approve and process compensation claims *Prepare financial and annual reports for the unit *Liaise with stakeholders (mines and unions) on compensation matters *Organise workshops on compensation processes in the country *Act as Compensation Commissioner in the Commissioner’s absence.

ENQUIRIES
:
For further information regarding the post, please contact Mr B K Mashego at tel (011) 713-6900. 

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

POST 33/41
:
ASSISTANT DIRECTOR: DATA MANAGEMENT
SALARY
:
R196 815 per annum (plus competitive benefits)  

CENTRE
:
Cluster: Health Information, Evaluation and Research: Directorate: Monitoring and Evaluation, Pretoria.

REQUIREMENTS
:
A four-year Bachelor’s degree or equivalent qualification in Health Sciences or related discipline. Post-graduate qualifications will be an added advantage. Experience in research, monitoring and evaluation of health programmes. Knowledge and experience in data management, epidemiology and public health. Planning, implementation co-ordination and management of projects. Incumbent should possess knowledge of basic concepts, principles, theories and applications of monitoring and evaluation, public health, epidemiology, health policy and health finance. Three-five years managerial experience. Good communication (written and verbal) and presentation skills. Computer literacy. A valid code 08 (Code B) driver’s licence.

DUTIES
:
Collect, verify, consolidate and perform basic statistical analyses of the CCMT data from provinces, this includes data from the laboratory component and also the private sectors *Maintenance of a database warehouse for the CCMT Monitoring and Evaluation indicators and consolidating data and other information from DHIS and other database in support of the CCMT programme and also ensure data flow and feedback *Extract and analyse data from various information systems including DHIS *Develop standardised data collection tools *Assist with implementation of the new Excel Reporting Format (2nd and 3rd phase indicators of the Monitoring and Evaluation framework for the CCMT plan) *Attend meetings and workshops with stakeholders implementing Monitoring and Evaluation framework for the CCMT programme *Compile monthly updates and quarterly progress report for the CCMT plan and provide inputs on processes data or updates *Compile and write Monitoring and Evaluation health indicator updates *Respond to information request *Participate in annual of ad-hoc surveys and other data collection procedures that the cluster/directorate conducts *Provide guidance/technical assistance to other directorates with regard to other directorates with regard to database development , data management and analysis *Provide support, training provinces on data management procedures and Monitoring and Evaluation systems of the CCMT.
ENQUIRIES
:
For further information regarding the post,  please contact  Mr NH Ntuli at tel. (012) 312 0783. 

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

ANNEXURE E
INDEPENDENT COMPLAINTS DIRECTORATE

The Independent Complaints Directorate is an equal opportunity and affirmative action employer. It is our intention to promote representatively in terms of race, gender and disability within the Department through the filling of posts. Candidates, whose appointment/promotion/transfer will promote the achievement of employment equity within the ICD, will receive preference.

APPLICATIONS
:
Independent Complaints Directorate Private Bag X 941 Pretoria 0001

CLOSING DATE
:
24 August 2007

NOTE
:
Applications should be accompanied by a Z.83 form, certified copies of ID, Qualifications and CV. No e-mail and/or faxed applications will be accepted. If you have not been contacted within 3 months after the closing date of this advertisement, please accept that your application was unsuccessful, as communication will be made with the short listed candidates only.

OTHER POST

POST 33/42
:
PERSONAL ASSISTANT TO THE CHIEF FINANCIAL OFFICER
SALARY
:
R85 362 per annum
CENTRE
:
Pretoria

REQUIREMENTS
:
A three year post school qualification in Office Administration or equivalent is required. He/she must be computer literate and comfortable with MS Word, MS Excel and MS PowerPoint and be able to compile various documents and budgets electronically. Sound minute taking and communication skills as well as general office experience are essential. Sound organizing, planning and liaison skills, creativeness and tactfulness. The applicant must be prepared to work under pressure and overtime. Short-listed candidates will be subjected to a Computer Testing.

DUTIES
:
Arranging meetings, keeping of diary for the Chief Financial Officer, typing of letters, memorandums, reports, Power Point presentations, amending of codes/directives, making travelling and accommodation arrangements, dispatching of work, ordering office equipment and stationery. Handling of incoming and outgoing correspondence, upkeep of budget and monthly expenditure, maintenance of a filling system, tracing of files, preparing and submitting of S and T claims, drafting of less complex letters, create and maintain a database of all correspondence and instructions and make follow-ups. Sending faxes, serving tea and coffee, taking minutes at meetings, perform a variety of tasks as directed by the Chief Financial Officer, transmitting and follow up on requests and instructions before and after meetings. Reception of visitors, receiving and making telephone calls.

ENQUIRIES
:
Ms J Boshoff  @ (012) 423 1424

FOR ATTENTION
:
Ms O Mazibuko

NOTE
:
The successful candidate will have to undergo security vetting. His/ her character should be beyond reproach.

ANNEXURE F
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 POISTS

POST 33/43
:
SENIOR CONSULTANT: EMPLOYEE RELATIONS REF NO. 07/358/HR
SALARY
:
R369 000 – R427 836 per annum (All inclusive). The successful candidate will be required to sign a performance agreement.

CENTRE
:
National Office, Pretoria

REQUIREMENTS
:
LLB Degree or equivalent qualification, which includes at least the following courses: Labour Law, Law of Evidence, Civil Procedure, Criminal Procedure, Criminal Law and Interpretation of Statutes; Appropriate knowledge and experience in labour law; A thorough knowledge of Public Service prescripts will be an advantage; Driver’s license and willingness to travel. Skills and Competencies: Problem solving and analytical; Strategic negotiation with tact; Good interpersonal and communication (written and verbal) skills; Research and report writing skills; Facilitation and presentation; Project management; Conflict management and resolution; Financial Management; Accuracy and attention to detail.
DUTIES
:
Consider and ensure the correct application of legal principles; Drawing up charge sheets (notices), various memoranda and legal opinions pertaining to conduct/labour relations matters; Investigate discrimination complaints; Handle appeal matters pertaining to conduct matters; Provide assistance to internal and external clients’ with regard to handling of conduct matters and training on employee relations. 

ENQUIRES
:
Mr George Ntobeng ( (012) 315 1736

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 33/44
:
SENIOR ASSISTANT STATE ATTORNEY REF 07/363/SA
SALARY
:
R369 000 – R427 836 per annum (All inclusive). The successful candidate will be required to sign a performance agreement.

CENTRE
:
State Attorney, Johannesburg

REQUIREMENTS
:
An appropriate four year Legal qualification; Admission as an Attorney with Right of appearance in the High Court of South Africa; Five years in practice as an Attorney; Extensive knowledge of legal practice, Office Management and Accounting systems, trust accounts and functional fields specified in the duties; Understanding of the State’s policies and transformation objectives as well as the Constitution of South Africa; A current certificate of good standing from the relevant Law Society must be submitted together with the application; A valid driver’s license. Skills and Competencies: Computer literacy; Strategic and conceptual orientation; Strong communication skills with the ability to motivate and direct people; Project management; Creative and analytical; Problem solving and conflict management; Accuracy and attention to detail.

DUTIES
:
Guide and train Candidate State Attorneys; Handle litigation and appeals in the following Courts: Magistrates, High Court, CCMA, Land Claims Court, Constitutional Court, Tax and other tribunals; Attend to liquidation and insolvency queries, and conveyancing and notarial services; Draft and/or set all types of agreements on behalf of the various client departments; Render legal opinions for the benefit of client departments; All forms of arbitration including inter-departmental arbitrations; Registration of trusts and companies; Debt collections.

ENQUIRES
:
Mr Lekabe ( 011 330 7602

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 33/45
:
SENIOR ASSISTANT STATE ATTORNEY: DEEDS REF NO. 07/364/SA
SALARY
:
R369 000 – R427 836 per annum (All inclusive). The successful candidate will be required to sign a performance agreement

CENTRE
:
State Attorney, Johannesburg

REQUIREMENTS
:
An appropriate four year Legal qualification; Admission as an Attorney with Right of appearance in the High Court of South Africa; A minimum of five years Conveyancing and Litigation experience. Five years in practice as an Attorney; Extensive knowledge of legal practice, Office Management and Accounting systems, trust accounts and functional fields specified in the duties; Understanding of the State’s policies and transformation objectives as well as the Constitution of South Africa; A current certificate of good standing from the relevant Law Society must be submitted together with the application; A valid driver’s license. Skills and Competencies: Computer literacy; Strategic and conceptual orientation; Strong communication skills with the ability to motivate and direct people; Project management; Creative and analytical; Problem solving and conflict management; Accuracy and attention to detail.

DUTIES
:
Drawing of Deeds (Conveyancing posts); Represent the State in litigation in the High Court, Magistrate’s Court, Labour Court, Supreme Court of Appeals, Constitutional Court, CCMA and other tribunals; Furnish legal advice and opinions; Give effect to the Strategic Plan; Avoid prescription and default judgments; Provide supervision and training to other professional staff; Maintain record of work performance.

ENQUIRES
:
Mr K G Lekabe ( 011 330 7602

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 33/46
:
ASSISTANT STATE ATTORNEY (4 POSTS) REF NO. 07/365/SA
SALARY
:
R311 358 – R360 909 per annum (All inclusive). The successful candidate will be required to sign a performance agreement.

CENTRE
:
State Attorney, Johannesburg (1) Pretoria (3)

REQUIREMENTS
:
An appropriate four year legal qualification; Admission as an Attorney with Right of appearance in the High Court of South Africa; Three years in practice as an Attorney; A current certificate of good standing from the relevant Law Society must be submitted together with the application; A driver’s license will be a recommendation. Skills and Competencies: Computer literacy; Strategic and conceptual orientation; Strong communication skills with the ability to motivate and direct people; Creative and analytical; Problem solving and conflict management; Accuracy and attention to detail.

DUTIES
:
Guide and train Candidate State Attorneys; Handle litigation and appeals in the following Courts: Magistrates, High, Labour, Land Claims, Constitutional Court, various dispute resolution bodies with regard to labour disputes and misconduct hearings, Tax and tax tribunals; Attend to liquidation and insolvency queries; Draft and/or settle all types of contracts on behalf of the various client departments; Render legal opinions and advice; All forms of arbitration including inter-departmental arbitrations; Register trusts and companies; Debt collection.

ENQUIRES
:
Johannesburg: Mr K G Lekabe ( 011 330 7602 Pretoria: L Mantla / M Thomas ( 012 309 1506

APPLICATIONS
:
Separate applications must be made for each centre if applying for more than one post and failure to do this will result in consideration given to the first choice only. 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 33/47
:
DEPUTY DIRECTOR (AREA COURT MANAGER) REF: 07\08\WC
SALARY
:
R311 385 – R360 909 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
Western Cape Magistrate Offices: Bellville (1) And Worcester (1) 

REQUIREMENTS
:
An appropriate three year Bachelor’s degree\three year diploma or equivalent qualification; At least three years’ management or supervisory experience; A valid driver’s licence; Knowledge and experience of financial management, pfma, office and district administration will serve as strong recommendation; Proven managerial, verbal and written communication skills as well as ability to maintain good interpersonal relations;  A thorough understanding and knowledge of the department’s various branches will be an advantage.

DUTIES
:
Reporting to the Director – Court Services, the successful candidates will be required to manage staff and ensure efficient financial management in the area ; Develop, present and implement strategic and business plans in the area; Play a leadership role in determining and implementing departmental policies; Manage the facilities, physical resources, information and communication related to the courts; Compile, analyse and present court performance statistics and trends as required by relevant users; Develop and implement strategies towards value-added services; Lead and manage the transformation process in the designated offices; Provide case tracking services to the judiciary and prosecuting authority; Perform other duties as required by the Regional Director – Court Services  

ENQUIRIES
:
Mr D Roux or Mr N Luddy  ( 021 462 5471

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: Postal address: The Regional Head, Department of Justice, Private Bag X 9171, Cape Town, 8000. OR Physical address: Eleventh floor Plein Park Building, Plein Street, Cape Town.

CLOSING DATE
:
14 September 2007

POST 33/48
:
FEATURE WRITER: INTERNAL COMMUNICATION AND LANGUAGE SERVICES (ONE YEAR CONTRACT APPOINTMENT) REF 07/356/PEC
SALARY
:
R269 636.55 (R196 815 + 37% Benefits) per annum (All inclusive). The successful candidate will be required to sign a performance agreement.

CENTRE
:
National Office, Pretoria

REQUIREMENTS
:
A Bachelor’s Degree or equivalent qualification in Journalism; At least two to three years’ Journalism experience in print media and online publications; A valid driver’s license. Skills and Competencies: Computer literacy (MS Office); Excellent writing and editing skills; Ability to write comprehensive feature articles, analysis and opinion pieces on a range of topics; Good communication skills (written and verbal); Good organisational skills Ability to work under pressure and meet deadlines; Ability to multi-task and manage priorities in a fast paced environment; Excellent interpersonal skills.

DUTIES
:
Conduct appropriate research and develop content on a range of issues; Write comprehensive and well researched feature articles in simple language; Attend workshops and meetings with the aim of generating story ideas; Write positive articles about the achievements of the department and government; Write developmental feature related articles; Ensure that all articles suit the style of the newsletter; Sub-edit all feature items. 

ENQUIRES
:
Mr. Paul M Mthimunye ( (012) 315 1656

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
:
16 July 2007
NOTE
:
Late applications will not be considered

POST 33/49
:
ASSISTANT DIRECTOR (COURT MANAGER) REF: 07\07\WC
SALARY
:
R196 815 – R228 492 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
Western Cape Magistrate Offices: Caledon (1) And Malmesbury (1) 

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

DUTIES
:
Co-ordinate and manage the financial and human resources of the office; Manage the strategic and business planning processes; Manage the facility, physical resources, information and communication related to courts; Implement the Departmental policies at the courts; Compile and analyse 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 the projects intended to improve court management; Manage the communication and relations with the internal and external stakeholders.

ENQUIRIES
:
Mr D Roux or Mr N Luddy  ( 021 462 5471

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: Postal address: The Regional Head, Department of Justice, Private Bag X 9171, Cape Town, 8000. OR Physical address: Eleventh floor Plein Park Building, Plein Street, Cape Town.

CLOSING DATE
:
31 August 2007

POST 33/50
:
GRAPHIC DESIGNER: INTERNAL COMMUNICATION AND LANGUAGE SERVICES (ONE YEAR CONTRACT APPOINTMENT) REF NO. 07/357/PEC

SALARY
:
R180 913.98 (R132 054 + 37% Benefits) per annum (All inclusive). The successful candidate will be required to sign a performance agreement.

CENTRE
:
National Office, Pretoria

REQUIREMENTS
:
A Bachelor’s Degree or equivalent qualification in Design; Minimum two years’ experience in the graphic design field; Must be proficient on a Mac, in Freehand MX, Photoshop, Quark Express and In Design; Thorough knowledge of repro and print and able to take a job from brief through to printed production. Skills and Competencies: Strong design skills; Ability to manage multiple projects simultaneously; Good communication skills (written and verbal); Good organisational skills; Ability to work under pressure and meet deadlines; Ability to multi-task and manage priorities in a fast paced environment; Highly motivated with an eye for detail. 

DUTIES
:
Collaborate with supervisors on the overall look and feel of all design products; Provide creative conceptualization layout, design and production of work including newsletter and other deliverables; Work on all issues pertaining to design; Generate computer images; Apply flexibility and creativity in design; Work in graphic programmes like In design, Photoshop, Illustrator, Dream Weaver, Adobe, etc; Conceptualise and handle visual execution of all design briefs; Provide comprehensive briefs to photographers; Prepare designs for print; Liaise with reproduction houses and printing companies on production related matters; Quality control the production of all design products. 

ENQUIRES
:
Ms Dikeledi Molokoane ( (012) 315 1731

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 33/51
:
ASSISTANT DIRECTOR: SYSTEMS (BAS) REF 07/368/CFO
SALARY
:
R157 686 – R183 066 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
National Office, Pretoria

REQUIREMENTS
:
A Bachelor’s degree or equivalent qualification in Financial Management; Extensive proven competence and appropriate experience in respect of finances; Relevant experience in BAS; Knowledge of PFMA, Standard Chart of accounts (SCOA), New Economic Reporting Format (NERF); Treasury regulations and Departmental Financial Instructions (DFI); A valid driver’s license. Skills and competencies: Excellent verbal and written communication skills; Computer literacy especially Excel and ability to produce reports; Ability to solve problems, manage time, develop people and apply him/herself creatively and with integrity; Interpersonal relations; Supervisory skills; Problem solving and conflict management; Accuracy and attention to detail; Ability to work under pressure.

DUTIES
:
Ensure the prescribed financial procedures and methods are applied and to supervise domestic procedures and methods; Ensure effective utilization of BAS and provide/arrange remedial training; Monitor user access on BAS (production and Training Database) by performing system audits on a regular basis; Monitor all system related matters by maintaining system parameters and interfaces; Define and introduce control procedures and methods to protect state assets and resources; Monitor structure code files in BAS by ensuring that all codes created are according to the Standard Chart of Accounts and the approved departmental structures; Solve BAS, system related issues by communicating to all relevant role players; Liaise with National Treasury and represent the department on the national user forum; Supervise the performance of individuals and responsible for sound office administration.

ENQUIRES
:
Sybrand Thuynsma ( (012) 315 1217

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
:
03 September 2007
POST 33/52
:
ASSISTANT DIRECTOR: HR RECRUITMENT & SELECTION (RESPONSE HANDLING) REF 07/367/HR

SALARY
:
R157 686 – R183 066 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
National Office, Pretoria

REQUIREMENTS
:
A three year Bachelor’s Degree or equivalent qualification; Five years experience with strong administration and HR. Skills and Competencies: Planning and organizing; Leadership and coordination; Interpersonal relations; Conflict Management; Communication; Ability to work under pressure; Customer Care; Project Management.

DUTIES
:
Receive request to advertise post; Facilitate the crafting of adverts and ensure approval of the adverts; Make placement bookings with the agency for adverts; Obtain quotes for the placement of adverts; Facilitate the acceptance of the quote; Ensure placement of the advert in the relevant Media; Coordinate the receiving of the applications; Ensure sorting and recording of applications; Ensure the development of applicant’s profile; Facilitate payment to service providers.

ENQUIRES
:
Ms K Padayachee ( (012) 315 1152

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 33/53
:
ASSISTANT DIRECTOR: SYSTEMS (BAS) REF: 07/368/CFO
SALARY
:
R157 686 – R183 066 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
National Office, Pretoria

REQUIREMENTS
:
A Bachelor’s degree or equivalent qualification in Financial Management; Extensive proven competence and appropriate experience in respect of finances; Relevant experience in BAS, Standard Chart of accounts (SCOA) and New Economic Reporting Format (NERF); Knowledge of PFMA, Treasury regulations and Departmental Financial Instructions (DFI); A valid driver’s license.  Skills and competencies:  Excellent verbal and written communication skills; Computer literacy especially Excel and ability to produce reports; Ability to solve problems, manages time, develop people and apply him/her creatively and with integrity; Interpersonal relations; Supervisory skills; Problem solving and conflict management; Accuracy and attention to detail; Ability to work under pressure.

DUTIES
:
Ensure the prescribed financial procedures and methods are applied and to supervise domestic procedures and methods; Ensure effective utilization of BAS and provide/arrange remedial training; Monitor user access on BAS (production and Training Database) by performing system audits on a regular basis; Monitor all system related matters by maintaining system parameters and interfaces; Define and introduce control procedures and methods to protect state assets and resources; Monitor structure code files in BAS by ensuring that all codes created are according to the Standard Chart of Accounts and the approved departmental structures; Solve BAS, system related issues by communicating to all relevant role players; Liaise with National Treasury and represent the department on the national user forum; Supervise the performance of individuals and responsible for sound office administration.

ENQUIRIES
:
Sybrand Thuynsma ( (012) 315 1217

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
:
03 September 2007

POST 33/54
:
CHIEF ADMINISTRATION CLERK REF: 07/360/SA
SALARY
:
R106 335 – R123 456 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
State Attorney, Johannesburg

REQUIREMENTS
:
An appropriate three year Bachelor’s Degree or equivalent qualification plus two years experience or Grade 12 plus ten years experience. Skills and Competencies: Computer literacy (MS Office); Excellent communication skills (written and verbal); Ability to operate/interface with information management technical systems; Interpersonal relations; Organizational skills; Ability to work under pressure.

DUTIES
:
Provide administrative support to seniors; Order stationery as needed; Maintain and control stationery; Order furniture, computer equipment and any other equipment as needed in the Directorate (Procurement); Maintain control over labour saving devices in the Directorate, such as photocopy machine, fax machines and ensure proper usage and maintenance of the devices; Monitor and manage the telephone accounts of all staff in the Directorate; Control inventory and payment of suppliers; Supervise the Messengers; Organise catering and other arrangements for meetings; Finalize memoranda for internal and external routing (binding etc.) Ensure the payment of invoices; Engage with the relevant service providers and secure travel and accommodation arrangements for senior officials; Check and process subsistence, travel and all other claims; Any other duty as needed in the Directorate.

ENQUIRIES
:
Mr K G Lekabe ( (011) 330 7602

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 33/55
:
CHIEF ADMINISTRATION CLERK REF: 07\06\WC
SALARY
:
R106 335 – R123 456 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
Western Cape Magistrate Office: Bellville 

REQUIREMENTS
:
Matric certificate (Grade 12) or equivalent qualification and appropriate knowledge and experience; Knowledge and skills in financial management and procurement in the Public Service; Computer literacy ; Knowledge and skills with regard to compliance with the PFMA, National Treasury Regulations and  other relevant statutes or Regulations; Strong interpersonal and communication skills; Application of BAS/ LOGIS and JYP would be an added advantage.

DUTIES
:
Financial Operations:  performing accounting and financial operational functions according to Departmental Financial Instructions and compliance with PFMA ; Budgeting, planning, monitoring and control; Monitor budget (monies in trust and vote) Spending in accordance with those policies and procedures within the Justice Department; Ensure that all financial reporting regarding budget is timeously and satisfactory submitted to the Regional CFO; Render aid on a wide variety of matters within the occupation category context:  the interpreting of statutes, maintenance, legal aid, planning actions and special projects; Render training to clerical staff with regard to official matters; General supervision of clerical staff, performance management and disciplinary matters; Handle correspondence and draft memoranda, submissions and reports;  Provide case tracking service to Judiciary and Prosecuting Authority; Compile statistics to show performance and trends; Check diverse documents and work performed by co-workers for completion and correctness; Facilitate training and development of clerical personnel and any other duty that may be necessary for the smooth running of the office; Control case flow management and the utilization and maintenance of the assets and accommodation of the Department.

ENQUIRIES
:
Mr G Maggott  ( 021 950 7700\19

APPLICATIONS
:
Quoting the relevant reference number, direct your application to: Postal address: The Regional Head, Department of Justice, Private Bag X 9171, Cape Town, 8000.OR Physical address: Eleventh floor Plein Park Building, Plein Street, Cape Town. For Attention: Ms X Ntlebi

CLOSING DATE
:
14 September 2007

POST 33/56
:
SENIOR ADMINISTRATION CLERK: LIBRARY ASSISTANT REF:  07/361/SA

SALARY
:
R58 290 – R67 668 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
State Attorney, Pretoria

REQUIREMENTS
:
Grade 12 or equivalent qualification: Three years administrative experience. Skills and Competencies: Computer literacy (MS Office); Excellent communication skills (written and verbal); Interpersonal skills; Ability to work independently.

DUTIES
:
Control publications, Library accounts, Jutastat, Journals and other serial publications and organization of the Library. Assist as relief officer in switchboard and fax room; Ensure good documentation administration (receiving and filing of Tax invoices, accounts, statements and quotations).

ENQUIRIES
:
Lydia Mautla or Myrna Thomas ( (012) 309 1506

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 33/57
:
SENIOR ADMINISTRATION CLERK: DEBT COLLECTION REF: 07/362/SA

SALARY
:
R58 290 – R67 668 per annum. The successful candidate will be required to sign a performance agreement.

CENTRE
:
State Attorney, Pretoria

REQUIREMENTS
:
Diploma in Paralegal Studies or Grade 12 or equivalent qualification; Two years’ general office administration experience; Debt collection and paralegal experience; Skills and Competencies: Computer literacy (MS Office); Excellent communication skills (written and verbal); Interpersonal skills;  Sound administrative, organizational and planning abilities.

DUTIES
:
Drafting and typing of pleadings and processes (such as Summons, Warrant of execution, Judgement etc.); Filing, photocopying and faxing of documents; Negotiate payments with debtors, placing of advertisements in the newspaper; Attend to telephone enquiries from client departments, debtors, etc; Consult with clients and debtors and negotiate payment with them; Provide legal advise to client departments; Calculation of payment and interest towards settlement of debt.

ENQUIRIES
:
L Mautla ( (012) 309 1506 C Malgas  ( (012) 309 1604

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
ANNEXURE G
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 Employ​ment 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. Enquiries: Tel (011) 306 5202.

CLOSING DATE
:
26 August 2007
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 identifi​cation 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 compe​tency 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 33/58
:
SENIOR DEEDS CONTROLLER (2 POST) (REFERENCE: S8/3/2007/888)

SALARY
:
R68 955 per annum

CENTRE
:
Office Of The Registrar Of Deeds: Pietermaritzburg

REQUIREMENTS
:
Grade 12 certificate *Basic computer literacy *Good reading, writing and verbal communication skills *Ability to work under pressure *Knowledge of the deeds registration procedures and information systems *Experience in working in the registration and information section of a Deeds Registry.

DUTIES
:
Receive deeds lodged by clients *Prepare deeds for execution *Delivery of Deeds and documents *Numbering, sealing of deeds and documents *Keeping of registration statistics *Scan lodgement covers *Furnish deeds registration information to clients *Final check deeds and documents *Perform duties in the interdict section of the office *Further duties assigned by the Registrar.

CLOSING DATE

:
2 September 2007

NOTE
:
African males are encouraged to apply.

POST 33/59
:
DEEDS CONTROLLER (REFERENCE: S8/3/2007/889)
SALARY
:
R49 665 per annum
CENTRE
:
Office Of The Registrar Of Deeds: Pietermaritzburg

REQUIREMENTS
:
Grade 12 certificate *Excellent communication skills (verbal and written). Basic computer skills and the ability to work under pressure.

DUTIES
:
The successful candidate will be responsible for administration functions in a Deeds Registry, such as: Receive deeds lodged by clients, prepare deeds for execution, register deeds and note transfer, bonds and other endorsements in prescribed registers *Furnish information regarding deeds and deeds registration, further duties/functions pertaining to the registration section, scanning deeds.

CLOSING DATE

:
2 September 2007
NOTE
:
African males are encouraged to apply.

POST 33/60
:
SENIOR / PERSONNEL OFFICER (VARIOUS) (REF: S8/3/2007/885)
Directorate: Human Resource Management
SALARY
:
(A) R49 665 per annum (Level 3) ( 2 Posts ) Employee Benefits/Persal (B) R58 290 per annum (Level 4) Employee Benefits (C) R68 955 per annum (Level 5) ( 2 Posts ) Performance/Persal Management (D) R85 362 per annum (Level 6) 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.

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

ANNEXURE H
NATIONAL PROSECUTING AUTHORITY

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

CLOSING DATE
:
31 August 2007, Applications will not be accepted after the closing date.

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

OTHER POST

POST 33/61
:
SENIOR FINANCE OFFICER: PAYMENTS
SALARY
:
R132 054 per annum plus medical aid, housing subsidy and pensions

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate Bachelors degree/diploma in Financial Management plus 2 -3 years experience in Financial Management or Matric with 3 – 5 years experience in Financial Management. Computer Literacy: MS Word, Excel and PowerPoint. Client Service Management. Excellent supervisory skills. Good verbal and Written communication skills. Ability to think creatively. Knowledge of PFMA, Treasury Regulations and other relevant prescripts. Knowledge of PERSAL, BAS and LOGIS systems. Manage clearing of suspense accounts. Processing of Creditors payments and Subsistence and Travel. Performance of Creditors’ Reconciliations 

DUTIES
:
Provide weekly and monthly reports to the Finance Manager. Manage and authorise all creditors payments on BAS. Process Subsistence and Travel Advances and Claims. Perform monthly creditors’ reconciliations. Manage clearing of suspense accounts. Provide support to the auditors and implement audit recommendations. Manage performance of subordinates according to the Performance Management and Development System. 

ENQUIRIES
:
Benedicta Mogaladi 012 845 6012 Recruit0786@npa.gov.za Fax no: 012 843 4022 Ref no Recruit0786 

ANNEXURE I
NATIONAL TREASURY

APPLICATIONS
:
National Treasury, Private Bag X115, Pretoria, 0001 or e-mail to recruit.oag@treasury.gov.za.  Applications can also be faxed to (012) 315 5557

FOR ATTENTION
:
Mr RP Mabusela

CLOSING DATE
:
27 August 2007 (at 12:00)

NOTE
:
Qualification and SA citizenship checks will be conducted on all short-listed candidates. Where applicable, successful candidates will be subjected to additional checks. It is the applicant’s responsibility to have foreign qualifications evaluated by the South African Qualifications Authority (SAQA).

MANAGEMENT ECHELON

POST 33/62
:
DIRECTOR: RISK MANAGEMENT REF S123/2007
Division: Office of the Accountant-General

SALARY
:
R502 725 per annum (All-inclusive)

CENTRE
:
Pretoria

REQUIREMENTS
:
A degree or diploma in Risk Management / Internal Auditing / Auditing / Finance / Economics / Public Management / Business Management, preferably at postgraduate level ● At least 3 years’ experience in ERM consultancy, or as a corporate ERM support specialist, auditing, accounting, public finance, public management, strategic or operational management ● In the absence of experience in ERM, candidates with sound knowledge and exposure to Public Sector operations will be considered ● Experience in developing norms, standards and implementation guidelines ● Proven liaison skills at different levels of management ● Advanced computer literacy ● Proven skills in research methodologies, report writing and delivering presentations to top management ● Strong project management skills

DUTIES
:
Develop guidelines on ERM implementation in line with local and international best practices ● Proactively advocate the ERM discipline together with the ERM framework, and provide support and guidance for implementation within public sector institutions ● Identify capacity constrains within Public Sector Institutions in respect of ERM, and develop and execute specific interventions to address such constrains ● Develop and execute specific strategies for monitoring, evaluating and enforcing ERM ● Participate in various governance structures, particularly, Risk Management Committees, Audit Committees and Fraud Prevention Committees within public sector institutions ● Assess the quality of ERM implementation and provide timely and concise reports to various stakeholders ● Provide inputs for policy reforms, including development of norms and standards for ERM

OTHER POSTS

POST 33/63
:
SENIOR FINANCIAL ANALYST: RISK MANAGEMENT REF S124/2007 

Division: Office of The Accountant-General

SALARY
:
R369 000 per annum (All-inclusive)

CENTRE
:
Pretoria

REQUIREMENTS
: 
A Bachelor’s degree or a 3–years’ diploma in Risk Management / Internal Auditing / Finance / Public Management / Business Management ● At least 2 years’ experience in ERM consultancy, or as a corporate ERM support specialist ● Strong project management skills ● Proven ability to liaise effectively at different levels ● Advanced computer literacy ● Proven skills in research methodologies, report writing and delivering presentations to top management

DUTIES
:
Raise awareness of ERM through workshops and road shows ● Built institutional ERM capacity by identifying deficiencies and providing focused training and development ● Assist Public Sector institutions with implementing ERM in accordance with relevant norms, standards and guidelines ● Facilitate workshops to assist management of public sector institutions with identifying, evaluating, and prioritising risk associated with their business objectives ● Assist  management of Public Sector  Institutions in developing appropriate strategies for mitigating key risks, including minimising fraud ● Assist with monitoring and ongoing evaluation of the effectiveness of risk management strategies implemented by public sector institutions ● Assist management of Public Sector institutions with maintaining updated risk registers and risk management strategies

ANNEXURE J
OFFICE OF THE PUBLIC SERVICE COMMISSION

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

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

FOR ATTENTION
:
Ms A Steenkamp

CLOSING DATE
:
14 September 2007

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

OTHER POST

POST 33/64
:
DEPUTY DIRECTOR: FREE STATE REGIONAL OFFICE
SALARY
:
R311 358 per annum (This remuneration package consist of a basic salary, the State’s contribution to the Government Employees Pension Fund and a flexible portion that may be structured in terms of applicable rules. The flexible portion can be structured for a 13th cheque, home owner allowance and medical aid).

CENTRE
:
Free State Regional Office

REQUIREMENTS
:
A relevant recognised three-year degree/diploma or equivalent qualification. Verifiable above average service delivery record. Sound understanding and commitment to the public service and transformation challenges. Creative, self-motivated, results and project –oriented. Assertive, professional and trustworthy. Effective problem-solving and analytical skills at both strategic and operational level. Effective administrative, organisational, multi-tasking and research skills. Effective written and verbal communication skills at all levels. Developed working PC skills in MS Office, especially Word, Excel, PowerPoint and Outlook. Ability to work under sustained pressure and deliver satisfactory results. Ability to lead, empower and develop junior staff. Prepared to travel extensively.

DUTIES
:
Key Performance Areas: Assist in articulating the PSC programmes in the province. Assist in setting up and maintaining a provincial monitoring and evaluation systems. Handle the monitoring and investigation function in matters pertaining to labour relations, service delivery, policy and legislation in the province. Handle provincial administration grievances. Assist in ensuring mission effectiveness and operational level of efficiency  in resources management (including Human and Physical Resources) of the Regional Office. Ensure a balance and holistic approach/efforts in managing his/her function. Proactively build sound relationships with key stakeholders.

ENQUIRIES 
:
Ms S Santho Tel 0514488696.

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

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

MANAGEMENT ECHELON

POST 33/65
:
SENIOR MANAGER: HUMAN RESOURCE MANAGEMENT SYSTEMS


Branch Systems and Capacity Building

SALARY
:
An all-inclusive remuneration package of R502 725 per annum. The package includes a basic salary (60% of package), State’s contribution to the Government Employee Pension Fund (15% of basic salary) and a flexible portion that may be structured in terms of the applicable guidelines.

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate three-year degree or equivalent qualification in Humanities, Political Science, etc and extensive experience in Human Resource, Labour Relations matters and Management functions.  Extensive knowledge and understanding of local government is a prerequisite. Programme and project mmanagement skills, policy development and analysis, knowledge of management principles, methodologies and techniques and analytical and problem-solving skills are required. Also of importance are communication and negotiation skills, client orientation and customer focus, people management and empowerment, change management and analytical skills.

DUTIES
:
The successful candidate will be required to: Develop and manage the implementation of human resource policies and legislative framework to enhance local government administration, Develop policies and guidelines on employment practices and career management for municipal managers and municipal employees, Provide advice on the implementation of recruitment and selection and other employment practices, competency modelling/ profiling, human resource planning, affirmative action and performance management.  Represent the Department in the fora responsible for establishing a single public service and co-ordinate the development of Local Government Employment Regulations. Rationalise and regulate all career incidents, performance management, etc for local government, Develop, manage and co-ordinate the development of policy framework that governs the remuneration and conditions of service of municipal managers and officials.  Undertake research, conduct salary surveys and advice Minister on appropriate remuneration strategies for local government.  Provide advice and support to political office bearers, municipalities and South African Local Government Association (SALGA) on appropriate conditions of service. Render advise on the alignment of municipal salaries with the broader public service.  Provide leadership and support to municipalities, SALGA and the SALGBC on labour relations matters. Identify DPLG specific issues flowing from the SALGBC and recommend appropriate solutions. Assume responsibility for the efficient and effective management of the Directorate, including the effective utilisation and development of staff, maintenance of discipline, promotion of sound labour relations and employment equity, financial management etc.  Undertake planning and facilitate transversal human resource management initiatives and manage the achievement of output targets pertaining to work employment practices and career management, remuneration and conditions of service and negotiations and labour relations, as identified in the business plan of the Directorate.

ENQUIRIES
:
Mr M Peter, Tel: (012) 334-4919
CLOSING DATE
:
3 September 2007

POST 33/66
:
SENIOR MANAGER: DEMAND AND MANAGEMENT ACCOUNTING


Office of the Chief Financial Officer

SALARY
:
An all-inclusive remuneration package of R502 725 per annum. The package includes a basic salary (60% of package), State’s contribution to the Government Employee Pension Fund (15% of basic salary) and a flexible portion that may be structured in terms of the applicable guidelines.

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate three-year degree or equivalent qualification plus extensive experience in a financial/ development/ government/ business environment, which must have been at management level. Experience in and knowledge of the PFMA and Treasury Regulations as well as a proven ability to introduce financial management control and reporting systems, cash flow management and analysis and preparation of departmental budget inputs. Good communication and negotiation skills, client orientation and customer focus, interpersonal, change management and analytical skills. Computer literacy is a further requirement.

DUTIES
:
The successful candidate will be required to: Determine whether the objectives, programmes and projects of the Department are clearly defined and measurable. Co-ordinate and plan the departmental budget processes. Preparation of management reports and cash flow analysis Design and implement best practice expenditure models for the Department Analyse all expenditure and compile the required monthly and quarterly expenditure reports for National Treasury and departmental management Monitor compliance with the PFMA, Treasury Regulations and other related prescripts 

ENQUIRIES
:
Mr M Sigaba, Tel: (012) 334-0683

CLOSING DATE
:
3 September 2007

OTHER POSTS

POST 33/67
:
CHIEF NETWORK CONTROLLER


(Directorate: Information Technology and Customer Relations)
SALARY
:
R196 815 per annum

CENTRE
:
Head Office: Pretoria 

REQUIREMENTS
:
A relevant, recognized Bachelor’s degree/diploma in ICT, coupled with training/courses on network and desktop technologies such as MCSE, CNE, CCNA, CCNP, etc. ( Extensive experience in network and desktop support  management ( Advanced skills and a thorough knowledge in the following areas: * network, server and desktop operating systems and configuration (Novell, Microsoft, 3Comm and/or OSS) and related hardware and software * LAN & WAN (routers and switches primarily on 3Comm equipments, cabling and other communications technologies) * ICT security (policy development, best practices, frameworks and implementation) ( Exposure to ICT BCP and DRP ( Project management  ( Planning and organising skills ( Strong ICT background ( Supervisory skills ( Good technical report writing skills ( Good interpersonal & communication skills

DUTIES
:
Administration of  ICT services in the Department ( Develop and maintain the ICT network infrastructure ( Provide specialist ICT support to users ( Carry out complex network and desktop trouble shooting ( Monitor network, co-ordinate installations, upgrades on the network and participate in evaluation of new products ( Direct supervision of subordinates and indirect supervision of vendors and service providers ( Ensure competency of subordinates through training ( Supervise and assign personnel to projects, direct and co-ordinate their work ( Give inputs on information and communication technology policies ( Ensure that technical standards are observed and implemented 

ENQUIRIES
:
Mr RA Mosalla, Tel. number (012) 334 4976

CLOSING DATE
:
3 September 2007

POST 33/68
:
ADMINISTRATIVE OFFICER


Directorate: Integrated Geographic Information Management Systems

SALARY
:
R106 335 per annum

CENTRE
:
Pretoria

REQUIREMENTS 
:
Applicants must be in possession of a recognised three-year tertiary qualification (or equivalent) and good knowledge of general office administration, workflow management and client service. He/She should be proactive, effective and self confident and able to work in a diverse team. Excellent verbal and writing skills and competency in Microsoft word and Excel are essential.

DUTIES
:
The successful candidate will be required to: Ensure that bookings for travel and accommodation are done for the staff and appointed consultants assigned to projects within the Directorate. Filing and archiving to be executed daily and managed via a management schedule. Ensure that IGIMS stationary and consumables are available and accessible to staff. Arrange and attend meetings. Co-ordinate inputs/comments on circulars. Writing minutes is on request of the supervisor.

ENQUIRIES
:
Mr P Pillay Tel (012 334 4997
CLOSING DATE
:
7 September 2007

ANNEXURE L
DEPARTMENT OF PUBLIC WORKS

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

24 August 2007
NOTE
:
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 33/69
:
DEPUTY DIRECTOR ADVOCACY AND SUPPORT ORGANISATIONAL DEVELOPMENT REF 2007/735



To provide support to the Director Organisational Development and assist in the implementation of the directorate’s strategy on Employee Health and Wellness with special emphasis on HIV and AIDS Advocacy and Support

SALARY
:
All inclusive salary package of R369 000 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A tertiary qualification in Social/Behavioural Sciences registration with Social Worker’s Council or SACSSP. Membership with EAPA will be an added advantage. Extensive experience related to management, special programmes and counselling. Knowledge of relevant HIV and AIDS related legislations, policies and regulations. Knowledge of the National Strategic Plan for RSA on HIV /AIDS and STIs and Integrated Employee Health and Wellness Framework, Structure and functioning of the Department. Employment Equity Plan of the Department, Public Services Acts & regulations, Employment Equity Act, Basic Conditions of Employment Act and PFMA. The candidate must have the following skills: Advanced report writing, Presentation, Change/Diversity management, Counselling Skills, Confidentiality and code of Ethics, Negotiation and Motivational and Good networking skills. Candidate must have a valid driver’s licence and willing to travel extensively. 

DUTIES
:
The effective implementation of the National Strategic Plan on HIV and AIDS and STIs. Effective design and implementation of programmes for HIV and AIDS advocacy and support. The facilitation of human rights and access to justice programmes. Conducting of research, monitoring and evaluation on the impact of HIV and AIDS management programmes. Effective management of the advocacy and support sub-directorate. Member of Employment Equity Committee. Liaise with government sector, internal stakeholders and NGO’s.

ENQUIRIES
:
Ms M Jonas, Tel (012) 337 2531

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 33/70
:
DEPUTY DIRECTOR: KEY ACCOUNT MANAGER: DEFENCE PORTFOLIO REF 2007/740
SALARY
:
All inclusive salary of R369 000 per annum

REQUIREMENTS
:
A recognised tertiary qualification preferably in the Property, Management, Administrative, Commerce or Construction fields and relevant experience.  Strong supervisory abilities with an emphasis on service level management, strategic planning and programme management skills.  Sound budgeting and financial management skills.  An understanding of various facets of the property industry is essential. Good verbal and written communication skills. A valid driver’s licence.

DUTIES
:
Assist with the compilation, operation and execution of annual business plans for the directorate.  The incumbent will serve as a contact point between Public Works and assigned client Departments to ensure a one-stop service centre in the provision of accommodation.  Render support on strategic initiatives and trouble-shoot on deliverables.  Advise, interact and source information from the clients, service providers and Regional Offices.  Ensure correct registration, alignment and motoring of capital, maintenance and leasing projects.  Facilitate and co-ordinate regular forums with clients.  Ensure prioritised and financial alignment of the capital works and leasing implementation programmes in liaison with the clients. Analyse the programme management schedules and propose inventions to meet expenditure levels.  Render assistance to assign client departments to appropriately formulate asset management plans.  Ensure efficient turn-around times on strategic initiatives, projects and assignments in line with customer care principles.  Ensure efficient management of the directorate and its personnel.  The post will also require official traveling and the successful candidate must be willing to travel as and when required.

ENQUIRIES
:
Ms K Nadasen, Tel No (012) 337 2448

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 33/71
:
CONTROL INDUSTRIAL TECHNICIAN QUANTITY SURVEYOR: PROFESSIONAL SERVICES REF 2007/734
SALARY
:
R196 815.00 per annum 

CENTRE
:
Port Elizabeth Regional Office

REQUIREMENTS
:
National Diploma in Building Surveying with a relevant years relevant post qualification experience. Good working knowledge and understanding of the Building Design and Construction process, Applicable Legislation, Standard System of Measuring building works, Norms and Standards, the Occupational Health and Safety Act and the applicable general Building Regulations. Computer literacy (QS Measuring programe (WinQS and MS Office). Ability to work with Consultants, and Professional Staff at all the various levels. A valid driver’s licence. 

Duties
:
Provide a professional support to Quantity Surveyors, Architects, Engineers and Project Managers in the Professional Services Section. Visit sites, do on site measurements, prepare estimates, advise on QS matters prepare reports, and material schedules as well as OHS and environmental requirements. Evaluate designs from Consultants and identify non compliance.  Prepare regular progress and snag reports. Consult with all relevant stakeholders and assist professional staff with project and task presentations. Foster good relations with Clients and practice a culture of good service delivery.
ENQUIRIES
:
Mr E.F Oosthuizen, Tel. (041) 408 2045

APPLICATIONS
:
The Regional Manager, Department of Public Works, Private Bag X 3913 , North End, Port Elizabeth. 6056

FOR ATTENTION
:
Ms F Clark 

POST 33/72
:
CHIEF WORKS MANAGER (ELECTRICAL) X2 FACILITIES MANAGEMENT (WORKS) Ref 2007/733

SALARY
:
R157 686 per annum 

CENTRE
:
Cape Town Regional Office 

REQUIREMENTS 
:
An Appropriate Bachelor’ s Degree/ National Diploma  or related qualification in e electrical field, coupled with at least 2 to 5 years experience in technical field or an appropriate N3 plus Trade and 2 to 5 years technical experience. Having experience in generator systems, UPS systems, switch generators, transformers, substations and minibus, etc. be able to apply knowledge of the PFMA, OHSA SCM, PPPFA, National Building Regulations and Building standards, ECA AND ECSA. a valid driver’s licence. Willing to travel. Computer literacy. Ability to work under pressure. project management and contract management skills will be an added advantage. Good verbal and written communication skills.

DUTIES
:
Assist Control Works Manager with the management of Electrical engineering maintenance and construction projects. Attend to planned and unplanned maintenance request from the clients. Prepares maintenance plans for generator sets, switch gears, UPS systems, transformers, sub stations, mini subs, electrical fences, other electrical work.  Compile scope of work, prepare estimates and technical reports.  Inspect and report on leased buildings, optimum use of electrical resources and installation. Inspect electricity meter readings; ensure that state buildings and leased building do have certificates of compliance.  Ensure that properties, building and machinery comply with OHSA and building regulations.  Prepare a submission of progress reports and verify invoices.

ENQUIRIES
:
Mr OR Lamb, Tel (021) 402 2211
APPLICATIONS
:
The Regional Manager, Department of Public Works, Private Bag X9027, Cape Town 8000

FOR ATTENTION
:
Mr S Ngaziwa

POST 33/73
:
SENIOR ADMIN OFFICER: PROPERTY PAYMENTS REF 2007/736
SALARY
:
R132 054 per annum

CENTRE
:
Bloemfontein Regional Office

REQUIREMENTS
:
An appropriate Bachelors degree / National Diploma or equivalent qualification, preferably in Finance and Accounting. Demonstrate commitment through high sense of urgency and willingness to work extra hours. Appropriate experience in property payments and strong knowledge of PMIS. Knowledge and understanding of the PFMA and other property-related legislation. Good communication skills both written and verbal. Strong inter-personal skills, analytical and budgeting skills.  Computer literacy in MS Word and Excel. Valid driver’s license is essential. Appropriate experience in property industry.

DUTIES
:
To supervise effectively and efficiently processes leading to monthly payments. Responsible for expenditure on properties through payment of municipal services as well as rates and taxes. Ensure sound property expenditure management system including minimization of accounts payable to avoid fruitless, irregular and unauthorized expenditure. Assist in providing solutions to queries relating to non-payments of municipal accounts. Compile reconciliation of accounts in arrears in order to clear accounts. Supervise staff and manage their performance according to the PDMS. Compilation of monthly reports. Assist in preparation of reports to senior management.

ENQUIRIES
:
T Manamela, Tel. (051) 400 8840

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 33/74
:
SECRETARY TO DIRECTOR STATUTORY COMPLIANCE Ref 2007/737

SALARY
:
R106 335 per annum

CENTRE
:
Head Office (Pretoria)

REQUIREMENTS
:
A Senior Certificate or equivalent qualification. Relevant experience excellent verbal and written communication skills. Strong coordinating skills. Good report writing skills. Good general office management skills. Willingness to work outside normal working hours. Strong sense of professionalism. Ability to deal with internal and external stakeholders. Proficient in the use of Word, Excel and PowerPoint. The following will serve as added advantage. Knowledge of LOGIS, BAS as well as Touch-typing skills; secretarial courses completed at recognized educational institutions. Short listed candidates may be required to undergo a series of competency tests. 

DUTIES
:
Ensure the smooth functioning of the Director’s office. Set up and manage system to co-ordinate the flow of correspondence. Track and follow up issues on behalf of the Director and his/ her Managers. Ensure proper preparations of documentation. Ensure that the administrative matters in the office of the Director are dealt with. Manage the Director’s diary. Take, compile and edit minutes and reports. Making travel and catering arrangements. Manage the Director’s fax, telephone and record-keeping systems.

ENQUIRIES
:
Ms G Komane, Tel (012) 337 2156

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 33/75
:
ADMINISTRATIVE OFFICER: ACQUISITIONS AND LEASING Ref 2007/731

SALARY
:
R106 335 per annum

CENTRE
:
Nelspruit Regional Office 

REQUIREMENTS
:
An appropriate 3 year property related degree/ diploma or senior certificate with relevant experience in property field. Knowledge and understanding of government procurement procedures and regulations (SCM and PPPFA). understanding of derivatives forms of acquisitions of property. Knowledge of PFMA, Treasury Regulations and OHSA. Knowledge of contracts and administration of leases. Understanding of property market and its trends. Strong negotiations skills. Computer literate. Valid drivers license. Ability to work in a team. Assist with management of client’s portfolio of leases. 

DUTIES
:
Procure leased properties to be utilized by Client Department (Offices, Land and official housing). Procure fixed property or rights in fixed property. Keep track of property market and its trends. View tendered or identified properties.  Draft lease agreements, submissions and other documents resulting from negotiations. Negotiate with property owners for acquisitions of leased buildings.  Advice clients on issues relating to property acquisitions. Follow up with the relevant parties on conveyance process on the acquisitions of property. Assist in preparation of reports and submissions to top management and to all relevant stakeholders.  Assist with any other general duties related to the property field to be assigned by your supervisor.

ENQUIRIES
:
Ms JT Masuku, 013 753 6300 ext 2147

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

FOR ATTENTION
:
Mr J Madonsela

POST 33/76
:
ADMINISTRATION OFFICER SECURITY MANAGEGEMENT: PROPERTY MANAGEMENT REF 2007/732

SALARY
:
R106 335. per annum

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

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

ENQUIRIES
:
Mr E Tonono, Tel (041) 408 2099/2100

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

FOR ATTENTION
:
Mrs. F Clark

POST 33/77
:
ASSISTANT ADMIN OFFICER FACILITIES MANAGEMENT Ref 2007/718

SALARY
:
R85 335 per annum 

CENTRE
:
Cape Town Regional Office

Requirements
:
Applicants should be in possession of a Matric certificate with appropriate experience in office administration.  Excellent communication skills, both (verbal and written).  Computer literacy (Microsoft office Packages).  Excellent typing skills and good telephone etiquette.

Duties
:
manage and execute liaison functions in the office of the head of facilities management. Manage and maintain the office’s schedule of appointments. Mange and maintain the office’s meetings (arrange venue, agenda and invite all relevant members also prepare refreshments which will be served during the meeting). Manage incoming and outgoing mail correspondence in the office of the head. (Open registers for incoming and outgoing mail). Perform general secretary duties (taking minutes during meetings and also typing of minutes and supply the minutes to members). Complete various financial forms for payments of service providers. Monitor payments register for all sectional service providers. Monitor leaves register of the section. Assist the Deputy Director: Facilities management in a wide variety of tasks to increase the capacity of effectiveness in executing responsibilities. Handling tasks daily to supplements the facilities Management tasks.

ENQUIRIES
:
Mr O Lamb, Tel:  (021) 402 2211

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

FOR Attention
:
Ms N Mtsulwana

POST 33/78
:
ASSISTANT ADMIN OFFICER (LOGIS) PROVISIONING AND LOGISTICS (ASSET MANAGEMENT) Ref 2007/730

SALARY
:
R85 362 per annum 

CENTRE
:
Cape Town Regional Office

Requirements
:
A Senior Certificate with relevant experience. Computer literacy (MS Word, Excel, Power Point, etc.) Knowledge of computerised asset register, BAS, LOGIS, Supply Chain Management will be advantageous. Code EB drivers Licence

Duties
:
Assist in the development of departmental asset register. Assist in the Management of donations / gifts. Assist in the monitoring of asset policies. Assist in the disposal of asset and write-off. Assist in the verification of asset and marking thereof. Assist in the investigation of losses and report to the Loss Control Officer

ENQUIRIES
:
Ms N Poswa, Tel (021) 402 2198

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

FOR Attention
:
Ms N Mtsulwana

POST 33/79
:
DEEDS AND RIGHTS RESEARCHERS 12 MONTHS RENEWABLE CONTRACTS



Portfolio Performance & Monitoring (Asset Management Branch Ref 2007/739



DPW is the custodian of more than 36 000 land parcels, with more than 100 000 improvements thereon, country-wide.  DPW has recognised the need to upgrade and enhance its immovable asset register.  It requires responsible and motivated graduates to assist in the gathering and verification of property data and certain real rights. Appointees that perform well will be considered for permanent employment.

SALARY
:
R58 290 per annum
CENTRES
:
Durban Regional Office
REQUIREMENTS
:
Recognized University /Technikon qualification in law, town planning or land surveying. Exposure to conveyancing practices would be an advantage. Ability to comprehend and interpret title deeds and related legal documentation, SG diagrams and other cadastral information. Analytical and research skills. Keen interest in immovable property. Basic MS Office computer literacy. 

DUTIES
:
Research property information in Deeds Office, Surveyor-General's Office and the Department (property descriptions, location, ownership, title conditions & encumbrances, etc). Compile reports on research. Provide information and assistance to data gatherers. Capture accurate property information in the asset register

ENQUIRES
:
Ms NE Kunene, Tel (031) 314 7060

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

NOTE
:
These posts are for Legal and Built Environment Graduates 

POST 33/80
:
IMMOVABLE ASSET DATA COLLECTORS (4 POSTS) 12 MONTHS RENEWABLE CONTRACTS



Portfolio Performance & Monitoring (Asset Management Branch) Ref 2007/738



DPW is the custodian of more than 36 000 land parcels, with more than 100 000 improvements thereon, country-wide.  DPW has recognised the need to upgrade and enhance its immovable asset register.  It requires responsible and motivated graduates to assist in the gathering and verification of property data and certain real rights. Appointees that perform well will be considered for permanent employment.

SALARY
:
R58 290 per annum

CENTRE
:
Durban Regional Office
REQUIREMENTS
:
Recognized University /Technikon qualification in law, property management, town planning, land surveying and engineering (built environment). Ability to comprehend and interpret title deeds and related legal documentation, SG diagrams and other cadastral information. Keen interest in immovable property. Willingness to travel extensively. Valid driver’s license (code B minimum). Good communication skills. Basic MS Office computer literacy.

DUTIES
:
Gather and verify property information by undertaking physical inspections (geographical location, extent of improvements, current usage, neighbouring land uses, servitudes, access to property, etc). Liaise with Local Authorities, users of State land and neighbouring landowners or occupants to verify property data. Compile reports on site visits. Capture accurate property information in the asset register.

ENQUIRES
:
Ms NE Kunene, Tel (031) 314 7060
APPLICATIONS
:
The Director General, Department of Public Works, Private Bag X54315, Durban, 4000
FOR ATTENTION
:
Mr BE Mbatha
NOTE
:
These posts are for Legal and Built Environment Graduates.

ANNEXURE M
DEPARTMENT OF SOCIAL DEVELOPMENT

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

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
:
27 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 33/81
:
CHIEF DIRECTOR: FAMILIES, VEP AND SOCIAL CRIME PREVENTION


Branch: Integrated Development

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 BA degree in Social Sciences or equivalent qualification PLUS sufficient senior management experience in the field of Families, VEP and Social Crime Prevention and related field. Knowledge and understanding of human behaviour and social system. Broad knowledge of relevant legislation and policies pertaining to Families, VEP and Social Crime Prevention. 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, facilitate and manage the implementation of the Families, Victim Empowerment and Social Crime Prevention policies. Ensure the Department's provision of statutory services to children in conflict with the law. Manage the development and implementation of practice guideline, norms and standards. Ensure monitoring, quality assurance and evaluation of programmes and services. Participate in the Justice Crime Peace and Security cluster. Participate in the Justice Crime Peace and Security cluster. Manage the coordination and reporting on Justice Crime Peace and Security cluster related issues. Manage and ensure coordination of stakeholders.

ENQUIRIES

Ms V Nhlapo Tel: (012) 312-7662

POST 33/82
:
DIRECTOR: FAMILIES


Chief Directorate: Families, VEP and Social Crime Prevention

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 BA degree in Social Sciences or equivalent qualification PLUS sufficient management experience in the field of Families and related field.  Registration with appropriate Professional Council. Knowledge and understanding of human behaviour, moral regeneration and social system. Broad knowledge of relevant legislation and policies pertaining to Families. 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. Counselling 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, facilitate, monitor and evaluate the implementation of policies to support, empower, protect and care for functional as well as dysfunctional families and also for women. Facilitate the implementation and ensure monitoring and evaluation of policy on families by all role players. Develop and facilitate implementation of strategic plans on Families in line with the Departmental objectives. Manage and control financial and Human resources for the Directorate: Families. Develop and facilitate implementation of minimum standards to guide service delivery. Develop, monitor and evaluate the implementation of moral regeneration strategy specific to Social Development. Coordinate research on families.

ENQUIRIES
:
Dr M Mabetoa Tel: (012) 312-7546

POST 33/83
:
DIRECTOR: SYSTEMS DEVELOPMENT


Chief Directorate: Chief Information Officer

SALARY
:
R502 725 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 recognised Bachelors degree in Computer Sciences / Information Technology or equivalent qualification PLUS sufficient management experience in Computer Programming and Systems Development. Knowledge and experience in Enterprise Architecture Development. Knowledge and understanding of the public service legislative framework. Expertise in all areas of systems development life cycles, deployment and maintenance of business applications. Knowledge of SITA Act and regulations. 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 skill. Project management skills. Presentation skills. Financial Management skills. Research skills. Facilitation skills. Policy and implementation skills. Client orientation and customer focus 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: Analyse and model the business of the DSD for the development of an IT system. Manage the SDLC methodologies and framework. Ensure development of an ICT Governance Model, architecture, policies and standards. Develop quality assurance and compliance model. Develop and manage a Master Information Systems Plan and Systems Development Strategy. Manage programme office.

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

POST 33/84
:
DIRECTOR: RETIREMENT REFORM


Chief Directorate: Social Insurance

SALARY
:
R502 725 – R541 284 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 recognised Bachelors Degree or equivalent qualification PLUS credible management experience in the social security field.  A post-graduate qualification will be an added advantage.  Knowledge of the retirement industry.  Knowledge of economics and public finance.  Knowledge of the labour market provision in terms of retirement benefits. Knowledge of actuarial science. Competencies needed: Analytical and research skills.  Economic modelling skills.  Policy development and implementation skills.  Monitoring and evaluation skills.  Facilitation skills.  Financial management skills.  Project management skills.  Communication (written, verbal and liaison) skills.  People management and empowerment skills.  Client orientation and customer focus skills.  Computer literate in MS Office Suite. Attributes: Personal drive.  Self-motivation.  Ability to work with a team.

DUTIES
:
Key Responsibilities: Assess and undertake research in the area of retirement provisions in respect of legislation, coverage, benefits and institutional arrangements and performance.  Develop sustainable retirement provision policies, inclusive of death, disability and survivors benefits. Co-operate with governmental departments to develop and implement retirement provisions to mitigate the impact of vulnerability as a result of old age, disability and death. Monitor, review and evaluate existing retirement systems, policies and strategies to ensure appropriate and optimal coverage during old age. Develop policy instruments, legislation, strategies and institutions for the implementation, monitoring and oversight of retirement.  Ensure and facilitate civil society stakeholder involvement in the development and implementation of social insurance schemes.

ENQUIRIES
:
Ms B Khunoane Tel: (012) 312-7800

POST 33/85
:
MANAGER: CHILDREN’S ACT


Branch: Integrated Development

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. 

CENTRE
:
Pretoria

REQUIREMENTS
:
An appropriate recognised BA degree in Social Work or equivalent qualification PLUS sufficient management experience in the field of policy and legislation development. Knowledge and experience in the field of child care and protection services. Registration with the South African Council for Social Service Professions. Knowledge and understanding of human behaviour and social system. Broad knowledge of relevant legislation and policies pertaining to child care services. Good understanding of the relevant public service legislative framework, such as the PFMA, Public Service Act and Regulations. Competencies needed: Project management skills. 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. Counselling skills. Strategic capability and leadership skills. Monitoring and evaluation 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 development of policy, legislation, norms and standards. Facilitate and manage the development of implementation plans of the Children’s Act by provinces and other stakeholders and conduct capacity building. Manage and facilitate the drafting of Regulations of the Children’s Act. Manage and facilitate the development of training and implementation guidelines to provide training and capacity building to social workers and other professionals to implement the Children’s Act. Manage and facilitate the development of a monitoring and evaluation framework / indicators, as well as Development Quality Assurance (DQA) mechanism to implement Children’s Act. Manage and facilitate the development of a national policy framework for the Children’s Act.  Provide advice and guidance to the issues pertaining to legislation monitoring and evaluation of norms and standards.

ENQUIRIES
:
Dr M Mabetoa Tel: (012) 312-7546

OTHER POST

POST 33/86
:
ASSISTANT APPOINTMENTS AND ADMINISTRATIVE SECRETARY


Office of the Minister

SALARY
:
R157 686 p.a. The successful candidate will qualify for a monthly personal non-pensionable allowance of R3,110. and a single clothing grant of R3,415. that is a once-off payment.

CENTRE
:
Pretoria/Cape Town

REQUIREMENTS
:
A Senior or equivalent Certificate PLUS credible experience in the administrative field. Knowledge of the functioning of a Ministry. Knowledge of cabinet procedures and parliamentary affairs. Knowledge of provisioning and procurement prescripts. Willingness to travel.  Competencies needed: Communication (written and verbal) skills. Planning and organising skills.  Problem-solving skills. Diary management skills. Financial management skills. Interpersonal skills.  Computer literacy.

DUTIES
:
Key Responsibilities: Provide administrative support in terms of the Minister’s organisational responsibilities and manage the diary.  Obtain relevant documentation pertaining to various meetings.  Arrange the Minister’s travel and accompanied logistics.  Liaise with ministries, parliamentarians, government departments and stakeholders and draft letters as directed by the Minister.  Assist with personal matters of the Minister.  Assist in the administration of cabinet matters, correspondence, memoranda and submissions, i.e. referral and tracking thereof.  

ENQUIRIES
:
Mr V Mthintso Tel: (012) 312-7642

ANNEXURE N
STATISTICS SOUTH AFRICA

Stats SA endeavours to promote the careers of previously disadvantaged persons by applying the principles of appropriate legislation, e.g. Employment Equity Act, 1998

APPLICATIONS
:
Applications can be forwarded by ( Posting to: The Recruitment Practitioner, Stats SA, Private Bag X 44, Pretoria, 0001 or placing in the Application Boxes at the Andries and Vermeulen Street entrances at our Head Office.
CLOSING DATE
:
24 August 2007
OTHER POST

POST 33/87
:
PROCUREMENT OFFICER (SUPPLIER DATABASE)  (REF. NO. AUG / 08/ 031)


(One permanent position in Procurement section

SALARY
:
R106 335 per annum
CENTRE
:
Head Office, Pretoria)

REQUIREMENTS
:
Prerequisites: A three year tertiary qualification in Procurement, Supply Chain Management or related field ( Experience in public sector procurement ( Working knowledge of the following legislation: PFMA, PPPFA, SCM and other applicable legislation (  Computer literacy in MS Office  ( Knowledge of Logis and BAS will be an added advantage ( Key Performance Areas: Perform procurement related duties including buying, ordering, transit, stores, supplier database ( Provide procurement support to all divisions( Advise users on correct procurement procedures ( Liaise with suppliers on all procurement related matters ( Ensure proper record keeping Person Profile: This position will suit a person that is reliable; possess good record keeping and verbal communication skills ( Ability to deal with pressure and deal with people at all levels of the organisation ( Willingness to work overtime when so required

ENQUIRY
:
Nico Jones on (012) 310 4880

ANNEXURE O
THE PRESIDENCY

APPLICATIONS
:
The Presidency, Private Bag x 1000, Pretoria, 0001.

NOTE
:
Applications must be submitted on form Z83 and should be   accompanied by certified copies of qualifications as well as a comprehensive CV in order to be considered, marked to the attention of Ms K Mashifane, tel 012 300 5592 or hand deliver to Union Building, Government Avenue, East Wing Entrance

OTHER POSTS

POST 33/88
:
DEPUTY DIRECTOR: PROTOCOL
SALARY
:
R311 358 inclusive salary package

REQUIREMENTS
:
An appropriate Bachelors Degree or equivalent; Extensive experience and understanding of Protocol and Ceremonial Services as well as International Relations; Computer literacy; Proficiency in a second International language, other than English would be a recommendation; knowledge and experience of PFMA. Good knowledge of government processes; valid drivers’ license Competencies Excellent planning, organisational, communication and Interpersonal skills; Negotiation and leadership skills; Diplomacy; Project management, Ability to attend to detail; Team player, capable of handling a wide range of tasks; Ability to work quickly, independently, under pressure and meet deadlines. Good People management skills. 

DUTIES
:
Ensure that all Protocol and Ceremonial matters are attended to with regard to the Political Principals, locally and abroad; Manage all Protocol functions; Project a positive image of the Principals and advise the Political Principal and public on protocol and ceremonial matters; Manage and co-ordinate all public appearances of the Political Principals; Accompany Principals on official visits, both locally and abroad. Manage budget and expenditure; supervise staff.

ENQUIRIES
:
Mr M Lerungoane: Tel. (012) 300 5569

CLOSING DATE
:
24 August 2007

POST 33/89
:
ASSISTANT DIRECTOR: PROTOCOL
SALARY
:
R157 686 per annum

REQUIREMENTS
:
An appropriate three year qualification. Knowledge and understanding of Protocol and Ceremonial matters as well as International Relations will be an added advantage. Computer literacy. Proficiency in a second international language other than English would be an advantage. A valid driver’s license. competencies: Excellent planning. Organisational. Communication, interpersonal, negotiation skills. Leadership skills. Diplomacy. Project Management. Ability to attend to detail. Team player capable of handling a wide range of tasks. Ability to work quickly, independently, under pressure and meet deadlines.

DUTIES
:
The appointee will ensure that all Protocol and Ceremonial matters are attended to with regard to the Political Principals, locally and abroad. He/ she will project a positive image of the Principal and advise the Political Principals and public on protocol and ceremonial matters. Support the Deputy Director in managing the Protocol function; Furthermore he/she will co-ordinate all public appearances of the Political Principals and accompany Principals on official visits, both locally and abroad. Supervise staff. 

ENQUIRIES
:
Mr M Lerungoane Tel (012) 300 5624 

CLOSING DATE
:
24 August 2007

POST 33/90
:
ADMIN OFFICER: PROTOCOL
SALARY
:
R106 335 per annum

REQUIREMENTS
:
An appropriate Diploma in Office Management or Secretarial and Senior Certificate. Good communication skills (both verbal and written) sound interpersonal skills and computer literacy. Good record management skills and be familiar with Information Documentation System (IDMS), sound organizational skills and good minute taking ability, Ability to work effectively and efficiently under pressure, and be a team player. Good understanding of Government operations. Computer literacy and a valid Driver’s license. 

DUTIES
:
Liaise with travel agents for travel arrangements, Support the Protocol and Ceremonial Services unit with administration, Update and maintain all guest lists (Database), Compile and send out invitations or notices of meetings, workshops, arrange catering, responsible for the letters of acknowledgements for general correspondence for officials within the unit of Protocol and Ceremonial Services, Update the table of precedence and the appointments of Ministers and Deputy Ministers.

ENQUIRIES
:
Ms R Sediba Tel. (012) 300 5569

CLOSING DATE
:
31 August 2007

POST 33/91
:
CHIEF ACCOUNTING CLERK (PAYMENT SECTION)
SALARY
:
R106 335. per annum

REQUIREMENTS
:
Tertiary qualification and/ or Grade 12 with at least four years experience in Government finance. Knowledge of Basic Accounting System (BAS) and accounting (processes and procedures). Skills and Competencies: Computer literacy (MS Word, Excel, Outlook); Good Communication skills (verbal & written); Ability to work under pressure; Good interpersonal and organisational skills.

DUTIES
:
Authorise payments, journals, telephone accounts and entities on BAS; Authorise Foreign and Telephonic payments on Safetynet; Verify entities on Safetynet; Ensure clearance of all exceptions for month- closure; Do weekly bank reconciliation; Requisition of funds from the Exchequer on Safetynet; Supervise immediate staff; Assist with Audit and supplier queries.

ENQUIRIES
:
Ms M Hartman Tel (012) 300 5624 


CLOSING DATE
:
31 August 2007

POST 33/92
:
STATE ACCOUNTANT
SALARY
:
R106 335 per annum

REQUIREMENTS
:
An appropriate tertiary qualification and/ or at least three years experience in budgeting in the Public Service plus Knowledge: Public Finance Management Act (PFMA) and Treasury Regulations, Basic Accounting System (BAS), Vulindlela, MS Excel (intermediate) and MS Word. Skills: Computer literacy, Report writing sills, Communications skills and Time Management skills.  

DUTIES
:
Monitor expenditure trends against the budget and cash flow projections, monitor expenditure allocations and amend erroneous allocations, maintain budgets on BAS, Complete ENE and MTEF databases, calculate and request the required monthly funds, compile Early Warning System Reports (EWS), Prepare expenditure forecasts for the EWS,   Assists with the completion of the Annual Financial Statements, Liaise with the Responsibility Managers, compile Treasury submission. Some traveling may be involved.

ENQUIRIES
:
Ms C Pillay Tel (012) 300 5624 

CLOSING DATE
:
31 August 2007

POST 33/93
:
SENIOR SECRETARY GRADE III


Chief Directorate: Corporate Services

SALARY
:
R85 362 per annum

CENTRE
:
Pretoria

REQUIREMENTS
:
Senior Certificate or equivalent qualification and Secretarial Course, Good Computer literacy with relevant computers packages with advanced skills in word processing, spreadsheet and presentation packages.  Good communication and writing skills as well as good command of English. Interpersonal and organisational skills are necessary. Good diary management and able to interact with different people coupled with good telephone etiquette, Ability to work independently and under pressure. 

DUTIES
:
Typing of reports, letters, submissions and memoranda, Operate standard office equipments (fax and photocopying machines). Provide secretarial and receptionist support service to the Manager. Render an advance administrative support service to the manager. Manage diary in Outlook and arrange travel arrangements and priorities according to the deadlines. Recording and distribution of minutes, Process all Subsistence & Travel claims for the Chief Director, arranging meetings, workshops and source venues. Working with the Chief Director in public events, when required, Ability to interact and liaise with people at different levels.

ENQUIRIES
:
Ms R Sediba, Tel (012) 300 5588

CLOSING DATE
:
31 August 2007

POST 33/94
:
FILLING/ REGISTRY CLERK (LEGAL AND EXECUTIVE SERVICES)
SALARY
:
R 58 290 per annum

REQUIREMENTS
:
Applicant should be in possession of a Senior Certificate and/ or equivalent qualifications; relevant experience, Computer literacy (MS Word, Excel, Access, Power point, e-mail and internet); Good organizational, verbal ,writing and typing skills; Ability to work under pressure; Ability to work in a team.

DUTIES
:
Collecting and delivering documents within The Presidency; Keep filling up to date and organized; Maintain and up to date file diary for pending files; Open file for income correspondence and record the same on excel database; Distribute incoming documents; Attend to posting of outgoing letters; Maintain quarterly audit of all files.

ENQUIRIES
:
Ms Zukiswa Makata Tel (012) 300 5403 

CLOSING DATE
:
31 August 2007

ANNEXURE P
DEPARTMENT OF TRADE AND INDUSTRY

We are an affirmative action employer. Preference will be given candidates whose appointment will enhance representivity.
APPLICATIONS
:
Forward your application, quoting the relevant Reference number, to: The Registry Office Department of Trade and Industry, Private Bag X84, Pretoria 0001,or hand - deliver it to 77 Meintjies Street, Sunnyside, Pretoria. Alternatively, e mail your application to recruitment@thedti.gov.za
CLOSING DATE
:
27 August 07 Applications received after this date will not be considered.
NOTE
:
These appointments are subject to the preferred candidate obtaining the necessary security clearance and competency assessment. Correspondence will be limited to short-listed candidates only. If you have not been contacted within three months of the closing date of the advertisement, please accept that your application had been unsuccessful. These positions are subject to the signing of a performance agreement. Application must be submitted on Form Z83, obtainable from any Public Service department or on http://www.thedti.gov.za and must be accompanied by a comprehensive CV. Failure to submit the Z83 form and the required supporting documents will result in your application not being considered. Please ensure that if you are applying for more than one position, a separate application for each post is submitted. 
OTHER POST

POST 33/95
:
SENIOR STATE ACCOUNTANT(REF. GSSSD/FIN ACC 004)


Directorate: Financial Accounting

SALARY
:
R132 054 per annum All inclusive remuneration package: R190 465.52 per annum

REQUIREMENTS
:
Grade 12 plus a relevant financial tertiary qualification Relevant experience in Public Service financial administration. Computer literacy. Knowledge of PFMA, National Treasury Regulations and relevant financial prescripts in Public sector. Knowledge of BAS, Vulindlela and Safetynet. Good Communication skills, both verbal and written. Good interpersonal skills. Ability to work under pressure and independently. A valid drivers licence will be an added advantage

DUTIES
:
Administration of Pay Master General account. Administration, Processing and reconciling the interdepartmental claims. Processing of Foreign payments through safetynet. Bank reconciliation, closure of books monthly basis on BAS, clearing of suspense accounts, monthly reporting on suspense accounts, prepare monthly compliance certificate to national treasury. Prepare inputs for financial statements. Management and development of staff. 

ENQUIRIES
:
Contact person: E Skosana Tel 012 394 1914 

ANNEXURE Q
PROVINCIAL ADMINISTRATION: FREE STATE

DEPARTMENT OF HEALTH

NOTE
:
Applicants are respectfully informed that if no notification of an interview is received within 4 months from closing date, they must accept that their application was unsuccessful.  All applicants must fill in a Z83 form, include a detailed CV and certified copies of qualifications, ID and driver’s license. General requirements: ● Verification on qualifications and South African citizenship will be conducted. ● No e-mail or faxed applications will be considered. ● It remains the responsibility of applicants to ensure that the applications are submitted by the closing date, applications received after the closing date will not be considered.

MANAGEMENT ECHELON

POST 33/96
:
GENERAL MANAGER: STRATEGIC HEALTH PROGRAMS REFERENCE: H/M/63



Corporate Office

SALARY
:
R591 510 (all inclusive remuneration package per annum. The inclusive remuneration package consists of the basic salary, the Government’s contribution to the Government Employee Pension Fund and a flexible portion and is structured according to the Government prescripts.)

CENTRE
:
Bloemfontein

REQUIREMENTS
:
*An appropriate recognized Bachelor’s Degree (or equivalent qualification). *Appropriate experience in Programs Management or Health Programs. Recommendations: A post-graduate qualification in Health Related fields or General Management.

DUTIES
:
*Develop, monitor and evaluate strategies for the Chief Directorate to improve the services rendered to the Free State Community. *Overseeing the management of the following four Directorates: HIV and AIDS/STI & CDC, TB Management, Health Programs & Non Communicable Diseases, Partnerships *Management of staff and finances allocated to the Chief Directorate including conditional grants. *Establish and strengthen relationships with NGO’s and Donor Funding partners.

ENQUIRIES
:
Me M. Khokho Tel. No. (051) 4081785

APPLICATIONS
:
The Manager: Human Resources Provisioning P.O. Box 227 BLOEMFONTEIN 9300

FOR ATTENTION
:
Mr M.J. Mokgampanyane

CLOSING DATE
:
27 August 2007

POST 33/97
:
SENIOR MANAGER: FINANCIAL PLANNING REFERENCE: H/M/59



Directorate Financial Planning:  Corporate Office

SALARY
:
R502 725 (All inclusive remuneration package per annum. The inclusive remuneration package consists of the basic salary, the Government’s contribution to the Government Employee Pension Fund and a flexible portion and is structured according to the Government prescripts.)

CENTRE
:
Bloemfontein

REQUIREMENTS
:
*Appropriate recognized tertiary qualification with a major in Accounting. *Preference will be given to candidates with post-graduate qualifications in Accounting or Financial Management. *Extensive appropriate experience in financial management. *Extensive management experience. Recommendations: Knowledge, implementation and maintenance of the PFMA, Treasury Regulations and financial systems.

DUTIES
:
*Ensure sound financial management. *Handle external audit reports and PROPAC Resolutions. *Provide financial intelligence and analysis service, determine trends and make recommendations in this regard. *Support the development of the MTEF and monitor expenditure of the Department. *Management of Departmental Revenue.

ENQUIRIES
:
Mrs H.E. Malan, Tel. No. (051) 4081114

APPLICATIONS
:
The Manager: Human Resources Provisioning Sub-directorate, P.O. Box 227 BLOEMFONTEIN 9300

FOR ATTENTION
:
Mrs M. Blom

CLOSING DATE
:
3 September 2007

POST 33/98
:
SENIOR MANAGER: CLINICAL QUALITY AND COMPLIANCE REFERENCE: H/M/65



Corporate Office

SALARY
:
R502 725 (all inclusive remuneration package per annum. The inclusive remuneration package consists of the basic salary, the Government’s contribution to the Government Employee Pension Fund and a flexible portion and is structured according to the Government prescripts.)

CENTRE
:
Bloemfontein

REQUIREMENTS
:
*An appropriate recognized Bachelor’s Degree (or equivalent qualification). *Appropriate experience in Health Management.

DUTIES
:
*Strategic management and leadership for the directorate and overseeing the management of the following sub-directorates: Standard Compliance, Service Marketing and Health Promotion, Pharmaceutical Services, Laboratory Services, Traditional Practices *Management of staff and finances allocated to the directorate. *Oversee all projects within the directorate.

ENQUIRIES
:
Dr V. Pienaar Tel. No. (051) 4081550

APPLICATIONS
:
The Manager: Human Resources Provisioning P.O. Box 227 BLOEMFONTEIN 9300

FOR ATTENTION
:
Mr M.J. Mokgampanyane

CLOSING DATE
:
27 August 2007

POST 33/99
:
SENIOR MANAGER: HUMAN RESOURCE MANAGEMENT REFERENCE: H/M/64



Corporate Office

SALARY
:
R502 725 (all inclusive remuneration package per annum. The inclusive remuneration package consists of the basic salary, the Government’s contribution to the Government Employee Pension Fund and a flexible portion and is structured according to the Government prescripts.)

CENTRE
:
Bloemfontein

REQUIREMENTS
:
*An appropriate recognized Bachelor’s Degree (or equivalent qualification). *Appropriate experience in Human Resource Management. Core Management: Strategic capability and leadership, People Competencies: management and empowerment, Change Management, Financial management, Problem solving and analysis.

DUTIES
:
*Human Resources Provisioning, namely management of staff establishment, recruitment, performance management and relocation and management of community health service. *Conditions of Service, namely management of leave, housing, termination of service, employee benefits, PERSAL Helpdesk, records management and support services for Human Resource Management Directorate. *Employment Relations, namely management and promotion of sound labour relations and PHSDSBC including effective and efficient handling of grievance and misconduct. *HR Advisory Services, namely giving strategic direction on all HRM issues, policy formulation and HR Planning for the Department. *Management of HRM personnel and finances.

ENQUIRIES
:
Me M.C.L. Mabitle Tel. No. (051) 4081226

APPLICATIONS
:
The Manager: Human Resources Provisioning P.O. Box 227 BLOEMFONTEIN 9300

FOR ATTENTION
:
Mr M.J. Mokgampanyane

CLOSING DATE
:
27 August 2007

OTHER POSTS

POST 33/100
:
MANAGER: SALARIES & BAS EXPENDITURE MANAGEMENT INTERFACE REFERENCE: H/M/62



Salaries & BAS Expenditure Management: Corporate Office
SALARY
:
R369 000 (All inclusive remuneration package per annum. The inclusive remuneration package consists of the basic salary, the Government’s contribution to the Government Employee Pension Fund and a flexible portion and is structured according to the Government prescripts)

CENTRE
:
Bloemfontein

REQUIREMENTS
:
An appropriate Bachelors Degree (or equivalent  qualification) in Accounting. Recommendations: Appropriate supervisory experience in a Financial environment.

DUTIES
:
*Manage effective BAS Sundry payments and capturing of BAS document. *Management of salary and deduction function. *Management of Department of Health employees Income Tax and Pensions. *Human Resource Management (Personnel and Finance). *Provide training via ICAM regarding Tax, Pension, Payroll and Payments.

ENQUIRIES
:
Me H.E. Malan Tel. No. (051) 4081122

APPLICATIONS
:
The Acting Senior Manager: Human Resource Management P.O. Box 227 BLOEMFONTEIN 9300

FOR ATTENTION
:
Mrs M. Blom

CLOSING DATE
:
3 September 2007

POST 33/101
:
MANAGEMENT ACCOUNTANT REFERENCE: H/M/61


Directorate Financial Planning:  Corporate Office

SALARY
:
R369 000 (All inclusive remuneration package  per annum. The inclusive remuneration package consists of the basic salary, the Government’s contribution to the Government Employee Pension Fund and a flexible portion and is structured according to the Government prescripts.)

CENTRE
:
Bloemfontein

REQUIREMENTS
:
*B-Com Degree or equivalent with Accounting as a major and Economics on at least 2nd year level. *Completed articles with an accredited accounting firm. *Ability to compile financial statements in line with GAAP/GRAP and applicable guidelines. Recommendations: *Hons. in Accounting/CTA. *Financial management experience.

DUTIES
:
*Ensure implementation of PROPAC resolutions. *Manage the external audit communications and ensure finalization of answers to the Auditor-General. *Do cost-efficiency analysis and recommendations. *Ensure the annual revision of the financial delegations, financial directives and internal control checklist. *Support in compilation/evaluation of the annual financial statements.

ENQUIRIES
:
Mrs H.E. Malan Tel. No. (051) 4081114

APPLICATIONS
:
The Acting Senior Manager: Human Resource Management P.O. Box 227 BLOEMFONTEIN 9300

FOR ATTENTION
:
Mrs M. Blom

CLOSING DATE
:
3 September 2007

POST 33/102
:
PRINCIPAL MEDICAL OFFICER REFERENCE: H/M/60

SALARY
:
R311 358 (All inclusive remuneration package per annum. The inclusive remuneration package consists of the basic salary, the Government’s contribution to the Government Employee Pension Fund and a flexible portion and is structured according to the Government prescripts)  plus scarce skills allowance to 15% and rural allowance equal to 18% of the annual salary notch

CENTRE
:
Dr J.S. Moroka District Hospital, Thaba Nchu

REQUIREMENTS
:
*Registration with the Health Professions Council of South Africa as Medical Practitioner *Appropriate experience as a Senior Medical Officer. Recommendations: *Extensive experience in Hospital environment. *Knowledge of relevant Acts and Protocols with regard to medical ethics.

DUTIES
:
*Provide comprehensive, preventive, curative, rehabilitative health care to community. *Support Primary Health Care. *Training and supervision of Medical Officers. *Facilitate clinical service functions. *Participate in Quality Improvement Programmes. *Do calls after hours.

ENQUIRIES
:
Dr N.A. Rodriquez Tel. No. (051) 8739878 / 8739847

APPLICATIONS
:
The Chief Executive Officer Dr J.S. Moroka District Hospital Private Bag X707 SELOSESHA 9783

FOR ATTENTION
:
G.J. Molokoane

CLOSING DATE
:
3 September 2007

POST 33/103
:
SENIOR OPTOMETRIST (3 POSTS) REFERENCE: H/O/11
SALARY
:
R196 815 per annum

CENTRE
:
Universitas Academic Hospital, Bloemfontein

REQUIREMENTS
:
*B. Optometry Degree. *Registration with the Health Professions Council of South Africa as an Optometrist. *Extensive Clinical experience. Recommendations: *Post-graduate qualifications are recommended. *Teaching experience is an advantage.

DUTIES
:
*Consult, diagnose and manage optometry patients. *Participate and support the outreach clinics on a regular basis. *Manage inventory and purchases of optometric supplies within the set guidelines. *Maintain and manage equipment. *Prepare modules outlines, related study guides and offer lectures. *Provide clinical training to optometry students. *Participate in research.

ENQUIRIES
:
Prof. T.A. Rasengane Tel. No. (051) 4052534

APPLICATIONS
:
The Chief Executive Officer Universitas Hospital Private Bag X20660 BLOEMFONTEIN 9300

FOR ATTENTION
:
Prof. T.A. Rasengane

CLOSING DATE
:
3 September 2007

POST 33/104
:
ASSISTANT MANAGER: EMPLOYMENT RELATIONS REFERENCE: H/A/191
SALARY
:
R196 815 per annum

CENTRE
:
Human Resource Management Directorate: Employment Relations Sub-directorate: Corporate Office, Bloemfontein

REQUIREMENTS
:
*Recognized Bachelor’s Degree (or equivalent qualification)  in Humanities *Relevant management and extensive experience in Labour Relations. *Valid driver’s license. Recommendations: *Excellent communication skills (verbal and written). *Computer literate. *Outstanding interpersonal, supervision and people management skills. *Thorough financial management knowledge. *Conversant with Government procedures

DUTIES
:
*Supervision of Employment Relations officers and operational affairs of the sub-directorate. *Obtain inputs for bargaining process through liaison with the manager. *Assist with the development of sound employment relations policies. *Represent the employer in dispute resolution hearings. *Conduct research. *Support, advise and train managers with regard to employment relations matters.

ENQUIRIES
:
Ms D.D.D. Malebo Tel. No. (051) 4081712

CLOSING DATE
:
20 August 2007 (Only this post)

APPLICATIONS
:
The Acting Senior Manager Human Resource Management P.O. Box 227 BLOEMFONTEIN 9300

FOR ATTENTION
:
Mr M.J. Mokgampanyane

CLOSING DATE
:
3 September 2007

POST 33/105
:
ASSISTANT MANAGER: PATIENT DEBT MANAGEMENT REFERENCE: H/A/193

SALARY
:
R157 686 per annum

CENTRE
:
Directorate Financial Planning:  Corporate Office, Bloemfontein

REQUIREMENTS
:
An appropriate Bachelor’s Degree in Accounting (or equivalent qualification.) *Extensive appropriate experience in revenue management. Recommendations: *Post graduate degree in Accounting. *Public sector experience with regard to debt management. *Extensive experience in Patient Debt systems. *Sound knowledge and implementation of the PFMA and Treasury Regulations.

DUTIES
:
Ensure effective and efficient patient debt management within the department. Implementation of the PFMA in relation to patient debt management. *Development and revision of systems/policies to optimize revenue. *Ensure the annual adjustment and implementation of the Uniform Patient Fees Schedule (UPFS). *Monitor institutions’ utilization of patient debt systems and make recommendations to improve effectiveness. *Handle all claims of the Department of Defense, Department of Justice and Road Accident Fund. *Evaluate, analyze and monitor current patient debt systems and to improve effectiveness. *Ensure annual revision and implementation of all other revenue related tariffs. *Evaluate, analyze and monitor current outstanding patient debt and make recommendation to improve revenue recovery.

ENQUIRIES
:
Mr C. Swiegels Tel. No. (051) 4081822

APPLICATIONS
:
The Acting Senior Manager: Human Resource Management P.O. Box 227 BLOEMFONTEIN 9300

FOR ATTENTION
:
Mr M.J. Mokgampanyane

CLOSING DATE
:
3 September 2007

POST 33/106
:
ASSISTANT MANAGER: INTERFACES REFERENCE: H/A/194
SALARY
:
R157 686 per annum

CENTRE
:
Financial Accounting Directorate: Banking Services Sub-directorate:  Corporate Office, Bloemfontein

REQUIREMENTS
:
*An appropriate Bachelor’s degree ( or equivalent  qualification) with a major in Accounting. *Experience working with Assets and Liabilities Accounts. Recommendations: *Ability to meet deadlines and work under pressure. *Knowledge of PFMA and Treasury Regulations.

DUTIES
:
*Implementation of PFMA and Treasury Regulations. *Cost Center Manager for Banking Services Sub-directorate. *Effective operation of Bank Interfaces Division. *Ensure correct allocation of exceptions. *Ensure progress in clearing of all Assets and Liabilities Accounts. *Handling Human Resources functions. *Develop new systems to enhance the effectiveness of the Interfaces operations.

ENQUIRIES
:
Mr N.N. Sibeko Tel. No. (051) 4081287

APPLICATIONS
:
The Acting Senior Manager: Human Resource Management P.O. Box 227 BLOEMFONTEIN 9300

FOR ATTENTION
:
Mr M.J. Mokgampanyane

CLOSING DATE
:
3 September 2007

POST 33/107
:
PRINCIPAL PHARMACIST REFERENCE: H/P/271

SALARY
:
R157 686 per annum

CENTRE
:
Phekolong District Hospital, Bethlehem

REQUIREMENTS
:
Registration with the South African Pharmacy Council as a Pharmacist. Recommendations: *Appropriate experience. *Valid driver’s license. *Register as a tutor.

DUTIES
:
*Ensure availability of medicine at hospital and clinics (clinic visits). *Dispense medicine and provide information to patients. *Train Pharmacist Assistants. *Participate in Quality Assurance Programmes. *Provide in-service training.

ENQUIRIES
:
Me C. Luwes Tel. No. (058) 3035123 x 219

APPLICATIONS
:
The Chief Executive Officer Phekolong District Hospital Private Bag X1 BETHLEHEM 9700

FOR ATTENTION
:
Me C.H. Kala

CLOSING DATE
:
3 September 2007

POST 33/108
:
PRINCIPAL PHARMACIST REFERENCE: H/P/272
SALARY
:
R157 686 per annum

CENTRE
:
Phekolong/Nketoana District Hospital Complex (Stationed at  Nketoana Hospital, Reitz)

REQUIREMENTS
:
Registration with the South African Pharmacy Council as a Pharmacist. Recommendations: *Appropriate experience. *Valid driver’s license. *Register as a tutor.

DUTIES
:
*Ensure availability of medicine at hospital and clinics. *Dispense medicine and provide information to patients. *Train Pharmacist Assistants. *Participate in Quality Assurance Programmes. *Supervise work of subordinates. *Provide in-service training to hospital and pharmacy personnel. *Perform other related tasks as delegated.

ENQUIRIES
:
Me C. Luwes Tel. No. (058) 3035123 x 219

APPLICATIONS
:
The Chief Executive Officer Phekolong District Hospital Private Bag X1 BETHLEHEM 9700

FOR ATTENTION
:
Me C.H. Kala

CLOSING DATE
:
3 September 2007

POST 33/109
:
HEAD: ADMINISTRATION & SUPPORT REFERENCE: H/H/24
SALARY
:
R157 686 per annum

CENTRE
:
Metsimaholo/Parys District Hospital Complex, Sasolburg

REQUIREMENTS
:
*Equivalent qualification. *Appropriate experience in Procurement and Contract Administration. *Computer literacy. *Good communication skills. *Knowledge of PFMA and Human Resource Management. Recommendations: Practical knowledge in Human Resource and PERSAL, LOGIS and BAS.

DUTIES
:
*Strategic leadership in Administration and Support for two hospitals. *Management and supervision of Supply Chain Management and Human Resources. *Ensure maintenance of building and other state properties. *Financial Management and ensure functioning of cost centers.

ENQUIRIES
:
Mr F.C. Moloi Tel. No. (016) 9709467

APPLICATIONS
:
The Chief Executive Officer Metsimaholo District Hospital Private Bag X2017 SASOLBURG 1947

FOR ATTENTION
:
Mr N.E. Bose

CLOSING DATE
:
3 September 2007

ANNEXURE R
PROVINCIAL 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.

OTHER POSTS

POST 33/110
:
SENIOR SPECIALIST PSYCHIATRY REF NO: 70044603

SALARY
:
R369 000 – 427 836 per annum (All inclusive package)

CENTRE
:
Sebokeng Hospital

REQUIREMENTS
:
An appropriate qualification in the applicable Health Science plus current registration with the HPSCA of SA as a Specialist. Computer literacy, managerial and financial skills re budgetary processes will be an advantage. Appropriate experience in a Psychiatric Institution.

DUTIES
:
Co-ordinate specialist services to ensure equitable distribution of all resources to achieve optimal patient care. Provide clinicians with advice to add diagnosis management and treatment of patients. Teaching and mentoring of staff. Budget management and Performance Evaluation of staff. 

ENQUIRIES
:
Dr A.M Morake Tel: (016) 930 3300

CLOSING DATE
:
07 September 2007
POST 33/111
:
CHIEF MEDICAL OFFICER (ANAESTHETICS) REF NO: 70044779



Directorate: Medical 

SALARY
:
R369 000 – 395 367 per annum (All Inclusive Packages) 

CENTRE
:
Edenvale General Hospital

REQUIREMENTS
:
Applicable medical qualification. Appropriate registration with the Health Professions Council of S.A. Extensive experience (including anesthetics experience) Perform commuted overtime.

DUTIES
:
Administer anesthetics during all surgical procedures. Ensure compliance with policies, protocols and hospital programs. Training. Financial control and cost centre involvement. Personnel assessments

ENQUIRIES
:
Dr. N.P. Kernes (011) 321 6001

CLOSING DATE
:
4 September 2007

POST 33/112
:
PRINCIPAL MEDICAL OFFICER (ANAESTHETICS) REF NO: 70044781



Directorate: Medical 

SALARY
:
R311 358 – 333 564 per annum (All Inclusive Packages)

CENTRE
:
Edenvale General Hospital

REQUIREMENTS
:
Applicable medical qualification. Appropriate registration with the Health Professions Council of S.A. Extensive experience (including anesthetics experience) Perform commuted overtime.

DUTIES
:
Administer anesthetics during all surgical procedures. Ensure compliance with policies, protocols and hospital programs. Training. Financial control and cost centre involvement. Personnel assessments

ENQUIRIES
:
Dr. N.P. Kernes (011) 321 6001

CLOSING DATE
:
4 September 2007

POST 33/113
:
SENIOR/PRINCIPAL PHARMACIST REF NO: 70044604
SALARY
:
R132 054 – 157 686 per annum (plus scarce skills allowance of 15% of annual salary and general benefits)

CENTRE
:
Sebokeng Hospital

REQUIREMENTS
:
Registration with SA Pharmacy Council as Pharmacist. Computer literate. Valid driver’s license will be an advantage.

DUTIES
:
Co-ordinate and supervise resources necessary to provide efficient pharmaceutical services. Ensure proper drug supply management and adherence to national guidelines. Adherence to budgetary control measures and promoting of national drug use. Train, educate and develop health care professionals. Personnel management through training, skills development, labour relations, job descriptions, PMDS evuations.

ENQUIRIES
:
Mr T Shabangu Tel: (016) 930-3351

CLOSING DATE
:
07 September 2007

POST 33/114
:
CLINICAL PSYCHOLOGIST REF NO: 70044605
SALARY
:
R132 054 per annum (plus benefits scare Skills allowance equal to 10% of annual salary notch)

CENTRE
:
Sebokeng Hospital

REQUIREMENTS
:
Current registration with the HPSCA as Clinical Psychologist. 

DUTIES
:
Provision of comprehensive psychotherapeutic services to patients, family members as well as employee assistance to staff members. Assessing institutionalized patients in the implementation and utilization of the Mental Health Care Act. Consultation with multidisciplinary team members. 

ENQUIRIES
:
Dr. K.U. Motingoe Tel: (016) 428-7000

CLOSING DATE
:
07 September 2007

POST 33/115
:
CLINICAL PSYCHOLOGIST REF NO: 70044613


Directorate: Community Services

SALARY
:
R132 054 per annum (Plus benefits)

CENTRE
:
Cullinan Care and Rehabilitation Centre 

REQUIREMENTS
:
Currently registration with the Health Profession Council of South Africa as a Clinical Psychologist. Experience in providing mental health care in a multi professional setting. Experience in psychology. A valid code 08 drivers license.

DUTIES
:
To provide a comprehensive psychological service. Development of psychology services in a multidisciplinary health care team. Provision of psychotherapeutic services to individuals, couples and families at Cullinan Care and Rehabilitation Centre. Provision of employee assistance to staff members. Assessing institutionalized patients in the implementation and utilization of the Mental Health Care Act.

ENQUIRIES
:
Miss J Thipe Tel: (012) 734-7048

CLOSING DATE
:
07 September 2007

POST 33/116
:
ENVIRONMENTAL HEALTH OFFICER REF NO: 70044617
SALARY
:
R106 335 per annum (plus benefits)

CENTRE
:
Cullinan Care and Rehabilitation Centre 

REQUIREMENTS
:
A Bachelor’s degree or equivalent qualification in Environmental Health. Valid code 08 driver’s license. Registration with the Health Professions Council of South Africa (HPCSA)

DUTIES
:
Inspection, evaluation and monitoring of all premises and facilities. Food hygiene and food poisoning outbreak response. Disaster Management (Emergency evacuation procedures and Health and Safety Committee). Ensure compliance with legislation regarding, food safety, occupational health and Safety as well as Health Waste and General Waste Management. Manage notification of injuries on duty. Conduct training on Health Care Waste handling. Occupation Heath and Safety, Infection Control, Waste minimization and Food Control Safety. Conduct risk assessments. Record keeping. Monthly reporting. Awareness campaigns and education of officials at facility level. Co-ordination of internal Health Care Waste Management Committee. Assistance with stock control and provisioning of Health Care Waste Containers. Communicable Disease Management. General Administration to support strategic goals of the department

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

CLOSING DATE
:
07 September 2007

POST 33/117
:
OCCUPATIONAL THERAPIST REF NO: 70044607
SALARY
:
R85 362 – 99 108 per annum (Plus benefits)

CENTRE
:
Sebokeng, Kopanong Complex

REQUIREMENTS
:
Current registration with the Health Professions Council as Occupational Therapist. Comprehensive knowledge of the intellectual and physically challenged.

DUTIES
:
Assistance with programmes for the mentally and physically disabled in assessment and treatment. Participate in multi-disciplinary meetings. Ensure submission of data required.

ENQUIRIES
:
Dr. K.U. Motingoe Tel: (016) 428-7000

CLOSING DATE
:
07 September 2007

POST 33/118
:
DRIVER REF NO: 70044608
SALARY
:
R 68 955 per annum (plus benefits)

CENTRE
:
Sebokeng Hospital

REQUIREMENTS
:
Code 10 driver’s license plus PDP. Ability to read and write. Knowledge of Road Traffic Act 1996.

DUTIES
:
Transporting of patients and staff to various destinations by car/bus/combi. Delivering and collecting of mail to GSSC, Central Office and other institutions. Collecting and delivering of medication/drugs. Routing reporting of any vehicle defects.

ENQUIRIES
:
Mr J.J Muller Tel: (016) 930-3154

CLOSING DATE
:
07 September 2007
POST 33/119
:
ADMIN CLERK GRADE 11 (3 POSTS) REF NO: 70044783



Directorate: Patients Affairs

SALARY
:
R49 665 per annum (Plus Benefits)

CENTRE
:
Kalafong Hospital

REQUIREMENTS
:
Standard 10 or Grade 12 certificate with clerical experience or equivalent experience.  

RECOMMENDATIONS
:
Able to work shifts.

DUTIES
:
Retrieve and file patient’s documents. Admission of patients. Collection of states money. Control and issuing of crutches.

ENQUIRIES
:
Ms R.E Lediga (012) 318 6844

CLOSING DATE
:
4 September 2007

POST 33/120
:
ACCOUNT CLERK (2 POSTS) REF NO: 70044787



Directorate: Finance Department  

SALARY
:
R49 665 per annum (Plus Benefits)

CENTRE
:
Kalafong Hospital

REQUIREMENTS
:
Grade 10 or Grade 12 with accounting experience or equivalent experience. Code 8 driver’s license will be an advantage.

RECOMMENDATIONS
:
Knowledge of basic accounting. Basic numeracy and computer literacy. Planning, Prioritization and communications skills.

DUTIES
:
Receive money by remittance register or over the counter. Allocation of receipts to correct account. Compile general journals. Ensure that used and unused face-value forms are kept safe and according financial prescripts. Compiling creditor’s payments and verifying that each payment is validated by necessary source documents are correct. Making out receipts and deposit money received. Billing of patients account. Delivery of patients accounts to medical scheme and other debtors.
ENQUIRIES
:
Mr Z Ngobeni (012) 318 6750

CLOSING DATE
:
4 September 2007

POST 33/121
:
ADMIN CLERK REF NO: 70044729


Directorate: Finance

SALARY
:
R49 665-57 663 per annum (plus benefits)

CENTRE
:
Heidelberg Hospital

REQUIREMENTS
:
Grade 12 or equivalent plus diploma in Financial Accounting/ Cost centre Management. Knowledge of PFMA. Treasury regulations.

DUTIES
:
Data capturing of cost centres, compiling reports and reporting. Must be familiar with excel and computer literate. Verifying of financial accounts, compiling of payments and reconciliations.

ENQUIRIES
:
Mr. N. Nhlapo Tel (016) 341 1210

FOR ATTENTION
:
Patricia Mabote

CLOSING DATE
:
27 August 2007

POST 33/122
:
CLEANER REF NO: 70044611
SALARY
:
R38 610 – 43 062 per annum (plus benefits)

CENTRE
:
Sebokeng Hospital

REQUIREMENTS
:
Ability to read, write and communicate. Good physical condition and able to do manual labour. 

DUTIES
:
Perform cleaning services of a routine nature by utilizing a variety of aids. 

ENQUIRIES
:
Mrs A.C Pienaar Tel: (016) 930 3378

CLOSING DATE
:
07 September 2007
DEPARTMENT OF LOCAL GOVERNMENT

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

CLOSING DATE
:
06 September 2007

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

MANAGEMENT ECHELON

POST 33/123
:
DIRECTOR: HUMAN RESOURCE MANAGEMENT (REF NO: 70044777



Johannesburg



Chief Directorate: Corporate Services

SALARY
:
R502 725 per annum (An all inclusive package that can be structured according to the individuals needs and subjected to the signing of a performance contract, undergoing a competency assessment and security vetting)

CENTRE
:
Johannesburg

REQUIREMENTS
:
A minimum of a 3 year Degree in Human Resource Management or equivalent qualification. Extensive experience in: Strategic Human Resource Management, Development and Planning, Compensation Management, Job Evaluation, Administration, Policy, Labour Relations, Grievances, Staff Retention, Employee Wellness, Induction, Recruitment and Selection. A good grasp of Human Resource Management/Development Information systems and Record Management. Extensive knowledge of Public Services Regulations as well as all Acts and prescripts applicable to HR Management in the Public Service. An understanding of the Public Service Management Framework, skills development, performance management development system, employment equity and special programmes. Communications (written and verbal), Interpersonal, planning and organisational skills. Team building and Leadership abilities

DUTIES
:
Provide strategic direction to the HR Directorate in all matters relating to HRM in the Department as well as effective and efficient Human Resource Management. Manage the development and implementation of an integrated Departmental Human Resource plan and the development and implementation of organizational structures and systems that support services delivery. Identify policy shortcomings and develop innovative HR Policy that will address the key human capital challenges facing the Department. Manage Labour relations, develop a staff satisfaction strategy and advise on policies for grievances, dispute resolutions, disciplinary processes and related functional areas. Advise management on a high performance people culture, competency based training programmes to support organizational changes. Assist Programme Managers to establish job descriptions that reflect the existing positions and develop new job descriptions for newly defined posts. Conduct orientation meetings with new employees with regard to the Department, personnel policies and benefits. Development of an HRD strategy to enhance capacity building. Manage skills development in accordance with the relevant legislation and employment equity. Manage the implementation of the Wellness Programme, which includes EAP, HIV and AIDS, Gender, Disability and Youth. Overall management of the Directorate’s personnel and budget. Communicate official plans, policies and procedures. Represent the Department at relevant forums and meetings. Establish and Maintain appropriate systems for measuring service delivery aspects of the Directorate within agreed formats and timeliness, with support and direction Provincial Treasury

ENQUIRIES
:
Mrs. Regina Kgasi Tel: (011) 355 5147
DEPARTMENT OF PUBLIC TRANSPORT, ROADS AND WORKS

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

FOR ATTENTION
:
Stephen Tshavalala

CLOSING DATE
:
03 September 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 33/124
:
CONTROL WORKS INSPECTOR: Electrical REF NO: 70044701


Directorate: Impophoma Infrastructure Support Entity (Maintenance)

SALARY
:
R196 815 per annum (plus benefits)

CENTRE
:
Westhoven

REQUIREMENTS
:
N Diploma in Electrical field (T or N stream). Driver’s license, Computer skills, negotiations, writing skills, project management and basic budgeting

DUTIES
:
Compiling and preparation of specification for electrical related services. Supervision of all maintenance done by Contractors. Preparation of payment certificates. Inspection and quality control. Manage electrical section and provide monthly, quarterly and annual reports. Coordination of call centre services

ENQUIRIES
:
Mochothli F R Tel (012) 338 3358/3368

POST 33/125
:
CONTROL WORKS INSPECTOR: MECHANICAL REF NO: 70044703



Directorate: Imphophoma Infrastructure Support Entity (Maintenance)

SALARY
:
R196 815 per annum (plus benefits)

CENTRE
:
Westhoven- Soweto

REQUIREMENTS
:
N Diploma in Mechanical field ( T and N Stream). Driver’s license. Computer literacy, good communication skills both verbal and written. People Management and basic budgeting.

DUTIES
:
Compiling and preparation of specification of mechanical related services. Supervision of all maintenance done by Contractors. Preparation of payment certificates. Inspection and quality control. Supervising of junior personnel. Coordination of call centre services

ENQUIRIES
:
F R Mochothli  Tel: (012) 338  3358/ 338 3368

POST 33/126
:
CONTROL WORKS INSPECTOR: MECHANICAL REF NO: 70044702


Directorate: Imphophoma Infrastructure Support Entity (Maintenance)

SALARY
:
R157 686 per annum (plus benefits)

CENTRE
:
Westhoven Dr Yusuf Dudoo Hospital

REQUIREMENTS
:
N Diploma in Mechanical field ( T and N Stream). Driver’s license. Computer literacy, good communication skills, verbal and written. People Management and basic budgeting.

DUTIES
:
Compiling and preparation of specification of mechanical related services. Supervision of all maintenance done by Contractors. Preparation of payment certificates. Inspection and quality control. Supervising of junior personnel. Coordination of call centre services

ENQUIRIES
:
F R Mochotlhi Tel: (012) 338 3358/ 338 3368

POST 33/127
:
SENIOR WORKS INSPECTOR: BUILDING REF NO: 70044704


Directorate: Imphophoma Infrastructure Support Entity (Maintenance)

SALARY
:
R106 335 per annum (plus benefits)

CENTRE
:
Springs Tembisa Hospital

REQUIREMENTS
:
N Diploma in Building Environment (T or N Stream). Project management, Good interpersonal relations, computer skills and a valid driver’s license. 

DUTIES
:
Compiling and preparation of specification for building and related services. Supervision of all maintenance done by Contractors, preparation of payment certificate. Inspection of quality control. Apply prescribed safety and precaution measures.

ENQUIRIES
:
F R Mochothli Tel: (012) 338 3358/ 338 3368
POST 33/128
:
WORKS INSPECTOR: ELECTRICAL REF NO: 70044707


Directorate: Imphophoma Infrastructure Support Entity (Maintenance)

SALARY
:
R106 335 per annum (plus benefits)

CENTRE
:
Westhoven _ Clinics

REQUIREMENTS
:
S4/NTC3/N6 in electrical, trade test will be an added advantage. Driver’s license. Computer literacy, good communication skills, verbal and written. People management and project management.

DUTIES
:
Compiling and preparation of specification for electrical related services. Supervision of all maintenance done by Contractors. Preparation of payment certificates. Inspection and quality control. Coordination of call centre services

ENQUIRIES
:
F R Mochothli  Tel: (012) 338  3358/ 338 3368

POST 33/129
:
WORKS INSPECTOR: BUILDING REF NO: 70044705


Directorate: Impophoma Infrastructure Support Entity (Maintenance)

SALARY
:
R85 362 per annum (plus benefits)

CENTRE
:
Springs- Far East Rand

REQUIREMENTS
:
S4/NTC3/N6 in building, trade test will be an added advantage. Driver’s License. Computer literacy. Good communication skills, both verbal and written. People Management.

DUTIES
:
Compiling and preparation of specification for building related services. Supervision of all maintenance done by Contractors. Preparation of payment certificates. Inspection and quality control.

ENQUIRIES
:
Mochothli F R Tel (012) 338  3358/3368
POST 33/130
:
WORKS INSPECTOR: MECHANICAL REF NO: 70044706


Directorate: Imphophoma Infrastructure Support Entity (Maintenance)

SALARY
:
R85 362 per annum (plus benefits)

CENTRE
:
Westhoven _ Dr Yusuf Dudoo Hospital

REQUIREMENTS
:
S4/ NTC 3/ N6 in mechanical, trade test will be an added advantage. Driver’s License. Computer literacy, good communication skills, verbal and written. People Management. 

DUTIES
:
Compiling and preparation of specification for mechanical related services. Supervision of all maintenance done by Contractors. Preparation of payment certificates. Inspection and quality control. Coordination of call centre services

ENQUIRIES
:
F R Mochotlhi   Tel: (012) 338 3358/ 338 3368

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
:
Mr. Stephen Tshabalala

CLOSING DATE
:
27 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 POST

POST 33/131
:
SOCIAL AUXILIARY WORKER/LEARNERSHIP (150 POSTS) REF NO: 70044653


Notes: Only candidates with a Senior Certificate (Grade 12), will be entered into a Social Auxiliary Worker learnership programme in order to obtain the FET  Certification to become a qualified Social Auxiliary Worker.

SALARY
:
R43 245 per annum (plus benefits)

CENTRE
:
In and Around the Gauteng Area

REQUIREMENTS
:
A recognized and accredited FET Certificate in Social Auxiliary Work or should have passed social work 1 & 2 (Theory & Practical) with appropriate experience. Must be registered with the South African Council for Social Services Professions as Social Auxiliary Worker. Candidates or Individuals who are interested on applying for the Learnership must have Senior Certificate (Grade 12). Good communication and interpersonal skills. Good report writing and record keeping skills. Good time-management and planning. A valid driver’s license.
DUTIES
:
Assist with the execution of admin functions: Photostats, update and maintain of data bases and registers, arrange meetings, get quotations for service providers and send invitations for meetings do filing, assist clients with the completion of applications for birth certificate and reports to the Department of Home Affairs. Assist with organization of events for National and International days. Assist with Individual Social Care, Social Group Care and Community Care.
ENQUIRIES
:
Mr. M Lukwe /Mr. T Sesele Tel no : ( 011) 355-7838/7805
ANNEXURE S
PROVINCIAL ADMINISTRATION: KWAZULU-NATAL

PROVINCIAL TREASURY

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

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

FOR ATTENTION
:
Ms N Dubazane

CLOSING DATE
:
31 August 2007

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

OTHER POST

POST 33/132
:
DEPUTY MANAGER: SUPPLY CHAIN MANAGEMENT: INFORMATION MANAGEMENT AND ANALYSIS REF NO KZNPT 07/51

SALARY
:
R311 358 per annum

REQUIREMENTS
:
A relevant degree or National Diploma in Information Management Systems. 2-3 years in an Information Technology or Electronic information management and analysis environment. Experience in a Supply Chain Management environment will be an advantage. Competencies and skills: Thorough knowledge and understanding of Supply Chain Management / procurement processes in the Public Sector. Knowledge of applicable SCM legislative frame work including but not limited to Treasury Regulations, PFMA, MFMA and BBBEE Act. Computer skills, Analytical skills and extensive report writing skills.

DUTIES
:
Key Performance Areas: Conduct accurate comparative analysis of departmental monthly reports against Procurement Plans. Provide reports and recommendation on Provincial attainment of Preferential Procurement Objectives Facilitation of workshops on spend analysis for Provincial Departments Supervise subordinates 

ENQUIRIES
:
Mr. M Mlangeni (033) 897 4504

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: Acting Head: Transport, Human Resource Management Directorate, Private Bag X 9043, Pietermaritzburg, 3200
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 33/133
:
ASSISTANT MANAGER: JOB EVALUATION AND ESTABLISHMENT CONTROL (REF NO. P207/2007)

SALARY
:
R196 815 per annum
CENTRE
:
Head Office, Pietermaritzburg

REQUIREMENTS
:
*An appropriate recognised Bachelor’s Degree / National Diploma / Certificate in O & W S / Short Course in O & W S  (PSC); plus a minimum of 3 years experience in the relevant field; plus a valid Driver’s Licence (minimum code B).  Knowledge, Skills, Training And Competencies Required:  *Knowledge of Public Service Policy and Legislation, specifically those relating to Job Evaluation and Establishment Control.  *Knowledge of Public Service environment, work environment and reporting procedures.  *Computer based information systems relating to the above (e.g. Equate).  *Knowledge of strategic management and project management.  *Good verbal and written communication skills.  *Computer literacy.  *Training and facilitation skills.  *Planning, co-ordinating and organisational skills.  *Innovative / creativity skills.  *The ideal candidate should demonstrate an interest in Job Evaluation and Establishment Control, including Management Advisory Services with the ability to function independently and as part of a management team.  He / she should also be able to think systematically and analytically, be honest and have integrity and be customer orientated and approachable.

DUTIES
:
*Manage, facilitate, co-ordinate, conduct and implement the Job Evaluation process using the Equate software system and make preliminary recommendations thereon.  *Assess all posts evaluated by screening them through the Departmental Job Evaluation Unit (DJEU) before presentation to the Departmental Job Evaluation Panel (DJEP) and the Provincial Job Evaluation (PJESC) Screening Committee and the Provincial Job Evaluation Panel (PJEP).  *Advise and provide input with regard to Job Evaluation and Establishment Control and Management Advisory Services matters in the Department.  *Deal with the compilation of Job Descriptions, including the conducting of workshops thereon, the redesign jobs, ad hoc investigations relating to organisational and post establishment matters, assistance with and the drafting of organograms.  *Ensure the maintenance of Establishment Control including the creation of components / posts, compilation of statistics relating to Establishment matters, etc.

ENQUIRIES
:
Mr P Govender, Tel. No. 033-355 8764

FOR ATTENTION
:
Ms A Mncwabe

CLOSING DATE
:
03 September 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.
POST 33/134
:
SENIOR PROJECT CO-ORDINATOR (2 POSTS) (REF. NO. P 208/2007)


Development directorate

SALARY
:
R132 054 per annum 
CENTRE
:
Head Office, Pietermaritzburg
REQUIREMENTS
:
*An appropriate recognized Bachelor’s Degree in Civil Engineering / National Diploma (T/N/S Stream) in Civil Engineering or equivalent qualification; plus  *A minimum of 3 years working experience with at least 1 year appropriate experience gained in a Project Management Environment; plus  *A valid driver’s licence (minimum code B). Knowledge, Skills, Training And Competencies Required:  *Technical and Administrative knowledge. *Knowledge of Departmental policies.  *Understanding of BEE policies e.g. SMME, Vukuzakhe.  *Knowledge to operate a variety of electronic equipment e.g. multi media projector.  *Knowledge of interpretation and compilation of management reports.  *Knowledge of Project Management.  *Research, policy formulation and managerial skills.  *Interpretation of policy and development of procedures for implementation of policies.  *Management of funds in the Public Service.  *Enterprise development training skills.  *Computer literacy.  *Financial management skills.  *Communication and presentation skills.  *The ideal candidate should have honesty and integrity, be an innovative thinker, team orientated, efficient and show a demonstrated interest in development engineering and related fields.

DUTIES
:
*Assist in monitoring, evaluating and ensuring the efficient implementation of Pilot programmes in the regions.  *Assist in developing and streamlining technical procedures for the programmes in the regions.  *Assist in controlling expenditure regarding each pilot programme.  *Co-ordinate resources for implementation of programmes.  *Analysis of statistics and report to Assistant Manager and assist in research focused on improving each pilot programme.

ENQUIRIES
:
Mr P B Diedrick Tel. No.: 033 – 355 8752

FOR ATTENTION
:
Mr B Hornsby

CLOSING DATE
:
31 August 2007

ANNEXURE T
PROVINCIAL ADMINISTRATION: NORTHERN CAPE

DEPARTMENT OF HEALTH

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

FOR ATTENTION
:
Ms Z P P Tantsi

CLOSING DATE
:
31 August 2007

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

OTHER POSTS

POST 33/135
:
HOSPITAL MANAGER (9 POSTS)

CENTRE
:
Barkly West, Jankempdorp, Hartswater, Prieska, Douglas, Calvinia, Springbok, Kakamas, Warrenton


Barkly West H07/149



Jankempdorp H07/150



Hartswater H07/151



Prieska H07/152



Douglas H07/153



Calvinia H07/154



Springbok H07/155



Kakamas H07/156



Warrenton H07/157

SALARY
:
R157 686 per annum

REQUIREMENTS
:
An appropriate Bachelor’s degree or equivalent in the field of Administration and Management or a tertiary qualification in an appropriate Health Science, plus at least 5 years experience in management. Management in a Health facility would be an added advantage. Knowledge of Human Resource Management, Financial Management Systems and Acts and Regulations relating to the Public Service and Health Service. Good analytical thinking. Good interpersonal skills. Computer literacy, conflict management and negotiation skills. Sound knowledge of resource management. Time management, decision making skills and good communication skills in writing and speaking. Good knowledge of functioning of hospitals or public sector institutions.

DUTIES
:
To ensure the effective and efficient overall management of the hospital 
in terms of the relevant acts and regulations. To ensure that the hospital’s statutory responsibilities in terms of the Public Finance Management Act (PFMA) and Public Service Regulations (PSR) are adhered to. To develop, implement and maintain human resource management strategy, policies, systems and procedures to ensure the effective and efficient utilization of human resources in order to improve service delivery with the Public Service regulatory framework and relevant regulations. To prepare strategic and operational plans for the hospital to ensure that its services are in line with the National, Provincial, Regional and District strategies and plans. To implement an appropriate and provisioning system, which is fair, equitable, transparent, competitive and cost effective, in terms of the Provincial regulations and is required by the PFMA. To implement and manage an information technology policy, system and procedures to support the effective and efficient delivery of services. Manage all aspects of patient care and sure high standards of patient care. Ensure that the hospital adheres to, and promotes the Batho Pele principles in the delivery of its services (e.g. services delivery standards and the investigation of complaints in honest, open and timely manner). To ensure the co-ordination of all health services within the catchment area. To ensure the effective management of physical facilities and other clinical and non-clinical support services. To develop clinical protocols and guidelines for management of patients. To convey a clear vision of transformation within the area of responsibility in line with the vision of Northern Cape Department of Health.

ENQUIRIES
-
Ms ZPP Tantsi (053) 830 0601

NOTE
:
In line with Employment Equity, women and disabled persons are encouraged to apply.

POST 33/136
:
NURSING ASSISTANT (AUXILIARY NURSE) (60 POSTS)

SALARY
:
R38 610 per annum
CENTRE
:
Frances Baard (10), Kgalagadi (10), Pixley ka Seme (10) Siyanda (10), Namaqua (10), Kimberley Hospital Complex (10)



Frances Baard District H07/158



Kgalagadi District H07/159



Pixley ka Seme District H07/160



Siyanda District H07/161



Namaqua District H07/162



Kimberley Hospital Complex H07/163
REQUIREMENTS
:
Qualification that allows registration with the SANC as Nursing Auxiliary. Registration with the SANC as Nursing Auxiliary. Knowledge of limited nature of work procedures such as nursing, hygiene and safety will be a recommendation. Basic literacy skills and excellent interpersonal skills are a requirement for appointment. Be fluent in writing and speaking the official languages of the Northern Cape.

DUTIES
:
To provide quality elementary nursing care services under the supervision of a Professional Nurse within the scope of practice as defined by the SANC and Charter of Nursing Practice. Provision of elementary Nursing Assistance to patients and clients. Provision of basic health promotion and education within the institution employed in.

ENQUIRIES
:
Ms ZPP Tantsi (053) 830 0601

NOTE
:
In line with Employment Equity, women and disabled persons are encouraged to apply.

ANNEXURE U
PROVINCIAL ADMINISTRATION: NORTH WEST

OFFICE OF THE PREMIER

APPLICATIONS
:
The Director-General, Office of the Premier, Private Bag X129, Mmabatho, 2735

CLOSING DATE
:
07 September 2007

NOTE
:
Applications must be submitted on form Z83 obtainable from any Public Service Department and should be  accompanied by certified copies of qualifications, ID and detailed CV.
OTHER POSTS

POST 33/137
:
2X SENIOR HUMAN RESOURCE PRACTITIONERS


Sub-Directorate: Human Resource Policy

SALARY
:
R132 054 per annum

CENTRE
:
Mafikeng

REQUIREMENTS
:
An appropriate Bachelor’s degree or equivalent qualification in Human Resource Management or related field with extensive appropriate work experience.  Knowledge of the Public Service Legislations including legislation that governs Human Resource Management practices, good communication and report writing skills, presentation skills, policy management skills, computer literacy especially on MS Office package.

DUTIES
:
-Develop and review Provincial Human Resource policies and guidelines. -Evaluate and monitor the implementation of some approved Provincial Human Resource Policies by Provincial departments. -Provide support services to the structures in the Governance and Administration Cluster through regular reporting-Co-ordinate the Provincial and the National Human Resource Management activities/interventions. Monitor the development and implementation of the Employment Equity Plans as well as Human Resource Plans by Provincial Departments. Monitor the implementation of the Policy and Procedure on Incapacity Leave and Ill-Health Retirement. Provide Secretariat Services to the North West PILIR Steering Committee. Evaluate and monitor the implementation of the approved Performance Management and Development System.

ENQUIRIES
:
Mr M E Magakwe, Tel (018) 387 3586

POST 33/138
:
SENIOR HUMAN RESOURCE PRACTITIONER


Sub-Directorate: Human Resource Information System

SALARY
:
R132 054 per annum 

CENTRE
:
Mafikeng

REQUIRMENTS
:
An appropriate Bachelor’s degree or equivalent qualification in Human Resource Management or related field with extensive appropriate experience in PERSAL Administration.  Knowledge of Public Service Legislation including legislation that governs Human Resource Management practices.  Good communication and report writing skills.  Presentation skills.  Computer literacy especially on MS Office package or equivalent packages.

DUTIES
:
-Provide PERSAL user support and training to all Provincial Departments on all PERSAL supporting sub-systems; Implement, evaluate and monitor Provincial PERSAL projects; Participate in PERSAL National and Provincial Fora; Investigate and identify irregularities and short-comings on the PERSAL system; Manage performance and development of staff in terms of their key Performance Areas; Analyze exceptions drawn from the Management Information Reports

ENQUIRIES
:
Ms M D Wanyane, Tel, (018) 387 3169

DEPARTMENT OF TRANSPORT ROADS, AND COMMUNITY SAFETY

The Department is an equal opportunity, affirmative action employer.  It is our intent to promote representativity (race, gender & disability) in the Department through the filling of this post and candidates whose transfer/promotions/appointment will promote representivity will receive preference.  An indication in this regard will facilitate the processing of applications.

APPLICATIONS
:
Applications should be forwarded to:  The Head of Department, Department of Transport, Roads and Community Safety.  Directorate : Human Resources Management, Private Bag x2080, Mmabatho,2735, , No. 19  First Street, Industrial Site.  Application should clearly state the post, station/ centre and post reference number of the vacancy applied for.

FOR ATTENTION
:
Ms K. Motsamai

CLOSING DATE
:
31 August 2007

NOTE
:
It will be expected of candidates to be available for selection interview on a date, time and place as determined by the Department. Application must be submitted on Z83 form, obtainable from any Public Service Department, and should be accompanied by a recent updated and comprehensive CV as well as certified copies of all qualifications, ID documents and the names of at least three referees.  Failure to submit the requested documents will results in the application not being considered.  All qualifications will be verified. N.B!  Faxed application and/or application received after the closing date will not be considered.  Correspondence will be limited to successful candidates only.  If you have not been contacted within 3 months after the closing date of the advertisement, please accept that your application was unsuccessful.

OTHER POSTS

POST 33/139
:
ASSISTANT DIRECTOR – SOCIAL CRIME PREVENTION REF NO. 44/2007



Chief Directorate: Community Safety

SALARY
:
R157 686 per annum
CENTRE
:
Safety House - Mafikeng

REQUIREMENTS
:
B. Degree in Social Sciences,Law,Policing or equivalent qualification or Grade 12/Senior Certificate, coupled with at least five (5) years work experience in the criminal justice system, community development or monitoring and evaluation/research fields.  Knowledge :  Monitoring and Evaluation/Research; National Crime Prevention Strategy; Community Mobilization as well as Performance and resource management. Skills: Co-ordination , Basic Management , Computer and Driving Skills. Communication : Interviewing, Report writing, Negotiation and Workshop facilitation. Creativity : Social Crime prevention projects, Crime prevention through environmental design projects and Resource mobilization. Statutory Requirements:  The candidate will be subjected to security vetting.  Certified copies of qualification certificate, valid driver’s license and identity document must be submitted.

DUTIES
:
Monitor and evaluate implementation of integrated national and provincial crime prevention strategies.  Co-ordinate social crime prevention awareness campaigns.  Implement Departmental crime prevention pilot projects. Other Key Responsibilities:  Participate in other Departmental, provincial and national events. Supervise junior personnel.

ENQUIRIES
:
Ms P.D. Mothobi, Tel (018) 3819108 
POST 33/140
:
ASSISTANT DIRECTOR– COMMUNITY POLICE RELATIONS REF NO. 45/2007
SALARY
:
R157 686 per annum
CENTRE
:
Safety House - Mafikeng

REQUIREMENTS
:
An appropriate Bachelor Degree/three year diploma in Social Sciences, Policing or equivalent qualification or Grade 12 plus Five (5) years experience in the Criminal Justice System, Community development or monitoring and evaluation/research fields.  Training: Computer literacy. Driver’s License. Knowledge :  Monitoring and Evaluation/Research; National Crime Prevention Strategy; Community Mobilization as well as Performance and resource management. Skills: Co-ordination; Basic Management ; Computer literacy; Communication; Interviewing; Report writing; Negotiation and Workshop facilitation. Creativity: Social Crime prevention projects, Crime prevention through environmental design projects . Resource mobilization.

DUTIES
:
Promote, monitor and evaluate relations between the Police and Communities. Co-ordinate capacity building projects for community – based structures (CPFs).  Participate in other Departmental, provincial and national events.

ENQUIRIES
:
Ms P.D. Mothobi, Tel (018) 3819108 
POST 33/141
:
CALL CENTRE SUPERVISOR REF NO. 46/2007


Note! Period: Twenty four (24) months contract (Re-advertisement)

SALARY
:
R157 686 per annum
CENTRE
:
Safety House - Mafikeng

REQUIREMENTS
:
An appropriate Bachelor Degree/Diploma in Management Services.   Three (3) years call centre experience is essential ,computer literacy intermediate/advanced) in the following applications is essential : MS Word, Excel, Power Point, MS Outlook and Internet plus typing skills Experience:  Management experience.  Skills: Leadership , Good verbal communication , good listening , a pleasant and friendly manner of communicating, interest in talking to people, a calm and even-tempered person, and decision making skills. Knowledge: A sound knowledge of the mandate of the Department.  Fluent in Setswana, English and Afrikaans .Ability :   Work under pressure and be prepared to work shifts; ability to manage and motivate staff and to think independently. Statutory Requirements: Short-listed candidate will have to undergo security clearance.  

DUTIES
:
Responsible for daily running of the call centre.  Ensure that the call centre runs smoothly, monitoring random calls to improve quality and minimize errors.  Identify staff training needs and planning training sessions.  Recording statistics, user rate and the performance level of  the centre.  Handling difficult customer complaints or enquiries, organise staff, including shifts and the number of staff required to meet demand.  Developing ,implementing and reviewing core responsibilities and tasks.  Analyzing performance statistic, e.g average speed f answer; and making decisions on the basis of performance statistics on members of staff who need to improve and how, carrying out such other duties as may from time to time be required.  Follow up calls by sending letter, faxes or e-mail.  Keep transaction records.  Preparing monthly, quarterly and annual reports  

ENQUIRIES
:
Mr O. Mocwaledi, Tel (018) 3819109/10

POST 33/142
:
ASSISTANT DIRECTOR –  INSTITUTIONAL TRANSFORMATION REF NO. 47/2007


Note: This post is Re-advertisement !

SALARY
:
R157 686 per annum
CENTRE
:
Safety House - Mafikeng

REQUIREMENTS
:
A Legal or Management Degree or Equivalent and experience in management and policing.  Driving License.  Knowledge : Public Finance Management, Safety and Security policies. Transformation policies, National Crime Prevention Strategy and South African Police Services (SAPS) policies.  Skills: Project management, Report writing , Communication, Conflict Management, Policy Analysis and Computer Literacy.

DUTIES
:
Monitor and oversee Transformation of SAPS Service Delivery Programmes, and Resource Utilization. Visits to police stations within the Province.   Conduct studies/surveys on services delivery of SAPS. The incumbent will report to the Deputy Director – Institutional Transformation

ENQUIRIES
:
Mr O. Mocwaledi, Tel (018) 3819109 

ANNEXURE V
PROVINCIAL ADMINISTRATION: WESTERN CAPE

DEPARTMENT OF ENVIRONMENTAL AFFAIRS AND DEVELOPMENT PLANNING

The Department intends to promote representivity with the filling of the post. Kindly indicate gender, race and disability status to facilitate the process.  If a representative appointment cannot be made, the candidature of any applicants that comply will be considered.

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

FOR ATTENTION
:
Ms L Reid

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

OTHER POSTS

POST 33/143
:
ASSISTANT MANAGER LABOUR RELATIONS AND PERFORMANCE MANAGEMENT REFERENCE NO: E/07/015



Directorate: Human Resource Management and Shared Logistical Services
CENTRE
:
Cape Town

SALARY
:
R157 686 per annum Note: In addition to the salary mentioned, this position offers competitive benefits which include an annual service bonus, conditional home owner’s allowance, pension and medical subsidies.

REQUIREMENTS
:
The requirements for this position are an appropriate recognised Bachelors degree (or equivalent qualification) plus 3 years appropriate experience. The following will serve as recommendations: ( Knowledge of the Labour Relations Act  (  knowledge of grievance and disciplinary procedures  (  knowledge of staff performance management system  (  knowledge of CORE  (  excellent human relations  (  good communication skills in at least two of the official languages of the Western Cape (  computer literacy (MS Word, Excel, PowerPoint) ( valid code 8 drivers licence.

DUTIES
:
The successful candidate will be responsible for ( giving advice to line management regarding labour relations issues  (  rendering a support service to Institutional Management and Labour Committee (IMLC)  (  giving advice regarding grievances, discipline and misconduct  (  facilitating and co-ordinating disputes in accordance with reconciliation and arbitration processes  (  the administration of the staff performance management system and performance agreements ( training in LR matters and performance management (  supervision of staff in the Division, and  (  reporting to various committees on labour relations.

ENQUIRIES
:
Mr I Carolus, Tel (021) 483-3138 
CLOSING DATE
:
24 August 2007
POST 33/144
:
PRINCIPAL ENVIRONMENT OFFICER (SEVERAL POSTS) REFERENCE NO: E/07/014



Integrated Environmental Management

SALARY
:
R157 686 per annum Note: In addition to the salary mentioned, this position offers competitive benefits that include an annual service bonus, conditional housing allowance, pension and medical subsidy.

CENTRE
:
Cape Town and George

REQUIREMENTS
:
The formal qualification for this position is a recognised tertiary qualification in the Natural, Physical or Environmental Sciences ( knowledge of and appropriate working experience in integrated environmental management. The following will serve as recommendations: ( sound interpersonal skills ( good communication (written and verbal) skills in at least two of the three official languages of the Western Cape ( good knowledge and experience of integrated environmental management and international environmental commitments, applicable legislation and application thereof, environmental impact assessments, environmental management plans, systems and environmental monitoring and auditing ( knowledge of the practical implementation of environmental legislation, policies, norms, standards and guidelines ( strong report writing skills as well as the ability to work with people ( computer literacy (MS Suite) ( a valid code 08 (B) driver’s license.

DUTIES
:
entail: reviewing of applications in terms of the relevant national and provincial environmental and related legislation and providing recommendations on such applications, as well as conducting site visits ( commenting on land development processes, spatial development frameworks and environmental management programme reports ( providing technical advice to officers and management in the Directorate ( liaise with stakeholders on the implementation of environmental legislation and related policies ( ensuring that the planning and the implementation of all development in the Western Cape take environmental considerations into account ( represent the Chief Directorate: Environmental and Land Management on all relevant committees, forum, etc. ( provision of specialist biophysical advice to government bodies, local authorities and developers regarding development applications and spatial planning, including integrated development plans ( using and update information systems for all developments in the Western Cape ( mentoring and supervising environmental officers ( assisting with compliance monitoring ( rendering assistance with the development of effective environmental management guidelines and processes to evaluate the potential environmental impacts of developments ( project management ( frequent traveling.

ENQUIRIES
:
Mr A Mohamed, Tel (021) 483 3722 or Ms M Oosthuizen, Tel (021) 483 5756 

CLOSING DATE
:
24 August 2007

POST 33/145
:
ENTERPRISE RISK MANAGEMENT: CHIEF RISK ANALYST REFERENCE NO. E/07/002(B)



Directorate: Finance

SALARY
:
R157 686 per annum Note: In addition to the salary mentioned, this position offers competitive benefits which include an annual service bonus, conditional housing allowance, pension and medical subsidies.

CENTRE
:
Cape Town

REQUIREMENTS
:
The formal qualification for this position is an appropriate, 3-year Bachelor’s degree (or equivalent qualification) ( 3-5 years appropriate experience in a financial environment. The following will serve as recommendation: ( self driven ( self-confident and innovative ( ability to work under pressure ( foster teamwork ( analytical thinking ( research and development skills ( ability to analyse, conceptualise and implement policy ( sound interpersonal and communication (written and verbal) skills and ability to communicate in at least two of the three official languages (English, Afrikaans, Xhosa) of the Western Cape ( conflict resolution ( ability to monitor, evaluate and report ( presentation skills ( ability to solve problems ( ability to effectively communicate on a high level ( motivational skills ( ability to work within in a team ( knowledge of policy development and analysis ( knowledge of risk management processes and techniques ( national and provincial instruments and legislation pertaining to risk management ( computer literate.
DUTIES
:
( The successful candidate will be responsible for: ( facilitate risk identification and assessment ( facilitate process and control maps ( pro-active assessment of the current state of existing control, including the result of control self assessments ( provide recommendations, facilitate and monitor on control improvement.

ENQUIRIES
:
Mr Anwaar Gaffoor, Tel. (021) 483 5128

CLOSING DATE
:
24 August 2007

POST 33/146
:
TRANSFORMATION OFFICER (2 POSTS) DEVELOPMENT AND TRANSFORMATION MANAGEMENT REFERENCE NO: F/07/018



Directorate: Human Resource Management and Shared Logistical Services

SALARY
:
R132 054 per annum Note: In addition to the salary mentioned, this position offers competitive benefits, which include an annual service bonus, conditional housing allowance, pension and medical subsidy.

CENTRE
:
Cape Town
REQUIREMENTS
:
The formal qualification requirement for this post is an Appropriate BA Degree (or equivalent qualification in the humanities, social science and/ or psychology/ industrial psychology with appropriate experience in the field of Advocacy, HIV/AIDS, DISABILITY, EAP or OHS) OR Grade 12 plus 3 – 5 years extensive experience in the human sciences field, HIV/AIDS, Transformation matters and EAP The following will serve as recommendations: ( knowledge and experience in special projects such as HIV/AIDS & human rights ( knowledge and experience in dealing with the promotion of employment equity ( knowledge of the processes, methods and techniques of development, planning, transformation as well as relevant legislation ( facilitation and report writing skills ( proven ability in providing appropriate training ( experience and knowledge of development, implementation, monitoring, evaluation and reporting on transformation and human rights matters ( computer literate in MS Word, Excel, PowerPoint, GroupWise, Internet and PERSAL ( good verbal and written communication skills in at least two of the three official languages of the Western Cape ( a valid drivers license (code 08) ( ability to work under pressure 

DUTIES
:
The successful candidate will be responsible for ( handling of special projects such as HIV & AIDS, human rights (gender/youth/disability and sexual harassment) ( promotion of employment equity in the department ( assist with the administering of the employee assistance program (EAP) ( manage change and diversity ( driving of batho pele principles in the department ( assist with the administering of health and safety issues of employees ( render services regarding transformation management policies

ENQUIRIES
:
Mr C Carelse Tel (021) 483-5701
CLOSING DATE
:
31 August 2007

POST 33/147
:
WELLNESS OFFICER DEVELOPMENT AND TRANSFORMATION MANAGEMENT REFERENCE NO: F/07/019



Directorate: Human Resource Management and Shared Logistical Services

SALARY
:
R132 054 per annum Note: In addition to the salary mentioned, this position offers competitive benefits, which include an annual service bonus, conditional housing allowance, pension and medical subsidy.

CENTRE
:
Cape Town
REQUIREMENTS
:
The formal qualification requirement for this post is an Appropriate BA Degree (or equivalent qualification in the humanities, social science and/ or psychology/ industrial psychology with appropriate experience in the field of Advocacy, HIV/AIDS, DISABILITY, EAP or OHS) OR Grade 12 plus 3 – 5 years extensive experience in the human sciences field, HIV/AIDS, Transformation matters and EAP. The following will serve as specific requirements: proven knowledge and experience of the implementation of the Occupational Health and Safety Act (Act no 85 of 1993) The following will serve as recommendations: ( knowledge and experience in employee wellness programme ( extensive knowledge and experience of the maintenance of OHSA ( knowledge of the processes, methods and techniques of development, planning, transformation as well as relevant legislation ( facilitation and report writing skills ( proven ability in providing appropriate training ( experience and knowledge of development, implementation, monitoring, evaluation and reporting on transformation and human rights matters ( computer literate in MS Word, Excel, PowerPoint, GroupWise, Internet and PERSAL ( good verbal and written communication skills in at least two of the three official languages of the Western Cape ( a valid drivers license (code 08) ( ability to work under pressure 

DUTIES
:
The successful candidate will be responsible for ( administering of the employee assistance program (EAP) ( assist with the handling of special projects such as HIV & AIDS, human rights (gender/youth/disability and sexual harassment) ( assist with the promotion of employment equity in the department ( manage change and diversity ( driving of batho pele principles in the department ( administer health and safety issues of employees ( render services regarding transformation management policies 

ENQUIRIES
:
Mr C Carelse Tel (021) 483-5701
CLOSING DATE
:
31 August 2007

POST 33/148
:
SENIOR STATE ACCOUNTANT REFERENCE NO: F/07/016


Management Accounting: Budget Management

SALARY
:
R132 054 per annum Note: In addition to the salary mentioned, this position offers competitive benefits, which include an annual service bonus, conditional housing allowance, pension and medical subsidy.

CENTRE
:
Cape Town

REQUIREMENTS
:
The formal qualification for this position is an appropriate, recognized 3-year B-degree (or equivalent qualification) with relevant experience in a budgetary environment. The following will serve as recommendations: ( extensive knowledge of the Public Finance Management Act, 1999, National Treasury Regulations and Provincial Treasury Instructions ( practical knowledge of the budget procedures in the public sector, including the linkage between the strategic plans, Medium Term Expenditure Framework procedures, performance assessment and reporting ( Basic Accounting System (BAS) and PERSAL ( good communication skills in at least two of the three official languages of the Western Cape (both written and verbal) ( computer literacy (MS Word and Excel) ( ability to work under pressure. 

DUTIES
:
The successful candidate will be responsible for: ( reporting to the Assistant Director: Budget Management ( assisting with the evaluation, compilation and editing of the Departmental Medium Term Expenditure Framework Budget, Departmental Strategic Plan, the non-financial quarterly performance reports and Annual Report ( evaluation of submissions to the Accounting Officer, Provincial Treasury, Ministers and Cabinet ( capturing of budgets on BAS ( supporting programme managers and management. 

ENQUIRIES
:
Ms AB Jacobs at Tel, (021) 483 5977

CLOSING DATE
:
24 August 2007

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

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 33/149
:
CHIEF PROFESSIONAL NURSE (IN-CHARGE NIGHT DUTY)



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

SALARY
:
R132 054 per annum

CENTRE
:
Hottentots Holland Hospital, Somerset West

REQUIREMENTS
:
Registration with the South African Nursing Council as a Professional Nurse. Appropriate unit or area management experience especially on night duty. Responsible, accountable and dependable work ethic. Willingness to work weekends and public holidays as determined by operational needs. Recommendations: Appropriate and extensive experience of area- or unit manager. Diploma and/ or extensive experience in nursing administration. Good interpersonal skills. Ability to function independent as part of the multi disciplinary team. Ability to work under pressure. Ability to communicate in writing in two of the three official languages of the Western Cape. Knowledge of and the ability to handle disciplinary and grievance procedures.

DUTIES
:
Ensure the continuity of delivering quality nursing care Standards. Ensure efficient management of nursing services at night. Identify nursing care needs and compiling of nursing care standards. Career planning, including personnel development and Evaluation. Handle grievance and disciplinary procedures on night duty. Deliver a support service to the Assistant Director: Nursing Service and Medical Superintendent. Responsible for in- service training, induction and orientation. Programme, guidance and evaluation of students in clinical placements.

ENQUIRIES
:
Ms K Ruiters, tel. no. (021) 850-4780

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
:
7 September 2007
POST 33/150
:
CHIEF PROFESSIONAL NURSE (UNIT MANAGER – SHORT STAY AND EMERGENCY UNIT)

SALARY
:
R132 054 per annum

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

REQUIREMENTS
:
Current registration with the South African Nursing Council as Professional Nurse. Paediatric Qualification or extensive appropriate Paediatric experience in an academic hospital environment. Good verbal and written communication skills in at least two of the three official languages of the Western Cape. Recommendations: Diploma in Paediatric Nursing. Diploma/degree in Nursing Administration. Leadership, conflict handling and good interpersonal skills. Knowledge and insight of legislations and policies, relevant to current nursing practice within the public sector. Basic computer literacy.

DUTIES
:
Provide comprehensive nursing care within set standards and within a professional/legal framework. Effectively utilise and supervise resources. Effectively deliver training and participate in research. Effectively deliver support to Nursing Services. Effectively maintain professional growth/ethical standards. Perform shifts on both day and night duty.

ENQUIRIES
:
Ms R Essop, tel.no. (021) 658-5187/5008.

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

FOR ATTENTION
:
Ms C Bulak

CLOSING DATE
:
7 September 2007

POST 33/151
:
CHIEF PROFESSIONAL NURSE (BED MANAGER)
SALARY
:
R132 054 per annum.

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

REQUIREMENTS
:
Current registration with the South African Nursing Council as Professional Nurse. Appropriate tertiary qualification in Health Sciences. Appropriate experience in Health Services. The ability to communicate in at least two of the three official languages of the Western Cape. Recommendations: Leadership, organisational, decision making and problem solving skills. Sound interpersonal and communication skills. The ability o function independently. Knowledge of hospital policies and procedures. Knowledge of Hospital Information Systems. Computer literacy (MS Office).

DUTIES
:
The incumbent will form part of the Quality Care team with emphasis on co-ordinating and facilitating the efficient utilisation of bed capacity within the institution. Responsible for the development, management and implementation of Bed Management policies, protocols and procedures within the hospital. Ensure accurate information gathering and flow relating to beds and to resolve problems relating to Bed Management on a daily basis. Manage the cardiac waiting list. Guide, liaise, support and collaborate with the multi-disciplinary team. Prepare reports and analysis to ensure a client focus-service, setting forth progress, adverse trends and appropriate recommendations and conclusions. Support the Quality Assurance team in improving efficiencies in Bed Management.

ENQUIRIES
:
Ms SE Roodt, tel.no. (021) 658-5008

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

FOR ATTENTION
:
Ms C Bulak

CLOSING DATE
:
7 September 2007

POST 33/152
:
SENIOR ADMINISTRATIVE OFFICER (HUMAN RESOURCE MANAGEMENT/LABOUR RELATIONS)



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

SALARY
:
R132 054 per annum

CENTRE
:
Mowbray Maternity Hospital, Mowbray

REQUIREMENTS
:
Senior (or equivalent) Certificate plus recent, appropriate and practical experience in Human Resource Management as well as in Labour Relations. Proven supervisory skills and strong leadership abilities. Thorough working knowledge and appropriate experience of: The Public Service Regulations; Public Service Act; Labour Relations Act; Disciplinary Code and Grievance Procedures; Collective Agreements; Staff Performance Management System (SPMS); and PERSAL, PILIR, CORE and relevant prescripts. Computer literacy in MS Word and Excel. Recommendations: Excellent communication, written and interpersonal skills. Ability to work under pressure and meet deadlines. Ability to work independently as well as in a team. Excellent management, leadership and organisational skills. Excellent negotiation and conflict handling skills. Strong analytical skills and innovative thinking.

DUTIES
:
Overall supervision and co-ordination of the Human Resource Management, as well as the Labour Relations Divisions. Facilitate workshops, training and information sessions i.r.o. all Human Resource Management and Labour Relations policies and practices at Mowbray Maternity Hospital and the Midwife Obstetric Unit (MOU’s). Act in an advisory and supportive capacity to Hospital Management, MOU Co-ordinators and staff, regarding Human Resource Management and Labour Relations issues. Attend Management meetings. Responsible for the training of subordinates in the Human Resource Management and Labour Relations Divisions. Responsible for and handling of all aspects regarding the recruitment and selection procedure. Responsible for the effective application of the Staff Performance Management System (SPMS). Oversee the correct application of Acts, prescripts, policies and procedures with regard to Human Resource Management and Labour Relations matters. Approve and authorise PERSAL transactions. Act as Institutional Labour Relations Liaison Officer. Attend Human Resource Management and Labour Relations Forums.

ENQUIRIES
:
Mr AAG De Reuck, tel. no. (021) 659-5583.
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
:
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
:
31 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.

OTHER POST

POST 33/154
:
PROCUREMENT SPECIALIST (5 POSTS) : WCPT 16/01/07


Chief Directorate: Asset Management



Directorate: Movable Asset Management

SALARY
:
R157 686 per annum
CENTRE
:
Cape Town

REQUIREMENTS
:
Minimum qualification requirements: •A tertiary qualification in Accounting, Auditing, Commerce or Law is the minimum requirement •A tertiary qualification in Supply Chain Management will be an added advantage •Appropriate experience and training in contract management. Other minimum requirements: •Proven knowledge on procurement strategies and BEE •Knowledge on industry trends and best practices per commodity groups •Extensive knowledge of the Regulatory Framework and Policies governing Supply Chain Management •A code EB license is a pre-requisite. Personal Attributes And Skills: •Strong ethics •Independent •Strong written and verbal communication •Computer literacy •Strong analytical skills •Ability to solve problems •Presentation skills •Research •Ability to negotiate and display diplomacy and unbiasness •Ability to manage many tasks simultaneously •Ability to work under pressure and meet tight deadlines •Contract management skills •Report writing

DUTIES
:
•Provide assistance to departments during procurement process with regards to technical specifications, costing analysis, maintenance and contractual implications •Assess, monitor and ensure implementation of Procurement frameworks/systems in Departments •Provide input into legislative frameworks/systems in Departments •Provide input into legislative frameworks to promote Procurement compliance and implementation •Handle policy matters pertaining to the content of the job; draft policies, procedures, and prescripts on supply chain management •Asses and monitor the state of SCM throughout provincial departments •Asses and monitor compliance of SCM to the regulatory framework, policies and instructions •Compilation of reports based on the assessments •Compilation of policy and practice notes •Compilation of interventions for training •Attend on and respond to complaints received from departments and suppliers

ENQUIRIES
:
Ms N Ebrahim ( (021) 483-4748.
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